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To deliver your 
message, click on 
the send button 

Click on 
these buttons 
to open your 
address book 
and choose 
the recipients. 
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Click on the 
options button 
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Monthly calendar, click on the arrows to view 
months past or future months. 

Appointments and meetings 

Flagged e-mail messages 

Click double arrows to collapse the pane, click X 
to close the pane. 
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Quick Access Toolbar Tabs 

Groups 
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