EMAIL ROUTING INSTRUCTIONS IF NOT CONNECTED TO PARKS SERVER


1. Save document to your computer utilizing the file save as option (please do not save to the    N:\Drive).

2. Connect to Microsoft Outlook Web Access.  

3. Select New:  Fill in appropriate email address 

4. Select: Attachments: 

5. Attach the document you would like to route

EMAIL ROUTING INSTRUCTIONS IF CONNECTED TO PARKS SERVER

1. Microsoft Windows 2010: Go to the File (Menu) [image: cid:image005.png@01CF1399.76731010]  button at the top of your screen.  
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2. Select Send
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1. Microsoft Windows 2007: Go to 
          
2. Select Email – send a copy of the document in an email message as an attachment

Microsoft Windows 2007                  
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