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Click on it

Start a new document / spreadsheet
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Download our free PDF with the basics of English.

| agree to the terms and conditions and understand | will be added

to the mailing list.

Close the window

A form will pop up/ appear
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The form is complete/ incomplete

Tick the box



Compose / create / open a
new email

Check your inbox

Save to drafts

Prevent spam / junk mail

Empty the bin

*
©
»
Q
Q)
@
[ ]
»
e
+

’ Gmail

Inbox
Sent

Drafts

Starred
Snoozed
Important
Chats
Scheduled

All Mail

Spam

Bin
Categories
Manage labels

Create new label

Q_ Search mail

HEA G

Syed Balkhi - WPBeg.
Envato Market
Intellectual Proper.
HMRC help and suppo.
Intellectual Proper.

Team Flipgrid

HMTreasury — Commun.

HMRC help and suppo.

Companies House

HMTreasury — Commun.

[C] % HMRC help and suppo.

How big is WordPres
[CodeCanyon] Updat:
IP Basics bitesize we
VAT reverse charge f
Intellectual property
Exciting New Update:
Financial sanctions u
Full customs control:
Your fortnightly updz
Financial sanctions u

Customs Declaration



Draft saved - ¢ X
Type in the recipient T Reciplents— Cc/Bcc ...

Subject
Write a subject ——

Kind Regards, Fill out / write the
body of the email
Hannah
|
Insert a signature
Undo / redo Add an attachment

Insert a hyperlink

N

¥ ~ ComicSa.. ¥/ T+ B

ERl: -comno s

il
i
il
il
4



Computer Issues

My screen/ my mouse froze
My screen is unresponsive
An error message appears
My computer has a virus
There’s no more space

It won’t connect to the Internet
It's very slow / it won’t load
It's run out of battery

A wire has come loose

My computer has crashed
My computer is overheating

Computer Solutions

Turn it off and back on again

Let it cool down

Uninstall and reinstall the application
Plug itin/ charge it

Take it to a technician

Transfer some documents to an
external hard drive



