Responding to Messages

Reply Options

Option Description
1
—A Sends a response to the sender of the message.
Y g
Reply
ﬁﬂu Sends a response to the sender and copies the
response to anyone who received the original
Reply message.
to All

Reply to an Open Message:
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1. Click Reply to send the reply only to [NAIER] | Message | Addins
the person who sent the message to , N Ry
Al AL 2% Meeting

you. x —a — -

Or & Junk ~ Delete = Reply Re_;rlly Forward &, More ~
Click Reply to All to send the reply Delete Respond
to the sender and all persons who ol [
received the message. o | e |

HtHHLS

Subject: IRE: reports

Be careful when using “Reply to All”

Option' Notice the message that you
From: Sheryl Priester are replying to appears at the
2 Add addltlonal reC|p|entS if Sent: Friday, September 19, 2008 8:28 AM bottom.
’ To: Sheryl Priester
necessary (To:, Cc:, or Bcc:). Subject: reports
3. Type your message in the body of
the e-mail.
4. Click Send.
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Responding to Messages

Forward Options

Option Description
—E& Sends the message to another person, someone
who hasn'’t already received it.
Forward

Forward an Open Message:

1. Click the Forward command in the Respond group in the open message.

Type the recipient(s) you want to receive the forwarded message.
Type additional message information if necessary in the message area.

Click Send.
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