Sending Emails
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1. Go to your Email provider page, such as www.hotmail.com and sign in to hotmail.
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2. Click “new message” or “compose”
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3. Insert the address of the person to receive your letter in the “To “box
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4. Type the or the headline of your message.
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5. If you want send a file (picture, song, document, and video) or any other along with
your message click “Attach”
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6. Click browse to select a file stored in your computer. The window should appear:
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7. In the “l.ook in” box, use the arrow to select the folder or the drive that holds file.
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8. When you locate it, click on it then press “open”. The above window will disappear
and you will be back in your previous screen.
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9. Click “ok “if that’s the only attachment. Or click “ok and another attachment™ if you
want attach another file.
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10. Type your message, and click “Send”.
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