Email Ms. Deb
Instructions:

1. Open a new WORD document
2. Write the following information:

a. Name

b. Address

c. Your cell number or home number

d. Your parents/guardian’s name(s)

e. Their cell phone and/or work phone numbers where they can be reached during the day

3. Save the document

4. Name it with your full name

5. Open your email program- this can be your personal email or your school email.  If you do not have your computer log on information talk to Ms. Deb.

6. Begin a new email.

7. Write dneill@mesa.k12.co.us in the address line.

8. Put your name in the subject line.

9. Click the button that says “attach” or has a picture of a paper clip.

10. Click “browse”

11. Find your WORD document and double click the icon.

12. Click “send” 
Make sure you ask if you need any help sending your document as an attachment.
