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Welcome to Computing@Wheaton! 
 
Our mission at the LIS Technology Support Center is to support, encourage, and empower Wheaton 
College faculty, staff, and students in their use of computer technology. We are committed to providing 
a reliable single-point-of-contact for our users. 
 
The Technology Support Center team is the front line of support for the rest of Information, 
Technologies, and Services.  We can show you how to navigate our network, use the collegeôs 
standard software, email, file, and print services.  Weôll even fix your computer when it breaks!  If we 
canôt help you, weôll know who can! 
 
We have developed this overview of Computing@Wheaton for your reference.  If you have questions 
about the information covered or would like to schedule an in-depth training for any of the services we 
provide, just let us know.  Also, please check http://www.wheatoncollege.edu/IT_S/support/ 
periodically for updates to this booklet. 
 
We hope youôll contact us for support, training, or just to say hello!  We can be reached at extension 
3900, through email at support@wheatoncollege.edu, or stop by to visit us in the Library (weôre on 
the Periodicals Level, just follow the signs!). 
 
 
 
 
 
 

SECURITY REMINDER:  LIS Technology Support will *NEVER* request 
passwords or other personal information via email. Messages requesting 

such information are fraudulent. 
 
 
 
 
 
 

Note about instructions:  If using Windows, always left-click unless the directions 
specifically say to right-click 
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I. Standard Software and Services 
The LIS Technology Support Center provides and supports a wide variety of services and software 
packages, including basic productivity (Microsoft Word, Excel, PowerPoint, and Publisher), 
database (FileMaker Pro), email, and anti-virus.  For a complete list of services and software, visit 
http://wheatoncollege.edu/technology/buy/technology-support-service-level-agreements-
and-standard-software/. 
 
 

II. Backing Up Your Files 
If a pipe were to burst in your office, as happened in Wallace Library Archives and Special 
Collections, and your computer were rendered completely inoperable, how much data would you 
lose?  How many years of effort would be completely gone?  While an event like this is relatively 
rare, it is not impossible; nor is hard drive failure, a virus that deletes your files in such a way that 
they are unrecoverable, fire, or any other unforeseen disaster.  Because of the possibility of these 
extreme events, LIS, in the strongest possible way, URGES you to back up your data regularly.  
Operating Systems and other software can be reinstalled, computer hardware can be replaced, but 
we cannot always recover your documents.  You must take the initiative, therefore, to make sure 
you have current backup copies of your files. 
 
The first step in being able to quickly and easily backup your documents is knowing where files are 
stored on your computer.  Unless you choose a different location, Windows and Mac OS X will 
generally default to the ñMy Documentsò or ñDocumentsò folder.  You can create other folders within 
ñMy Documentsò or ñDocumentsò to help manage and organize your files.  By keeping your files in a 
central location, youôll only have one folder to backup and wonôt need to worry that you might have 
missed or forgotten important files while doing your backup. 
 
The easiest backup method is to ñdrag and dropò your files on to a USB flash drive or your Network 
Folder (covered in Section VI); if you have a Recordable or Rewriteable CD and/or DVD drive, you 
can burn your documents onto CD/DVD (Mac OS X has burning software built in; if your Dell 
computer has a CD burner, you should have Roxio Easy CD Creator installed).  Your method of 
backup may be determined by the total size of your documents.  You can store up to 2.5Gb 
(2500Mb) in your Network Folder; CDs can hold up to 650Mb or 700Mb, depending on the CD, 
DVDs can hold 4.7Gb or 8.5Gb, depending on the DVD (and whether your burner can use the 
8.5Gb discs), and USB flash drives come in varying sizes. 
 
If you would like a tutorial on backing up your files, or need help determining if your computer has a 
built in CD or DVD burner, please contact the Technology Support Center. 
 
 

III. insideWheaton 
Wheaton has centralized access to many of its core services (Banner, WebMail, WINDOW), plus 
added campus news and information in the new ñinsideWheatonò website. 
 
To access insideWheaton (whether youôre on-campus or off), you can click on the insideWheaton 
link on Wheatonôs homepage, or go to http://inside.wheatoncollege.edu.  You will need to sign in 
with your Wheaton ID number (wID) and email password.  If youôre new to Wheaton and do not yet 
have a password, click the ñSet up your accountò link in the sign in area to complete the steps 
needed to create your password. 
 
