Worksheet 4 – Email 
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1 Go to your Email

2 You will be taken
to your inbox
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 [image: image2.jpg]Writing and sending an email
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 Enterlthe text of your email in this area

4 Send your email

email address ~ Enter a subject title
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1 You can attach a file to your email

2 You can check on any email you 0¥ clicking on the paperciip

have sent by looking in the ‘Sent
Items’ folder



 [image: image4.jpg]Reading and closing an email
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| After you have read an email, either delete it,
or click on ‘Close Mail’ to return to the inbox




