Email In & Out using Outlook Express Program
In:

1) Like any Internet function, this requires you to connect to Bellsouth First.

2) Single click on the icon for “E-Mail”

3) Click once on the “Send/Receive” button on top toolbar

4) Click on the “Inbox” icon on Left to show the contents of incoming mail.

a) Click on a subject in the upper right hand pane to select the message from the list of available messages.  

b) The contents of the message will be displayed in the lower right hand pane.

Note: The Address book can be used to store other peoples E-mail Addresses;


Go to the Address book by clicking on the “Address” button on top tool bar, then select “New” near top left corner of the Address book, then “New Contact” and fill out the form.  When finished click on the “Ok” button near bottom.

Outgoing Messages:
1) Assuming that you already have the E-mail program (Outlook Express) open, You start sending an outbound E-mail by clicking once on the “Create Mail” button near top left corner.

2) A Form will appear with several white bars in it.  Fill out the form as follows:

a) The E-mail address of the recipient goes in the first white bar entitled “To”  (Click in this bar to set the flashing cursor there and type in the address.

b) Use the Tab key on the keyboard to advance one space down the form to the next white bar.  You can disregard the c.c bar unless you want to Carbon Copy someone else.

c) You should always fill in a subject for the message in the next bar.

d) Type your message in the large box at the bottom of the form.  

3) Send the message when it is complete by clicking on the “Send” button near top left. 
4) To Finish sending the E-mail you MUST click on the Send/ Receive button on the next window.

Note: If you want to spell check your message before you send it, click on the “Tools” menu on top then select “Spelling” and make you selections from the pop-up helper that appears.

