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“How to send an e-mail” 

 
Instructions: Read the next instructions given about how to send an e-mail and pay 
attention to the words in different colors.  
(Instrucciones: Lee las siguientes instrucciones proporcionadas de como enviar un 
correo electrónico y pon atención en las palabras en diferentes colores.)  
 
 

First, open your e-mail service and type 

your user and password. 

 

Then, look for the menu NEW to start your 

e-mail. 

 

After that, enter the necessary information 

about it (Recipient address, subject, 

message, etc.)  

 

Next, look for an icon in your toolbar 

which looks like a paper clip to attach a 

document if it is necessary to do it.  

 

Then, Locate and select the attachement file in the “Browse” window 

opened.  

 

Finally, click the icon SEND.  
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