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 First you type 
in your email 
address 

 Then type in 
your password. 

 Then press the 
log on button 
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This is an email that I 

received about the 

meeting next Friday  
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First press on the 
paperclip and this 
will come up on 
you screen. 

Find the file 
then attach 
the file. 

Then its 
attached. 
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Type in the email address in 
the to box amd the cc box. 

Cc means carbon 
copy and you know 
who has got a copy. 

Bcc  means blind car-
bon copy and you 
cant see who has got 
a copy of an email. 
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Press the for-
ward button 

Type in the email ad-
dress then type in the 
body of your message 
you are forwarding to 
the person. 
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Press the reply 
button. 

When you press the reply button 
this is what will come up on your 
screen and type in Your reply. 
And then press send. 
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Right click on at-
tachment and 
press the save 
target as. 

Then save the 
document in 
your folder. 

Then open 
the saved 
document. 



10 

You press on the options 

button on the top corner .  

Type in your name or 

a signature you want 

to use for your emails. 

Press the automatic 

button at the bottom. 

This shows that when I press a new 

email my signature come up 

straight away. 



11 

Press on the option 
button on the top 
left corner  

Then press on the out 
of office assistant.  

Press on send 
out email. 

Then press on the 
one underneath to 
change the date. 

Type in your message 
then press save. 
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Press on the importance 
high button at the top 
of the new email. 

Press on the low arrow 
and this will make low 
importance. 
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Press new and then go 
to distribution list. 

Type in the email ad-
dressers of the people 
you want to add to 
your list. 

Name your list and 
then press save and 
close. 

Repeat the first step and then the 
pop up will come up press on the 
bcc and then your  list will appear  
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Press on the to 
button. 

Press distribution 
list and then your 
list will come up. 

Press on your list two 
times and then it will 
come up in the to 
box and press ok. 
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Left click on your name 
and press the create new 
folder.  

Left click on the 
email you want to 
move and press 
move to the folder. 

This shows the email in the 
folder you moved it into.  

After you have clicked on 
move to folder press the 
folder you want to move it 
to and press move. 


