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08 Responding to Email

Introduction

In addition to sending emails, you’ll also be receiving emails from
others. Once you’ve read an email, there are several actions you can
take to respond to the email.

In this lesson, we'll talk about reading emails opening attachments,
replying to an email and forwarding it to someone else.

Click the link below to view Video

©Link: Responding to Email

Responding to email

Once you've read an email, there are a few actions you can take, including
opening an attachment (if there is one), replying to the message, forwarding
it to someone else, or—if you don’t have time to deal with the email—adding
a star to remind yourself to read it later. If you’ll be out of town for several
days or more, you can also create an automatic vacation reply so people
know you’re unable to check your email.

Reading email:

By default, any email you receive will go to your inbox. You'll be able to tell
which emails are unread because they'll be bold.

You can also see the name of the sender, the subject of the email, and the first
few words of the email body. That means even before you click on an email,
you can tell quite a few things about it.
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To read an email:
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] From your inbox, click on the email you want to read.

me __ Juanita, Silva (8)

Henri Rousseau

George Casarosa

Barry Hubbard

Grand Opening this weekend! - 'm proud of you
Sibling Pn{ﬁait - Hello Ms. Casarosa, | enjoyed th
Grand Opening - Hi Elena, What do you want us {

Family Portrait - Hi Elena, We've looked over the lis

1 The email will open in the same window.

Sibling Portrait

s Henri Rousseau henri.rousseau30@gmail.com Apr13 -,

i to me [~

Helle Ms. Casarosa,

n |

a4

| enjoyed the grand opening on Saturday, and | am looking forward to our appointment on this
Saturday at 12:00. Should my sister and | wear matching outfits?

Thank you,
Henri

Reading options

In addition to reading the email, you have several reading options:

L1 You can show details to see the email addresses of the sender and any other
receipents, as well as the date the email was sent.

Hello I

| enjoy
forwar
sister i

Thank
Henri

[Fx]

9:50 AM (25 minutes ago) .- -

Henri Rousseau henrirousseau30@agmail.com
Elena Casarosa@gmail.com
Fri, Apr 13, 2012 at 9:50 AM

Sibling Portrait
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1 You can click the Star next to the name of the sender to remind yourself to read
the email later.

Juanita, me (2) Let's have dinner
Silva, me (2) MNew flyer idea - Hi
Henri Rousseau Sibling Portrait - H

] Alternatively, you can click More actions and select Add star from the drop-

down menu.
“ Elena Casarosa E + Share n
- - More = 20f6 £ >

Mark as unread !
Mark as important .- 3 hours ag\Web Clip
Add to Tasks

Add star

Filter messages like these

i Mute

wseau

]

] You can Reply, Reply to all, or Forward the email to someone else.

] You can click Newer or Older o the right side of the window to view the next
email (or the previous one).

] You can go Back to your inbox.

Back to inbox More actions Newer and
older messages

unl a o ] - ¥ - More ~ 206 € >
Engadget - Time Warner and Verizon begin selling bundied packages just to annoy regulators - 3 hours ago Web
Sibling Portrait Inbox X & m Henri Rousseau
Add to circles

Henri Rousseau R

b - h =
v Show details Show details

Hello Ms. Casarosa,

| enjoyed the grand opening on Saturday, and | am looking forward to our

appointment on this Saturday at 12:00. Should my sister and | wear dark colors Reply
or light colors? options
Thank you,

Henri
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Opening attachments
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Sometimes you'll receive emails that contain attachments. Many common file types like
Word documents and images can be viewed within a browser window. If the
attachment is an image, you'll also see a smaller copy of the image—called a
thumbnail—inside the body of the email. You can tell which emails contain attachments
because they will have a paperclip icon to the right of the subject.

To open (view) an attachment:
[1 Open the email message that contains the attachment.

& Primary 22 Social

® Promotions

Rene {:2/
Folk Fesulal
PC Financial

Tracey Gerard

History of Manitoba Document - Good | &

Emails with T

attachments

will have

a paperclip icon

] Click on the attachment icon to view the attachment.
The file will open in your web browser viewer.

History of Manitoba Document

Kelli Rey
fome |~

Good Morning Rene.

2 Attachments

Inbox x

@ 13:46 (0 minutes ago)

Asrequested. please find text and images attached.

History of
Manitoba.docx

noo,

s &
« w
+ 2

o In the next section you will learn how to Download attachments.
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