Once signed in, you can peruse news items and event information, link to various services, launch 
WINDOW, access email, and much more!  You can even customize your ñMy Stuffò tab to view the 
channels (sections) that are of the most interest to you. 
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Please call x3900 or email support@wheatoncollege.edu if you have any questions, have trouble 
creating your password, are unable to sign in, or cannot access any of the features once inside. 
 
In order to keep your confidential information safe, as well as prevent unauthorized access to 
Banner and other campus resources, donôt forget to sign out of insideWheaton before closing your 
web browser or going to another website.  

 
 
IV. Data Security 

With news of data breaches at companies following guidelines developed to protect confidential 
information, and a data breach law in Massachusetts designed to better inform and protect 
consumers, what can you do to ensure the files and confidential data you use on a regular basis are 
safe?  Here are some steps and suggestions to protect your data. 
 
Identify confidential data ï personal information like ID numbers, Social Security numbers, bank 
account information, passwords, and any other piece of information you wouldnôt want someone 
else to have are all components of confidential data and need to be protected (for example ï 
Banner downloads, your email password, the tax documents and information stored in WINDOW). 
 
Ways to protect yourself and your data: 

 never give your passwords to anyone, not even Tech Support 

 if you use USB flash drives, only purchase ones that come with encryption/security software 

(and actively use that software ï it canôt protect the drive if youôre not using it!!) 

 donôt write passwords down (yes, passwords are tough to remember, but if your computer 

password is written on a sticky note that youôve attached to the side of your monitor,  

anyone sitting at your computer can gain access to all of your files, thereby making the 

password useless) 

 change passwords often ï just as youôre required to change your Wheaton email password 

every six months, you should change your other passwords regularly, too. 

 keep current with operating system and anti-virus patches and updates 

 donôt disable password protection or allow your computer to remember any passwords ï 

having to enter a password whenever you need to log in to your computer, an application, or 

a website is nothing compared with the nightmare of trying to recover your identity if itôs 

stolen or facing thousands (or even millions) of dollars in fines if confidential data is lost 

because you didnôt want to be bothered with remembering or typing your passwords. 

 report loss or theft immediately ï if your computer, wallet, or documents are lost or stolen, 

report the loss or theft immediately 

 shred papers containing confidential/sensitive data ï you should never just discard papers 

containing confidential or sensitive data, shred it first!  (You donôt know who might be going 

through your trash or your recycle bin.) 

 never leave belongings unattended or visibly available ï if you are unable to have your 

laptop computer, purse, wallet, or any other belongings with you, donôt leave them out in the 

open for anyone to see, even if that location is locked.  You should instead store them in a 

location that is not visible (your car trunk, for example).  Many cars have gotten broken into 

simply because of ring marks left by suction cups used to hold GPS devices 

 if you sign in to a website, donôt forget to sign out! 
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V. Email 
Wheaton College provides all of its faculty, staff, and students with an @wheatoncollege.edu email 
account.   
 
LIS supports two ways in which to access your email ï Thunderbird and WebMail.  Thunderbird 
downloads copies of your email messages from the email server and stores them locally on your 
computer, while WebMail provides direct web-based access to the email server from any computer 
with internet access anywhere in the world.  The option that is best for you depends on your email 
needs.  If you will frequently be using email from multiple computers or want an easy way to check 
your email while traveling, WebMail is recommended; if you use email primarily from one computer, 
Thunderbird is recommended.  Immediately below is some general email information, followed by 
sections providing Thunderbird specific and WebMail specific overviews. 
 
Changing your Password 
For security purposes, you are required to change your password every six months (if you do not, 
the system will automatically change it to something random).  To change your password, visit 
https://password.wheatoncollege.edu.  New passwords MUST be between 8 and 15 characters 
long and must contain at least one capital letter and two numbers.  Passwords cannot contain 
special characters ($,^, #,*, for example) and cannot be a password you have used recently.  You 
can also establish a security question and answer to use if you ever forget your password or donôt 
change it before it expires.  From the password change page, click ñForgot Password?ò in the 
Related Links section, or click ñSet Password Challenge Question/Forgot Password?ò from the 
WebMail login screen to create or use your security question and answer.  If you are having trouble 
logging in to your email, make sure that Caps Lock is not on as passwords are case-sensitive.  If 
you do not create a security question and answer, or do not answer the question correctly, you will 
need to bring your Wheaton ID to the Technology Support Center to get a new email password. 

