How to attach your completed cards to an e-mail

NOTE:  these are generic instructions only, as e-mail accounts may differ in layout and content.

Always use the left mouse button unless otherwise told

1. Go online by double clicking on the ‘Internet Explorer’ icon.  This will bring up the college Intranet website.

2. Type in the address of your e-mail account in the address box at the top of the screen.

3. Log into your account.

4. Enter your teachers e-mail address into the ‘To’ box.

5. In the ‘Subject’ box, use a title such as ‘Birthday card’.

6. Now look carefully at the screen – there should be an option somewhere that says ‘Attach’.  Click on this and it will bring up a box similar to the one below.

7. Now click on ‘Browse’ and this screen is displayed.  This is the college network.

8. If you are not already in your own user area, select [your usernumber] on ‘WCCDAT01’(H).  This will open up your user area and display all of your files and folders.

9. Find the file that you saved the greetings card as, and select it by double clicking on it.  This should take you back to the e-mail, where the file you selected will be displayed.  More than one file can be attached with each e-mail but remember that your teacher doesn’t have a lot of time to look at each card.

10. Now ‘Send’ the e-mail.
