Mustang Cruiser
E-mail Usage

About e-mail

The e-mail page is accessible by logging on to Mustang Cruiser which will bring up
your Dashboard page. On the left side of the screen is a Personal Tools box. Click the
E-mail option in this box. When you send messages you can include up to 3 different
attachments.

How to attach documents to your e-mail:

1. On the left side of the e-mail page click Compose then click the Attachment
link.

2. The File Upload box will appear. Click Browse to access a file searching
utility.

3. From the file searching utility, locate the file you wish to attach from your
hard drive and double click on the file.

e The file and its path should be displayed in the box to the left of the
Browse button.

4. Click the Upload button.

e After a moment, a table will be displayed at the bottom of the File
Upload box indicating that your file has been successfully selected as
an attachment. If you wish to remove the file, click the Remove link
in the same row of the file name.

e Continue to add more attachments if you wish.

5. Click Done when finished. The name of the attached file(s) will be displayed
in the “Attachment” field.

How to create a Mailing List

On your Dashboard in your Personal Tools select Address Book, click New L.ist.
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In the List Name box enter the name of your list.
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Select Import from Directory. You can select Divisions, Departments, or
select the first letter of the persons last name you want included on your list.
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Put a checkmark in the box by the names you want to add to your list.
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Jack, Cassandra cassanirajack@wwecc.mailcruiser.co Student
Jack, Falma palmajack@wwec.mailcruiser.com Faculty
L Jackman, George georgejackman@wwecc.mailcruisergom Alumni
Jackman, Karl karljgckman@wwec.mailcruiser.c Alumni
[] Jackman, Matthew maghewjackman@wwcc.mailcruger.com Alumni
Jackman, Paul pafliackman@wwcc.mailcruisegfcom Alumni
[] Jackman. Robert ropertiackman@wwcc.mailcruiger.com Student
[] Jackman, Tammy tgmmyjackman@wwcc.mailcgliser.com Alumni
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Click Add Selected Names. Then Close Window.



If you need to customize your list, under the yellow box you have the options to Add,
Change, Remove or Remove All.
Select Save.
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Your list will now show up in your address book.
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