How to share a Google Doc From amail
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1. Open Gmail. From here
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2. In the ‘New Message’ window, type the email
address of the teacher you want.
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3- Give your email a SUbjeCt MCS Parent Point (mcsparentpoint@mayfieldcs.net)

heading_ This helps to find ' How to instructions
the email later. o
4 Type What you need to This is a work email and may not be monitored out-of-hours.

say into the body of your
email window.

5. If you have typed a

Google Doc, click the ‘Drive’

icon at the bottom of the ~ ~ SansSerif + T+ B I U A~ =~
email window.
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Insert files using Google Drive x

Wohe  Soreiwinde Ao Upkad 6. This opens a window in Drive. Click
on the folder where your file is (if you
use folders). This example is in a folder

— called ‘Test’
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Folders

B Test W BB Student Photos B camino
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7. Now click on the document you
want, and then click on the ‘Insert’ My Drive » Test
button at the bottom of the page.
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Dear..... m Cancel Google Docs, Sheets and Slides docum

Please find the completed work.
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Regards,

e 8. That will bring you back to your email

ETest] < window. You can see the document inserted.
When you’re happy that everything is the
way you want, click on the ‘Send button at
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