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Accessing your e-mail 

Use the Email tab in the upper right corner of the DCS homepage.

E-mail view



Use the Compose button to create a new e-mail. 

Composing an e-mail 

Account Settings

Here you can add a signature, turn on/off 
conversations and change your password.



Adding a Signature
Select Settings

Under the "General" tab, scroll down to Signature.

Turning on/off Conversations Select Settings

Under the "General" tab, scroll down to Conversation View.



Conversations

E-mails are grouped into conversations based on the subject of the e-mail.

Use the collapse/expand 
button to change views of the 
e-mail. You can view all emails 
on one screen or you can view 
tabs that separate each e-
mail.

Printing

Use the built-in print button to print e-mails.



New Window

Use the new window button to open the e-mail in a new window.

Labels
"Labels" are similar to folders. You can use the label button               
to label an e-mail. The title of the label will be listed on the              
left side of the screen. Click on the title of the label to see              
the e-mails you have searched.

Create a new label by selecting "create new label." 



Contacts

Contacts can be added by accessing the "Contacts" section of your    
e-mail account. 

Adding Contacts

Contacts can be added from the DCS directory by selecting 
"directory" on the left side of the screen or by using the search bar 
at the top of the screen.   



Check the box to select a person. Then select "Add to My Contacts."

Adding Contacts

Creating groups in Contacts

You can create groups for your contacts by selecting "new group" 
on the left side of the screen.

Enter the name for your new group.



Adding a contact to a "Group"

Check the box beside the contact(s) that you would like to     
add to a group. Select the groups icon to add the contact(s)     
to the group. 

You can share group(s) that you have created by exporting them

Select the "more" pull-down menu. Then select "export." 
Verify the group that you would like to export and the export 
format. 

Sharing Groups



Importing Groups

You can also import groups that someone else has already 
created.

Select "Import Contacts." Then choose the file you would like to import.


