Transition Year IT Class

Email Checklist

10 things you should be able to do with email!

Tick each box when you complete the task


1. Set up a Hotmail account

2. Send an email


3. Open a received email


4. Forward and reply to an email


5. Send a Word attachment


6. Send a photograph


7. Open a received PowerPoint attachment – edit and return


8. Set up and manage folders


9. Set up contact lists and organise groups


10. Send an email to a group.

A copy of this document can be downloaded from the Transition Year page on the school website

