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UTo Find a NameU   

Select   
Address Window Opens 
Type the last name needed 
Select the highlighted name 
 
Select  
 

 

 

UTo Send an Attachment 
UTo Print a Mail MessageU   Select the paperclip icon 
     Select the MS Office Button “Insert File” Window opens 
     Drop-down Menu appears  Mouse click on the file needed 
     Select Print  Document will load automatically 
 

 

 

 

 

  