 
Forwarding Your Mail to Another Account 
You can forward your Wheaton email to another email address for convenience while away from 
campus, or if you have another account where you prefer to receive all of your messages.  Go to 
https://mail2.wheatonma.edu to enable forwarding.  Youôll need to login with your username (your 
ñwò ID number) and email password.  Click on the ñRulesò link at the top right (above the search 
box).  Click ñEdit your message redirection settingsò (bottom section) and fill in the address to which 
you want your mail forwarded in the large, open box in that section.  If you want to keep a copy of 
all incoming mail in your Wheaton account, put a check in the box next to ñKeep a Copyò.  Please 
note that if you do opt to keep a copy, the next time you check your email using Thunderbird or 
WebMail, all those emails that were forwarded will appear as ñnewò messages in your Inbox.  You 
may also want to check the box to ñPreserve To/Cc Fieldsò so that forwarded messages appear to 
come directly from the sender rather than from your Wheaton account.  To activate the forwarding, 
make sure the box next to ñRedirect All Mail to:ò has a checkmark in it, and then click ñSaveò to save 
your settings.  You can then click ñLogoutò to exit WebMail. 
 
To disable forwarding, go back to https://mail2.wheatonma.edu.  Log in with your ñwò ID number 
and email password.  Click ñRulesò and then ñEdit your message redirection settings.ò  Uncheck the 
box next to ñRedirect All Mail to:ò.  Click ñSaveò to save your settings.  You can then click ñLogoutò 
to exit WebMail. 
 
Automatically Replying to Incoming Messages 
If youôll be unable to check or respond to your email for an extended period of time (while on 
vacation, for example), you may want to set up an automatic reply that will respond to all of your 
incoming email with a standard message letting the sender know that you are away from email and 
who to contact in your absence if necessary. Just go to https://mail2.wheatonma.edu.   Youôll 
need to login with your username (your ñwò ID number) and email password.  Click on the ñRulesò 
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link at the top right (above the search box).  Click ñSet your vacation messageò (bottom section). 
and in the box directly underneath ñMessage,ò enter the text you want people to receive while 
youôre away from your email.  When you are satisfied with the text of your intended response, click 
ñEnableò or ñEnable Untilò (donôt forget to enter an end date!) to start the automatic response.  You 
should also click ñClear óReplied Addressesô Listò to reset the address list of people receiving an 
automatic response.  Each email address will receive only one reply while your automatic response 
is active.  When ready, click the ñSaveò button.  You can then logout. 
 
To disable your Away message, go back to https://mail2.wheatonma.edu, Login with your ñwò ID 
number and email password.  Click ñRulesò and then ñSet your vacation message.ò  Select the 
ñDisabledò option and then click ñSave.ò  Logout when done. 
 
Barracuda Spam Filter 
Wheaton has a spam (unwanted email) filter to remove junk email before it reaches your mailbox.  
There are two levels to our Barracuda Spam Filter:  the first level filters known spam, and you will 
never see or know about those messages; the second level filters suspected junk mail and will 
notify you via email of these spam quarantines.  Because no system is perfect, there will sometimes 
be false positives, so be sure to review messages you receive from the Barracuda system to 
whitelist or deliver any messages incorrectly marked as spam.  For more information, go to:  
http://wheatoncollege.edu/technology/started/getting-started-with-email/wheaton-email-
spam-filter/.   
 
 
Thunderbird 
 Thunderbird is an easy to use yet versatile application for reading, composing, and 

managing your email, and comes from Mozilla (which also provides the Firefox web 
browser).  The standard configuration at Wheaton syncs your Thunderbird mailboxes with 

the email server, and you can save messages in ñlocalò folders (on your computer itself) in order to 
archive older mail and free up space In your server account.  Some of the basics of Thunderbird are 
covered below, but if you wish to learn about more advanced features (customizing settings, 
address book, signatures, stationery, etc.) please contact the Technology Support Center. 
 

Checking Email 
Your computer should already be 
configured to automatically check for new 
email at a specified interval, including when 
you first open Thunderbird.  After you 
launch Thunderbird, you will see a screen 
prompting you for your password.  Type in 
your password and either click ñOKò or hit 
the <enter> key on your keyboard.  
Thunderbird will check for any new email.  
As long as Thunderbird stays open (even if itôs running in the background or minimized while 
you work on other things), it will remember your password and check mail automatically at 
the specified interval.  Whenever you get new email you will see an envelope appear near 
the time (Windows) or the Thunderbird icon in the Dock will bounce (Mac OS X). 
 
