Reading a message

To read a message in your inbox just click once on the message and it will appear, then you can use the normal icons to reply, forward or delete the message

Creating a message.
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To create a message click on the “compose new mail message icon” 

The Following window will appear.
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© king has 4 matches.

€ King, Catherine (REPP) [SMTP: Catherine King @primary.epp.co.uk]
@ King, James P (REPP) [SMTP:James King @repp.co.uk]

€ King, Louise [SMTP:Louise King @repp.co.uk]

€ King, Sara (REPP) [SMIP:Sara King @repp.co.uk]

€ Tgnore this recipient

€ Delote this secigient
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To address messages to anyone within Rigby Education or REPP, just type in their last name in either the TO: or CC: line and click on the Check Names icon. 

 The name will appear in the line.   Sometimes, more than one person appears and you will see a list of names to choose from. Click next to the required recipient and then click on Accept These Choices
To send Internet mail, simply type the full Internet address in the relevant box.  (i.e. bgates@microsoft.com) 

TIP:  To send to multiple addresses, simply type the last name of the person, followed by a semicolon (;) in the appropriate space.  When you are done, click on the Check Names icon.  All addresses will appear.
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To send the message click once on the envelope at the top left of your message window.
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