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name and DIRECTORY.
7. Click in the FII,EVAmE field

and allocate the attachment a
filename.

8. Click on the MARx command'
button. (An asterisk will
appear at the beginning of
the description section line)
Repeat steps 5-8 if there is
more than one attachment.

9. Click on the OK command
button. (A confirmation box
will appear.)

10. Click on the CArrcEL
command button when
finished with the Export
window.

Managing Messages

To consult the Folders List:
1. Click on VIEw in the Menu

Bar.
2. Select FOLDERS LIST.

To create a folder:
From the Mail Manager window:
1. Click on FILE in the Menu

Bar.
2. Select the NEW FOLDER

option.
3. Type in a new folder name.
4. Click on the NEW command

button.

To view the contents of an
ICONDESK folder:

1. Select VIEw from the
Mail Manager Menu
Bar.

2. Click on the folder you.
wish to consult.

To view other Message Lists:
1. Select VIEw from the

Mail. Manager Menu
Bar.

2. Click on the types of
messages you wish to
consult.

To move a message to a folder:
Using the Menu Bar:

1. Select a message.
2. Click on Fn.E in the

Menu Bar.
3. Click on the MovE

option.
4. In the NEW FoLDE[t field,

either, type in a folder
name, or, click on the
drop down arrow and
select an existing folder.

5. Click on the OK
command button.

Using the mouse:
1. Select a message(s) in

the Mail Manager
window.

2. Drag the message(s) to
it's destination folder in
the folders list window.

To delete a folder:
1. Select the appropriate

folder.
2. Click on the DELETE

Button.
OR

Click on the DELETE
option from the FILE
menu.

3. Click on YES to confirm
the operation.

To Export a message:
(from the Mail Manager window):

1. Select the message.
2. Click on FILE in the

Menu Bar.
3. Click on ExPoRT

OR
Click on the ExPoRT
button in the Tool Bar.

4. Select the desired DRIVE
in the list box at the
bottom of the screen.
Double-click on the


