
Sending Email
To start

1

To write

or

Write address

Click on Compose Mail

write f irst letter



3

To send

2

1

2

Write Subject

Write Message



To read

1

2

3

Click on inbox

Click on email

Read message
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To reply

1

3

Open email, click on reply

Write reply

Click on send
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To attach a file

1

Browse to f ind your f ile

Attachments
To read an attachment

1
Write reply

Click ‘Attach a f ile’

Click on paperclip

Click on ‘View as HTML’



Contacts
To make new contacts

1

2

2

Click on new contact

Click on contacts
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4

To send an email 
from contacts

1
Click on contacts

Add details

Click save
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4

3
Click on Address

Click on Name


