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Guide — How to Create a New Email Message without Opening Outlook

This step-by-step visual guide will show you how to create a shortcut that will be
placed on your desktop so that you don’t have to open Outlook in order to send an
email, you simply click the shortcut and the new message window will open. I'm used
Outlook 2003 to create this tutorial. If you have any questions or comments let me
know.

1. Right click anywhere on your desktop, when the menu appears select ‘New >
Shortcut’
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2. In the prompt type ‘mailto:’ and click ‘Next’

Create Shortcut

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses,

MW i H

mailto: |I [ Browse. .,

Click Mext to continue.
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3. Then name the shortcut something descriptive, I chose ‘New Email Message’
click ‘Finish’

Select a Title for the Program

Type a name for this shortout:
Mew Email Message

Click Finish to create the shortout,
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4. Now you should have a shortcut on your desktop, if you have Outlook your icon
should look something like the one below, if you have Outlook Express then it should
resemble the Outlook Express Icon

5. When you click on the shortcut the New Message window should come up,

enjoy!
E® Untitled - Message (HTML) n A=
i Ele Edit WView Insert Format Tools Actions Help
@’E : ) Snaglt 21 | Window " == 1 ladi=B
(o ]| |
[ ce. ]| |
Subject: | |

Gilberto ] Perera

'Every man is free to rise as far as he's able or willing, but
the degree to which he thinks determines the degree to
which he'll rise.'

-Ayn Rand
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