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A. Compose an Email

Click Compose Mail
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Click Teaching Staff for send a mail to teacher
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Enter the Subject on the textbox
Enter the Message on the text area
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Click “Browse” button and select the file.
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Click Send after complete the email, then the email will send out.
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Check Mail (inbox)

Click Check Mail > Inbox
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The email content is showed.

Click Reply / Reply All / Forward/ Remove for further processing the email.
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