How to send e-mail from Salesforce 
1. Click on a Contact name.
2. Click on compose.
3. From – click on the drop down and select -  TaxAid Help  help@taxaid.org.uk
4. To – system automatically populate this field with the selected contact email address.
5. Bcc- System automatically populates this field with your email address.
6. Subject -  include the Case Number this email is referring to
7. Insert TaxAid signature  - GDPR wording.
· At the bottom of the email click on icon – “Insert, create, or update template”
· Click on “Insert template”
· Click on All template and select TaxAid Signature 
· Click - insert
8.   Type the email
9.   Sign with your name
10. Click send
11. You should receive a copy of the email in your inbox. Drag and drop it/upload to the Files sections of the case you are working on. 
12. Record the fact that email was sent. Create a Task – Client interaction per day, or if already created, just state in the comments that email was sent and a copy uploaded.
13. Update Case summary by stating that email was sent
14. [bookmark: _GoBack]Attachments: Click on Upload Files – select the file – click open

