How to Instant Message a person from an e-mail in Outlook 2013

1. Double click on the e-mail you want to respond to.

2. Click on the “IM” icon.

3. Click on “Reply with IM” to chat with the person that sent you the e-mail or click on”
Reply All with IM” to chat with everyone that received the e-mail.

= * b = T
FILE MESSAGE  McAfee E-mail Scan Click on “IM” to chat
- e -~ % ) ; -
G Ignore x I__@] L_é I__,1 E‘?: ""19 - Mary's Project 53 To Manager ;
SIM = J Team Err . ) )
& junk- Delete  Reply Reply Forward Q_VJ - Click on “Reply with IM™ to chat with
- All S ReplywithIM 4B ghe person that sent you the e-mail
Delete Respond | G5 Reply All with IM _
Wed 1/15/2014 2:16 PM Click oo™ Reply All with IM" to chat
with everyone that recerved the e-mail

helpdesk@BerkeleyCollege.edu

Top tip for Jan 15,2014
To: M Greg Matwijszyn; B George Wehner;

How to Instant Message a person from an e-mail in OWA

1. Double click on the e-mail you want to respond to.

2. Click on the “More actions” icon

3. Click on “Reply by IM” to chat with the person that sent you the e-mail or click on”
Reply All by IM” to chat with everyone that received the e-mail.

Click on the "More actions” icon
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