Reading Messages 
To view one of your messages, you can double-click on the message in order to open it in a 
new Thunderbird window, or, if you have the Preview Pane enabled, you can single-click on 
the message and its contents will appear in the preview window (located below your list of 
messages). 
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Sending Mail and Attaching Documents 
You have a few options when you want to send a message to someone.  You can start a 
new message, reply to an existing message, or forward an existing message.  You can also 
attach documents to any outgoing message. 
 
 
 

New Message:  To start a new 
message to someone, simply click 
the Write icon on the main 

Thunderbird toolbar.  The new message 
window will appear. 
 
In the ñTo:ò field, type in the email address of 
the person to whom you want to send your 
message.  If you want to send your message 
to more than one person, create a separate 
line for each recipient.  The ñFrom:ò will 
already be listed.  Give your message a short 
topic in the ñSubject:ò field.  You can also 
choose to Cc (carbon-copy) or Bcc (blind 
carbon-copy) your email message.  Click the 
arrow to the left of ñTo:ò and make the 
desired selection, then type in the email address of the Cc or Bcc recipient.  Repeat as 
necessary.  Your ñToò and ñCcò recipient(s) will be able to see all the addresses that are 
included in the ñToò and ñCcò fields, but will not see any address(es) in the ñBccò field.  ñBccò 
recipients will see all ñToò and ñCcò addresses, but will not be able to tell if you have Bccôd 
anyone else. 
 
You can then use the <Tab> key to get down to the body portion of your message.  After 
composing your message, click the ñSendò button (far left). 
 
Reply and Reply All:  You can respond to a message youôve received by making sure the 
appropriate message is highlighted and then clicking either the ñReplyò or the ñReply Allò 
button from the Thunderbird toolbar.  In the Reply or Reply All window, the message 
headers (To, From, Subject, etc.) will be filled in for you, and the original email will appear in 
the body of the message.  Click at the beginning of the message body and add whatever 
information or comments you wish to send back.  When finished, click the ñSendò button. 
 
 

Reply will send your response back to only the original sender.   
 
 

Reply All will send your response back to the sender plus all of the original 
ñToò and ñCcò recipients. 

 
Forward:  You can forward a message youôve received to another recipient.  Make 
sure the message you wish to forward is selected, then click the ñForwardò button 
from the Thunderbird toolbar. Type the email address(es) of the person(s) to 
whom you want to send the message.  The other headers will be filled in for you, and the 
original email will appear in the body of the message.  Click at the beginning of the message 
body and add any information you want to include.  When you are done, click the ñSendò 
button. 
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Attaching Documents:  You can attach a 
file to any of your outgoing messages.  
With your message window open, just 

click on the ñAttach Fileò button on the Thunderbird 
toolbar.  The Attach File window will open, where 
you can browse to and select the file you want to 
attach.  If you click the ñAttach Fileò button without 
having an outgoing message window open, 
Thunderbird will start a new message for you to 
which you can attach a file.  You should avoid 
attaching files larger than 1.0Mb in size. 

 
 

Managing Your Messages and Your Mailboxes 
To assure Thunderbirdôs smooth performance, we recommend that you keep no more than 
2000 messages in each of your mailboxes at any given time.  Moving messages to custom 
mailboxes, applying filters, deleting any unneeded mail, archiving messages, and 
compacting your mailboxes are all ways to help manage both your messages and your 
mailboxes. 

 
Custom Mailboxes Folders 
If you frequently correspond with a particular person or about a particular subject, 
you may want to create a custom mailbox folder specifically for those messages.  
You can then either manually transfer messages to that custom mailbox folder or 
create a filter to automate the transfer (both covered under the next topic).  You can 
further organize your custom mailbox folders by putting them into other folders.   

 
Creating Custom Mailbox Folders 
In the Mailbox frame, right-click (<ctrl>-click on a Mac) on the top listing for 
your email account (may appear as Wheaton, or WebMail, or something 
similar) then select ñNew.ò  In the New Mailbox window, give your mailbox a 
name that will help you identify what messages it contains.  Click ñOK.ò  You 

should now see your new custom mailbox in 
the Mailbox frame.  Your custom mailboxes 
can hold both messages you receive and 
messages you send.  Your new mailbox 
folder is ready to accept mail and/or other 
mailbox folders (see below).  If moving 
mailboxes, you should only move custom 
mailboxes into folders you create, NEVER 
move the In, Out, or Trash mailboxes into 
one of your folders. 

