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How do | reply to a messaqge?

1. Double-click on the subject line to open the message to which you want to reply.
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From: Jim Hunter 1/29/2007 10:37 &M
To: sharon San Miguel
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Subject: Test email message 2

sharan,
Let me know iF wou want specific text in the message,
Thanks,
Jim
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2. Click Reply on the toolbar.

3. Click Reply to Sender or Click Reply to All. To include the original message text in your reply, make
sure Include Message Received From Sender is selected.

" Reply to all [sender and recipients) Cancel

21x]
Optiohs
% Reply to sender LI

¥ Include message received from sender

4. Click OK.

5. Type your message.
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6. Click Send on the toolbar.

If the original item included BC recipients and you selected to reply to all, your reply will not be sent to
the BC recipients.
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