
Email Quick Reference Guide 

 
Feature Location and Description  

 

    Email     Create, read, and manage your email    

Search and Advanced Search - seach emails by keyword   
Compose - create an email message    
Get Mail - refreshes your Inbox   
Additonal Actions - reply, reply all, forward, mark as, move, delete, etc.   

    Contacts     Create, edit, and manage your contacts   

Add Contact - create contact   
My Groups - create a group to manage your contacts   
Edit - edit a selected contact   
Sort - sort contacts by first or last name   
Search Contacts - search for a contact by name or email address    
Import and Export Contacts - select the More icon to import or export contacts   

    Settings     Manage your general and account settings   
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           Display Emails as Plain Text – view emails on in plain text   
          Automatic Save Draft - automatically save drafts while composing email   
          Permanently Delete - delete a message permenantly instead of sending toTrash Folder   
          Automatic Folder Update - automatically checks for new email messages in folder   
          Time Zone - adjust your time zone if different from your browser’s time zone   
          Language - select English or Spanish   
          Messages per Page - choose the number of messages that appear per page   
          Signature - personalize a signature to add on outgoing email   
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          Mailbox Storage - displays your account’s email storage usage   

          Enable Mail Forwarding - specify up to 5 email address to forward incominng email   

          Real Name - name that appears in the “Sender” field on outgoing email   
          Reply To - specify an alternate email address to receive incoming replies    
          Leave Copy - leave copy of forwarded mail in your inbox   

           Block Senders – block messages from individual email addresses or entire domains   
           Safe Senders – email addresses added to this list won’t be treated as junk email   

    Unified Inbox Menu     Access third-party email    
Unified Inbox - add and view email from third-party email accounts (i.e. Gmail, Yahoo, etc.)    

Standard Email Functionality      

  Inbox Read email and take action (reply, forward, delete, etc.) 

  Drafts Access saved draft email and take action (complete and send, delete, etc.) 

  Sent Mail Access your sent messages. 

  Spam Holds emails identified as Spam and automatically deletes permanently after 14 days. 

  Trash Holds deleted email and automatically deletes permanently after 3 days. 

  My Folders Create folders to organize your email. 

  Sign Out To sign out of email select SIGN OUT at the top right of the page. 

  Spectrum Logo Click the Spectrum logo to return to the home page. 
Note: To manage your email settings on Spectrum.net, select My Account, then Settings and scroll to 
Email Parental Controls. 
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