 
 
Local Folders (Archive Messages) 
If you have messages that you want to keep, but donôt want on the server 
anymore (if your account is over quota, for example), you can store them on 
your computer itself (locally).  In the Folders pane in the main Thunderbird 
window, you should see a listing for Local Folders.  You can create custom 
local mailboxes using the method described above (instead of right-clicking 
on the top listing, right-click on ñLocal Foldersò) and then move messages to 
the local folder as described below. 
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Transferring Messages to Another Mailbox 
The easiest method for transferring a mailbox or the occasional message to a 
custom mailbox folder is to simply drag-and-drop it from the mailbox that itôs in onto 
the destination mailbox.  If there are messages to/from a particular person or 
containing a particular subject that you always want transferred to a specific mailbox, 
you can create a filter to automatically transfer the messages to the desired mailbox. 

 
Filters 
Creating Filters 
With the message selected on which you want to base your filter, go to the 
ñMessageò menu and select ñCreate Filter From Message.ò  The Filter Rules 

window will come up so that you can further 
define your filter criteria.  If you want to filter 
messages coming FROM a certain person, 
make sure ñFromò is selected and that the 
personôs email address appears.  If you want to 
filter messages based on a word or phrase 
contained in a messageôs subject, select 
ñSubjectò and type that word or phrase in the 
third field. 

 
The Action section is where you define how you 
want Thunderbird to process messages 
meeting the criteria you just defined.  If you 
want Thunderbird to transfer the messages to a 

custom mailbox, select ñMove Message to:ò and then select the name of the 
mailbox in the dropdown list. 
 
When you are satisfied with 
both the filter criteria and 
action, click ñOKò to activate it.  
The filter is applied only to 
new messages.  You will need 
to manually filter messages 
that already exist in your 
Thunderbird mailboxes (see 
ñFiltering Existing Messages,ò 
below). 
 
Editing Filters 
To edit or delete any filters youôve created, select ñMessage Filtersò under the 
Tools menu.  On the left-hand side of the window, click to select the filter you 
want to edit or delete.  To edit, click the ñEditò button.  When you are done 
making changes, click ñOK.ò  To delete a filter, click once on it, then click the 
ñDeleteò button.  When completely done, just close the window. 



LIS Technology Support x3900 Technology Guide Page 11 of 25 
Computing@Wheaton  3/15/2011 

Filtering Existing Messages 
 If you only have a few filterable messages in your mailboxes, 

you can ñprocessò them individually (drag-and-drop them onto 
the appropriate mailbox, delete them, etc).  If you have many 
filterable messages, you can make Thunderbird apply your 
filter to pre-existing messages.  Open the mailbox you want to 
process, then choose ñRun Filters on Folderò from the Tools 
menu.  Your messages will be checked and filters applied as 
needed.  You will need to repeat this process for all of your 
existing mailboxes if you want them checked for filterable 
messages.  Please note that you may want to compact your 

mailboxes after filtering existing messages. 
 
Deleting Mail and Emptying the Trash 
You should periodically go through your mailboxes to delete messages you no longer 
need.  You can delete messages one at a time or as a group.  Select the message(s) 
you want to delete (to select a continuous series of messages, click the first 
message in the series, then <shift>-click the last message in the series; this will 

select ALL the messages in between the first and last messages.  To select 
a group of non-continuous messages, <ctrl>-click or <apple>-click on each 
message), then click the Delete button on the Thunderbird toolbar.   

 
After you have moved the message(s) you wish to delete to 
Thunderbirdôs Trash mailbox (separate from the Windows 
Recycle Bin or the Mac Trash), you need to finish the 
deletion process by emptying the trash.  To empty the 
trash, right-click on the Trash mailbox (control-click on 
Mac) and select ñEmpty Trash.ò  You will NOT get a delete 
confirmation, so be certain that you really want to get rid of 
those messages.  Before you empty the Thunderbird trash, 
you can, if necessary, open the Trash mailbox to move 
item(s) to other mailbox(es).  Once you have emptied your 
trash, however, you will not be able to recover those 
deleted messages. 
 

Directory Services 
You can use Thunderbird to find email addresses for members of the Wheaton community.  
Please note that Directory Services will only work on-campus or through Wheatonôs VPN.  
You can find addresses from within your Address Book or when composing a message. 
 

From the Address Book 
Click on the ñAddress Bookò button on the main Thunderbird toolbar. 
 
