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[bookmark: _Toc21934177]1. Create an email address
The citizen can obtain an e-mail address on various portals. In the procedure we will introduce the steps of setting up an electronic address on the Seznam.cz portal. On other portals the procedure is very similar.

1. Open the portal www.seznam.cz in your browser 
2. Click the Create new email hyperlink on the right side of the screen.
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3. Fill in the login form.
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4. After sending, the system creates an e-mail address and opens the e-mail pages. The first message will be a mailbox informing you that a new e-mail address has been set up.

Now a citizen can start electronic communication with other citizens.


[bookmark: _Toc21934178]2. Create and send an e-mail message
1. Log in to the mailbox by entering your login name and password.
1. Click the Write Email button.
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7. We'll write a message. To be filled in: recipient's address, subject and message text.
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8. After you have written the entire message, use the Send button to send it.




[bookmark: _Toc21934179]3. Open the received message and work with it
1. Open the mailbox.
1. We'll check your inbox status. If we have received new mail, the Inbox button is highlighted, followed by the number of new messages delivered.
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11. In the list of received messages, click on the message you want to open.
12. We'll read the report.
13. Depending on the nature of the report, we can choose one of the following additional activities:
· (1) Delete message - to do this, click on the trash can icon.
· (2) Reply to the message author.
· (3) Reply by seeing the answer to all the people to whom the message was sent.
· (4) Forward the message to the next person you want to know.
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14. You will see the sent reply to the message in the Sent folder.
[image: ]











[bookmark: _Toc21934180]4. Attach an attachment to an email
You can attach a file to an email message and it will receive the recipient to whom we are sending the message.


1. Open the mailbox.
1. We will create a new email. We insert the recipient's address, subject and message into the e-mail.
1. Click on the clip icon (Attach Files).
[image: ]
















18. In the dialog window, find the file in the folder directory, mark it and confirm it by pressing Enter. The file is attached to the message. We will see this in the report form.
[image: ]












19. To send a message with an attachment, press the Send button.
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