Step by Step to Access Email

· Click on Citrix Icon

· Double Click on K-12 Microsoft Outlook

· Type in your user name and password

· Click New to send an email

· Type in persons email address

· Give it a subject

· Type message and send

Step by Step to Create a Distribution List

· Click on arrow beside New (Upper left side)

· Click on Distribution List

· Name your File

· Click on Add/New—Add one at a time

· Click on Select Members (type in last name and choose correct person, by highlighting)

· Click on Add

Step by Step to Create a New Folder on Email

· Go to Folder list and right click on Outlook Today
· Click on New Folder
· Name it
· Click no for New Icon
· If you later decide you no longer want it right click on it and delete
Step By Step to Add an Attachment

· Your attachment must be saved in the D or C Drive

· Click on New Message

· Type in address and subject

· Type message

· Click on Paper Clip

· Choose file and document to be attached

· Click on Insert

· Then send message

