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Task 1 Download images from an EMAIL 

1. Open your email 

2. Look for an email from me, there should be some images attached.  

3. Please download some of the images from the email to your computer class folder. 

(remember you don’t need to change the file type) The space below is for you to 

write in the instructions for your particular email provider, I can help you with this. 

 

 

 

 

 

 

 

Task 2 Searching the internet for definitions 

1. We are going to research about cloud computing, one drive and drop box 

2. Open a new text document – Word, Works or Open Office 

3. Add a title: Cloud Computing 

4. Save the document in your computer class folder as Cloud Computing 

5. Minimise your text document 

6. Open an internet browser for example Google chrome 

7. In the search bar type: What is cloud computing  

8. Highlight the explanation of cloud computing using the left click and mouse. 

9. Copy the text either by a right click and choose the copy 

option from the menu or CTRL C 

10. Minimise your internet page and go back to your text document. 

11.  Paste your text either right click and choose paste or CTRL V 

12.  Now repeat the process but this time type either One Drive and/or DropBox 

13.  Save the document 



Lesson 3 Downloading, copying images 
 

www.FelicityJonesConsultancy.com 

Task 3 Search the internet for images 

1. Open an internet browser (Google Chrome) for example. 

2. In the Search bar type “Cloud Computing” 

3. Choose Images 

4. Hover over an image you like,  use the RIGHT click 

5. A menu should appear, LEFT click on Save Image as   

6. Find your Computer class folder, LEFT click to select a folder and 

LEFT double click to open a folder  

7. Save with a sensible file name 

8. DO NOT change the file type. LEFT click on Save. 

9. Repeat the process for another 2 or 3 images 

 

Task 4 Inserting and Images 

1. Go back to your text document 

2. Look at the top of the page and Left Click on the Insert TAB, Picture, From File, 

3. One LEFT Click to select an image from 

your computer class folder 

4. Click INSERT 

5. REPEAT with another image if you want to!  

 

Extra Formatting an email message 

1. Create a new email 

2. TO: Send an email to everyone here today  

3. SUBJECT: Using formatting in an email 

4. TEXT: Hello ladies… please find my practice of using the formatting in my email… 

5. Try out some of the formatting icons on the text in your email see my example 

below for example B bold, change the font colour / style / size / emoji’s  

6. Send your email!  

Cloud Computing 


