




Newer technology such as thumbdrives, cloud storage, and external drives 
can also be considered to be used as backup methods or devices.

































Outlook: 
Open Outlook: Launch the Outlook application on your computer or log in to your 
Outlook account through a web browser. 

Compose New Email: Click on the "New Email" button. This typically looks like a 
square icon with a pencil or pen. 

Enter Recipient(s): In the "To" field, enter the email address(es) of the recipient(s). 
You can also add recipients to the "Cc" (carbon copy) or "Bcc" (blind carbon copy) 
fields if needed. 

Subject: Type a concise and descriptive subject line that summarizes the content of 
your email. 

Compose Email: Click on the large blank area below the subject line to start typing 
your email message. You can format text, add attachments, insert images, and 
more using the formatting options available. 

Attach Files (Optional): If you need to attach files, click on the "Attach File" button 
(usually represented by a paperclip icon) and select the files you want to attach from 
your computer. 

Review and Send: Once you have composed your email and attached any necessary 
files, review it to ensure everything is correct. Check the recipient(s), subject line, and 
email content. When you're ready, click the "Send" button to send your email. 



Gmail: 
Open Gmail: Sign in to your Gmail account using your web browser. 

Compose New Email: Click on the "Compose" button, usually located in the top left corner 
of the Gmail interface. It's represented by a red-colored button with a pencil icon. 

Enter Recipient(s): In the "To" field, enter the email address(es) of the recipient(s). You can 
also add recipients to the "Cc" or "Bcc" fields if needed by clicking on the respective links 
below the "To" field. 

Subject: Type a brief and descriptive subject line that summarizes the content of your email. 

Compose Email: Click in the large blank area below the subject line to start typing your 
email message. You can format text, add attachments, insert links, and more using the 
formatting options available in the toolbar. 

Attach Files (Optional): To attach files, click on the paperclip icon in the bottom toolbar. 
This will open a file explorer window where you can select the files you want to attach from 
your computer. 

Review and Send: Once you have composed your email and attached any necessary files, 
review it to ensure everything is correct. Check the recipient(s), subject line, and email 
content. When you're ready, click the "Send" button (usually located in the bottom left 
corner) to send your email. 
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