


® Email didn’t become popular until the mid 1990’s with the launch of Hotmail—
® free service that allowed anyone to create their own email addresses and
/3 access them through their web browsers



® Sorting anc ortant for professional uses

r



K ARTS OF AN EMAIL

To 4—O Imcmillan@walsingham.org
O - "O mkirk@walsingham.org

Add a subject 4—0 How to Write an Email
Salutation, 4—0

Make sure the body of your message follows the email etiquette fips.
The body of the message should be neaftly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight imporfant information. Make sure you always check
for spelling and grammar before hitting sendl

Closing,
Signature




TO: (RECIPIENT)

TAsend B attachv  Protect Discard ===

e ". Imemillan@walsingham.org
ce 4-O mkirk@walsingham.org

Add 2 subject 4-O How to Write an Email
Salutation, 4—O

Make sure the body of your message follows the email efiquette fips.
The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

Closing,
Signafure

® Who you want to send the
email to (this can be seen by all

people who get the email)




1

cc= (CARBON COPY)

* Used when you want to send a
email to someone, and send the
exact same copy to one or more
other people

® People that are carbon copied can
see each others email addresses,
but the original message may not

be for them

i send @ Attach v  Protect Discard

- "O Imcmillqn@wasinghqm.org
e 4-‘ mkirk@walsingham.org

bied q—O How to Write an Email
Salutation, 4—O

Make sure the body of your message follows the email etiquette tips.
The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

A AN B I

Closing,
Signature

Send Discard




BCC: (BLIND CARBON COPY)

| ;B send B Attach~  Protect Discard  =e+

To 4-O Imemillan@walsingham.org
e 4—O mkirk@walsingham.org

Add  subject 4-OHow to Write an Email e People receive a copy of the

Salutation, 4—( ) 4
email but are unable to see

Make sure the body of your message follows the email efiquette tips.
The body of the message should be neatly organized and only include eqch oi'hers email qdd resses
necessary information. You may include numbered lists or bulleted
points 1o highlight important information. Make sure you dlways check
for spelling and grammar before hitting send!

Closing,
Signature




% K SUBJECT
\

O

® The topic of your emaiil

i send B Attach v  Protect Discard = =+-

L "O Imecmillan@walsingham.org
ce 4—O mkirk@walsingham.org

Salutation, 4—O

Make sure the body of your message follows the email etiquette fips.
The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

Closing,
Signature




\SALUTATION /GREETING

i send B Attachv  Protect Discard

/ e "O Imemillan@walsingham.org
O e ‘-O mkirk@walsingham.org

Add 3 subject 4—0 How to Write an Email
Salutation, 1—‘

Make sure the body of your message follows the email efiquetie tips.

The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

Closing,
Signature

AA A B T

Send Discard

4

® First part in the body of your
email — this is like a greeting
and is always followed by a

comma.




\l§ i send 0 attach~  Protect Discard =+

® The text (main content) of ) 4_0 Imemillan@walsingham.org
& 4—O mkirk@walsingham.org

4-0 How to Write an Email
Salutation, 4—0

Make sure the body of your message follows the emdail efiquette tips.
The body of the message should be nedtly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you dlways check
for spelling and grammar before hitting send!

your email

Closing,
Signature

A




CLOSING

A send M Attach v  Protect Discard ===

To <—O Imecmillan@walsingham.org e This is a way to close your
2 q_O mkirk@walsingham.org
message. Make sure to
AGd a subject q-OHow to Write an Email : : _
capitalize the first letter of

Salutation, 4—O

the word and follow i1t with

The body of the message should be neatly organized and only include

necessary information. You may include numbered lists or bulleted a comma.
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

Make sure the body of your message follows the email etiquette fips.

Closing,
sigharure




K SIGNATURE

* Directly below your closing.
This should include your full
name.

A send B Attach v Protect Discard  -es

e "O Imcmillan@walsingham.org
Ce <—O mkirk@walsingham.org

Salutation, 4—O

Make sure the body of your message follows the email efiquette fips.
The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bulleted
points to highlight important information. Make sure you always check
for spelling and grammar before hitting send!

Closino.
sSignafure




ATTACH FILE (PAPERCLIP ICON)

> N
1 i send B Attach~  Protect Discard  ==-

O T" "O Imemillan@walsingham.org
e 4—O mkirk@walsingham.org

4—O How to Write an Email
Salutation, 4—0

Make sure the body of your message follows the email etiquette fips.
The body of the message should be neatly organized and only include
necessary information. You may include numbered lists or bullefed
points 1o highlight important information. Make sure you always check
for spelling and grammar before hitting send!

® Any file that you send over

email

Closing,
Signature
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Send Discard




