Introduction to Communications Express E-mail

Introduction

WINGS Communications Expresse-mail is the recommended method for
checking your Wright State e-mail. Remember to check your e-mail on a regular
basis, as it is the official channel for university news and account information.
Your e-mail can be reached using a web browser such as Internet Explorer or
Firefox by logging into WINGS and clicking on the e-mail link in the e-mail
channel, or you can click on the E-mail/Calendar button.

Logging In WRIGHT STATE UNIVERSITY

Logging in to e-mail begins Wright Information, News, and Group Services
with logging in to WINGS. Log

in to Wings by going to
http://wings.wright.edu . At
the6Secure Loginé
in your campus username and
password.

Secure Login

User Name:
Password:

Login Cancel

Having problems logging in? Click here.

Alternative Login for Screen Readers

After you log in to WINGS, click on the E-mail/Calendar button or click on the e-
mail link in the e-mail channel.

You will then be redirected to the Communications Express E-mail tab.
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The new interface includes a series of icons in your inbox and folders that will

help you manage your messages. The following table describes the functionality
of these buttons:

Select Tracks which messages are selected for manipulation (i.e. to be deleted).

Priority ! Indicates which messages are marked high priority by the sender.

Attachments I Indicates which messages containan attached file.

Toggles between the ascending and descending order of the messages. The
Order ™ qrder depends on which column heading is chosen to order the messages by.
From fem=  Orders messagesalphabetically by the name or e-mail address of the sender.
Subject swect=  Orders messagesalphabetically by subject line.
Indicates date and/or time messageswere received. Toggles the order of
Received Receed¥  messageshby receive time. Newest messagesappear at the top of the column
by default.
Orders messageshy the size of each e-mail. Note that large messages
Size Sizew  (especially ones with a K beside the number) take up more of your disk quota,
so clean these out often.

Working with  E-mail Messages

To read a message, click on the subject line of the message. The Message Area
will change to display the e-mail.

Previous | Message 2 of 3 | Mext

To view next or previous messages, ya can click on at

the top right off the message window.

To get back to the message list in your INBOX, you can click on the g button
at the top of the message.

Alternatively you can also click on the inbox link on the left hand side of the
screen in the folder list to go back to the i nbox.



Sending E-mail s,

i Compose

To send a message, click on the

link on the far left hand side in the

Command Link section. A separate window will open, titled fiNew Messageo

ZSend ([JAftach pgSave Draft ] Spell Check Dictionary | English -t!
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Attachments

Subject

[ Plain Text] Rich Text (HTML)

[Format 5] [ Font 3] [ size [3)
b /iUl =E==:ZE&E: @
Priority [ Normal + | Request receipt| None ]

[~ Check spelling before message is sent

Isend Help

Typether e c i paddress idhtee AToo field at the top and enter a subject in

the Subject line.

http://sms4.wright.edu:80

This message has no subject. Would you like to send
it anyway?

{ Cancel ) { OK )

(Note: if an e-mail does not
contain a subject you will be
asked if you still want to send the
message. Click OK to send a
message without a subject.)

You can send a copy to another e-mail address by typing in another address in

t h €CoffCarbon Copy) field.

If you do not want disclose the addresses ofyour recipients to other recipients,
enter additional E-mail addresses in the iBCCo line (Blind Carbon Copy).



Type your message in the window area below the subject line.

You may choose to set the Priority drop-down menu to Normal, Urgent, or Non-
Urgent, or you can choose to set the fiRequest receipt drop-down menu to None
or When viewed.

To send the message, click on the == putton.

Adding Attachments

Files up to 10MB can be attached to an e-mail message. If you wish to attach a
file to an e-mail:

-Prepare to send a message asexplained above.

{ Attach

-Click on the button. You will then see the following window:

Attach File

Attach File

Click Browse to select a file to attach, then click Add to attach the file to this message.

Attachments
i (Add
Choose File | no file selected A

| File Attachment Size Action

m Cancel Help

Z

-Click on the button to bring up the file selection window. Once
selected, click on the Attach button to attach the file to the e-mail message.
-Click on the file you would like to attach, and then click on the Open/Choose
button.

-Click on the Add button in this window to attach the file.

Note : Repeat steps 3 to 5 for all needed attachments.

-Click on the button beside the file to remove the attachment If you have
attached the incorrect file(s).

-Click on the i button to complete the attachment process.




Using Spell Check

The spell check feature of Communications Express allows you to spell check
your e-mail for common spelling mistakes. Pleaseremember that t he dictionary
is not exhaustive and will not catch all spelling mistakes.

To spell check your document:

o Clickonthe —=2i="°% putton. After clicking on this button, your

recognized spelling mistakes will be highlighted.

e Click on each highlighted spelling error for correction suggestions.
Click on a suggested replacementor click on fEdit... 0to type your own
correction.

When you are done making corrections, you can send the e-mail or finish typing
your message.

Replyingto E-mail s

To reply to a message that you have received:

-Open the mess%to which you want to reply .

-Click on either *==l (sends to original sender) or Roply AN (sends to every sender
and all recipients of the message).

-Edit the original message and type your reply as needed.

-Send the message
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Forwarding E-mail to Others
To forward messages in your inbox to other people:

Open the messagethat you want to forward .

Click on either the oy (sends the original message as an attachment) or the
Forward inlinel (sends the original message as text at the bottom of the new,
forwarded message) buttons.

-Edit the original message and type your forwarding note as needed.

-Send the message
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Deleting E -maill
To delete message from your inbox:

-Select the message that you wish to delete by clicking on the check box ]
next to the message(s) you want to delete.

-Click on the == button to move the message to your trash folder .

- Empty your trash by clicking on the bt conboens link, then click _



- Delete messages immediately by checking the box next to the message ¥ and

clicking on the 2% ¢} menu, then clicking expunge.
[oict R | (Hove o Focer._¢)
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R nge TEST2
Mark as Read

m Mark as Unread ’ [ Move to Folder... 4 |

Flag for Followup —_
1 Mes Clear Flag 0OMB limit) - 9 total message

This will remove your message permanently without sending it to the Trash
folder.

Mail Folders

Communications Express allows the use of folders to organize and store
messages. The left hand column of the e-mail window contains a list of all
available mail folders. Folders can be created, renamed, or deleted. To perform
any of these tasks, click on either your e-mail address (first.last@wright.edu for
faculty/staff, last .#@wright.edu for students) at the top of the list or on Manage
Folders at the bottom of the folder list.

Creating a folder

From the Folders list (Manage Folders) Gick the - N hutton at the top of the
screen and the following window will appear, allowing you to type in the name of

your new folder:

http://sms4.wright.edu:80

Create new folder in Personal Folders named:

(Cancel \( Ok )

Type in the name that you wish to assign to the folder and click OK.



Renaming /Moving Folders

Renaming and moving a folder is done through the two drop -down menus at the
top of the folders list. Click onthe radio button @ next to the folder you want to
rename or move.

The image below shows the two drop-down lists. Usingthefi Fol der Acti onso
menu allows you to rename, share, or unsubscribe from a folder.
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Sharing Folder s

Mail folders can be shared
with other users. Todo

this, select the radio button

® for the folder that you

want to share and select
fiShare Fol der o
Folder Actions drop-down
menu.




