
 

 

긼긽긾긿김깂깁 Practice Task 2 – Sending an Email with an Attachment 긼긽긾긿김깂깁 

Task: Send an Email with an Attachment 

 

☐ What you need 

☐ An email account (for example: Gmail or Outlook) 

☐ Your Task 1 screenshot saved in the 굶굷 Digital folder 

 

☐ Steps to complete the task 

☐ Open your email account 

☐ Click New email or Compose 

☐ In the To box, type the email address given by your tutor 

(or your own email address for practice) 

☐ In the Subject box, type: 

Practice Task 2 – Your Name 

 

☐ Write your message 

☐ Type the message below into the email: 

Hello, 

Please find my Task 1 screenshot attached. 

Thank you. 

Your name 



 

 

 

☐ Attach your file 

☐ Click the 궿귂귃귀귄귅귁 Attach (paperclip) icon 

☐ Open 굸굹 Documents → 굶굷 Digital 

☐ Select your file: 

Task 1 – Your Name 

☐ Click Open 

 

☐ Send the email 

☐ Check the subject line 

☐ Check the file is attached 

☐ Click Send 

 

 

 


