A Short Guide to Email: Part 3

Email contacts and groups
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Creating email contacts in Outlook

Home  Send/Receive  Folde]
=\ & M| &
New Npw Contact  New Delote | Maoetir]
Contact / Group  Items ~
New Delete | Com)
<
~ My Contacts
Cantacts
| =
o
esd ) Kevin Rowe <conceptual_e.
~
omputerPals WEEKLY ZOOM Meeting Tuesday 6th April 10.00am
Kawin Rowe - Contact
" enginee! . Add to Eavorites geol)
Show mare Contact  Insert  FormatText  Review  Help Q@ Tell me what you want to do
e i Schedule s Meeting o
_ o= = Sloetais =R 2| Bz [=[=} et 2 Q
@ [g: fQ‘) HE 8 Centificates a &£ Pjﬁ A os Ftl &5
Save & Cllete Save & Forward  General Email Meeting More Address Check Business Picture = Categorize Follow Private  Update = Zoom
Dear Close New= = B Al Fields v Book Mames | Card  ~ ~ up~
Adtions Show Communicate Hames Optians Toge Updste | Zoam ~
Wea: 1 attending our weekly ZOOM meeting this comi
Full Namme.. Kevin Rowe Kevin Rowe
nge your background yet again this week for anothg  Comps
e
s Rowe, Kexin -
\lready, look at our Book/Film reviews a .
= .
ComputerPals — ZOOM Tuesq Kevin Rowe
[[CLICK LINK BELOW TO JOIN] e address
nupszyusveweb.zoom.us/j/7346783569?pwd=VzQwan
Zoom, for the uninitiated is really not too difficult to master, our Christmas Card attempted to provide a ‘simple’ guidd "™
reply to this email and one of the volunteers will contact you for a one to one session to get you on-line. i
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For existing / previous participants, please make it a weekly attendance as we really miss you. .
[ you are a ZOOM aficionado] -
Meeting ID: 734 678 ; -
Passcode: ~ COMp g adhess
Proposed Schedule:
Before 10.00 General Chat
10:00- 10:05 Assembly and Roll Call
10:06-10:25 Quiz of the Week
10:26-10:35 Book Club ... Grahame's JOKE (?)
10:36 - 10:40 Recipe from ‘Margaret the Chef’
Coffee Break — Ask the butler to deliver your drink and biscuits
= o 10:41 - 10:45 Quiz Answers and Kudos for the winners
10:46 - 11:05 Top Technical Tips / Scam of the Week
11:06 - 11:15 Questions, Sites to visit etc.
11:16 - AOB Detention and lines, farewell’s etc
Cheers
The ComputerPals Volunteers




Creating contact groups in Outlook
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Sending to groups in Outlook
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Creating contacts in Gmail
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Creating labels (grou
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Sending to labels (groups) in Gmail
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Bonus: sending files in Facebook Messenger

From your PC browser
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Bonus: sending files in Facebook Messenger

From your Android device

From picture gallery
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