[bookmark: _GoBack]How to send an email directly from google sheets with a copy to sender
Step 1:  Click on file drop down and click on email collaborators
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Step 2:  Email window will open 
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Step 3:  Enter subject, recipient, enter message and click “Copy to myself” before hitting send
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Meredith
Johnny Smith has FBP on step 5 of the
flow chart today 10/18/16. Can you
please schedule your intervention and
‘complete documentation on his Tier 1
Tracking sheet
Thank You
Cathy
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