When you sign up for an online consultation, you must email your document to the Writing Center consultant as an attachment. Here’s how that’s done: 
· Open a new email message and address it to the Writing Center consultant (Meghan.Hollowell@TheChristCollege.edu)
· Click on the paperclip icon at the top of the email’s screen. 
· Click Browse to find your document. Your document should be titled with your first and last name (example: Jane_Smith.doc) and can be found wherever it was last saved (on your desktop, on a memory stick, etc.).
· Select your document once you’ve found it, and then select Attach.
· [bookmark: _GoBack]Now you’re ready to send your email attachment to the Writing Center consultant! Don’t forget to include in the email the essential information for your consultation (class information, questions/concerns, etc.). 


