Email Task (ICAU1133A)

1. Describe how to set an automatic signature to all new Email within your Email program.

2. Describe how to make a new folder called “Business” in your Email program for storing all Email concerning your business.

3. Explain how to place a newly received message into your “Business” folder.

4. Describe how to “flag” a message for follow-up.
5. Describe how to add a new contact to the Address Book of your Email program.
· Manually

· From a newly received Email

6. List the steps to set up an email distribution list in your Email program.
Send a copy of the completed assignment as an attachment, to your tutor herb@krelle.net  and a carbon copy to hkrelle@netconnect.com.au with a cover note in the Email body. Set an “Urgent Priority” for the message. Ensure that you construct the Email with professional etiquette including a greeting line (Good Morning Herb), body of message, appropriate closure (Regards) and signature (Herb Krelle) 
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