In the Address Book window, click once on the ñWheaton Directoryò 
listing in the left pane.  In the top right search field, enter in your search criterion.  
You can do partial name searches to increase your chances of finding the person for 
whom youôre looking (for example, searching for ñjorò will list all the people at 
Wheaton who have ñjorò in either their first or last name). 
 
If you right-click (control-click for Mac) on a personôs email address and then click 
ñWrite,ò Thunderbird will open a new message addressed to that person. 
 
When done searching, simply close your Address Book window. 
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From the Composition Window 
You can also look up an address while writing a message.  If you donôt see the 
Contacts pane to the right of your message, click the ñContactsò button.  From the 

Address Book pulldown, select ñWheaton Directory.ò  Enter your search 
criterion into the ñSearch for:ò field.  The search is live and matches will 
appear (and constrain) as you type.  If you double-click on a match, the 

address will be added as a To recipient.  You can also use the ñAdd to To:ò or ñAdd 
to Cc:ò buttons as needed (at the bottom of the Contacts pane). 
 
 
 

 
WebMail is a great tool if you frequently use multiple computers to check your email, or if youôre 
away from campus and want a way to quickly check or compose messages.  WebMail provides a 
simple interface that allows you to read, send, and manage your messages directly from the email 
server.  You can use WebMail from any computer, provided it is connected to the internet, 
anywhere in the world.  Some of the basics of WebMail are covered below, but if you wish to learn 
about more advanced features (customizing settings, address book, signatures, etc.) please contact 
the Technology Support Center. 

 
Logging In 
Launch either Internet Explorer or 
Firefox.  You can either select 
WebMail from the top right corner of 
the Wheaton homepage 
(http://wheatoncollege.edu) or you 
can go directly to 
https://mail2.wheatonma.edu.   
At the login screen, enter your 
username (your ñwò ID number) and 
email password, then click ñEnter.ò 
 
After you log in, youôll have access to all your messages that are currently on the server.  
The latest WebMail configuration is designed to look like desktop clients such as Outlook 
and Thunderbird.  The number of unread messages appears in red next to the mailbox, and 
there is a preview pane in the bottom right for easy reading. 
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Reading Messages 
To read a message, simply single-click on it.  The message will appear in the preview pane 
below the list of messages, and you can read it directly from there.  If you double-click on 
the message, it will open in its own window.  Click the red ñXò in the upper right hand corner 
of the message window to close it. 
 
Sending Mail and Attaching Documents 
As with Thunderbird, you have a few options when you want to send a message to 
someone.  You can start a new message, reply to an existing message, or forward an 
existing message.  You can also attach documents to any outgoing message. 

 
New Message:  To start a new message to someone, simply click ñNew Messageò in the 
upper left corner of the WebMail window.  The new message window will appear.  
 

In the ñTo:ò field, type in the email 
address of the person to whom you 
want to send your message.  If you 
want to send your message to more 
than one person, separate their email 
addresses with commas.  Give your 
message a short topic in the 
ñSubject:ò field.  You can also choose 
to Cc (carbon-copy) or Bcc (blind 
carbon-copy) your email message.  
Click ñCc:ò or ñBcc:ò to add those 
recipients.  Your ñToò and ñCcò 
recipient(s) will be able to see all the 
addresses that are included in the 
ñToò and ñCcò fields, but will not see 
any address(es) in the ñBccò field.  
ñBccò recipients will see all ñToò and 
ñCcò addresses, but will not be able to 
tell if you have Bccôd anyone else.  

 
You can then use the <Tab> key to get down to the body portion of your message.  After 
composing your message, click ñSendò (just above the ñComposeò tab). 
 
Reply and Reply All:  You can respond to a message youôve received by first opening the 
message and then clicking either the ñReplyò or the ñReply To Allò button from the toolbar 
located between the list of messages and the message preview.  In the Reply or Reply All 
window, the message headers (To, From, Subject, etc.) will be filled in for you, and the 
original message will appear in the body of the message.  Click at the beginning of the 
message body and add whatever information or comments you wish to send back.  When 
finished, click ñSendò.  Reply will send your response back to only the original sender.  Reply 
All will send your response back to the sender plus all of the original ñToò and ñCcò 
recipients. 
 
Forward:  You can forward a message youôve received to another recipient.  Make sure the 
message you wish to forward is open, then click the ñForwardò button from the toolbar 
located between the list of messages and the message preview.. Type the email 
address(es) of the person(s) to whom you wish to send the message.  The other headers 
will be filled in for you, and the original message will appear in the body of the message.  


