
 

To Address and Email and send it

 

There are 2 ways to address and email.

• Just type in their email address, but this is clumsy and prone to errors, or

• enter their details in “People” and then when you address an email with 

email address will automatically be used.

If you are not already at the “Start Screen” go there by taping the “Windows Key”

 

 

 

 

 

 

 

and send it 

There are 2 ways to address and email. 

Just type in their email address, but this is clumsy and prone to errors, or

“People” and then when you address an email with 

email address will automatically be used. 

If you are not already at the “Start Screen” go there by taping the “Windows Key”

Start by clicking on “Mail” 

This is the “Mail” screen and it 

is here that you can read your 

emails. 

This is also where you can start 

a new email, here by clicking 

on the “Plus” sign.
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Just type in their email address, but this is clumsy and prone to errors, or 

“People” and then when you address an email with  their name the 

If you are not already at the “Start Screen” go there by taping the “Windows Key” 

 

 This is the “Mail” screen and it 

is here that you can read your 

This is also where you can start 

a new email, here by clicking 

sign. 



 

When you have sent the email you will be returned to your 

 

The “plus” sign produces 

this  form to complete. 

Put the recipient’s name 

here (or their email 

address) 

When you have sent the email you will be returned to your “Mail” screen.  

Add a subject here by over 

typing the prompt. 

And add your message here 

by overtyping the prompt. 

Should you wish to attach a 

file such as a picture then just 

“right click” and some options 

will appear from which you 

can chose with a left click 

And 

button or the “Discard” 

button.
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Add a subject here by over 

And finally click the “Send” 

button or the “Discard” 

button. 


