9. Practice: Writing Simple Instructions
Choose a simple office procedure of 20 or fewer steps (e.g., changing a printer cartridge, filling a mechanical pencil, adding dry ink to a copy machine, adding paper to a laser printer). Then write a simple set of instructions for this process in the form of a memo report. Your readers are assistants at the many offices of a large national firm. They are new employees who have no background or experience in office work and no education beyond high school. You are responsible for their training.
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T0: Al Employees With Access to New E-mail System
FROM:  Jenny Vir

SUBJECT:  Instructions for Setting Up New E-mail Account
DATE:  November 20, 2012

Earfier this month, we had a new e-mail system installed that will be used beginning
December 1, 2012. This memo provides instructions on how to set up your new
‘e-mail account and how to migrate all of your archived e-mail so that it will be

ready for use when the new system goes into effect.

Please follow the step-by-step instructions below for proper setup of your e-mail

‘and migration of your saved e-mail o the new system:

1.
2.

3.
4.

Double-click the E-mail icon.

Use the Username and Password that you have used most recently with

the old e-mail system.
Select the Accounts menu.
Select the Account Options submenu.

RESULT: A window wil open that prompts an Account Name and Account Type.

5.

Enter aname (e.g., “Mall).

6. Use the drop-down menu to select IMAP4 s the account type.

7.

Click Next.

RESULT: You will be prompted to enter an Incoming and Outgoing Mail Server.

8.

9.

RESULT: You will be asked for your e-mail address.

10,

.
12

13,
14,

1.

Enter as follows:
Incoming: www.imap.mglobal com
Outgoing: www.smtp.mglobal.com
Click Next.

Use: yourlastname@mglobal.com
Click Next.

Click the radio button that reads: Connect through my local area

network (LAN).
Click Next.

Name your “New Folder" (e.
Ciick the Finish button.

“Oid Mail)

‘Your new account access should now be available, and your old e-mas will move
1o the new folder that you just named.
If you encounter any problems whie performing the steps listed above, please con-
tact a member of our T staff for assistance.
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