
Name:  

Date   T: create a ‘Contact’ and create folders 

 

When you have completed each task, take a screen shot (press the 
‘PrintScrn’ key, then paste the image below) 

 

Task 1 – Create a contact 

 

 

 

 

 

 

 

 

 

 

 

 

Task 2 – Organise emails into folders 


