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How to Create an Email

Before we learn how to send email, we need to have the email address for persons to whom we are
going to send Email to. In essence we require an Address Book.

Initially we will have to add these details, but once added they can be easily accessed and edited as

needed.

So we will open a blank email ready to fill in

From your Inbox:

1. Click on New; generally located top
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If you are in some other part of Qutiook
2007 and do not see the New Mail Message
button, you can always (in the Inbox as well)
click on File (in the Menu Bar), then click on
New, and then click on Mail Message
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In both cases a blank email template will open up (image below)
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Adding to the Address Book

Type in E-Mail Address & Add to Address

Book

You can just type the email address into the
required sender field(s), but for future
purposes it is better to add the email
address and details to your address book.
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Explanations for Cc... & Bcc... coming up
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