HOW TO: send an email using Gmail

1. Log into your gmail account (it will look something like this)
2. Click ‘compose’
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3. It will look like this
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4. Type in the email address of the person you want to email
5. Type in what the email is about

6. Type what you want to say

7. Click ‘send’
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8. It will look something like this
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9. You can find your sent messages here
10. If you started to write an email but didn’t finish or didn’t send it yet you can find it in your ‘drafts’
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