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Intro to Email 2: Beyond the Basics
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Email Attachments

Reply All and Forward
CCand BCC

Draft Emails

Spam and Junk

Organize and Delete Email

Search Email
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In this course, we've learned a lot about email. Let’s see what you remember. In some
exercises, we will continue to use Gmail for review purposes.
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What does Amy click on to add an attachment?
Click on it now. If you need help click on the Hint button?

New Message - " X

To Ce Bece

Subject

ﬁ@B@)@Qbf i@

If Amy wants to add an attachment to an email she is sending, what does she click on
to add the attachment? Click on it now. If you need help click on the Hint button.

What does Amy click on to add an attachment?
Click on it now. If you need help click on the Hint button?

New Message

That's right!

Click

Next to

ADloo@6eRDS HI 0} continue

That’s right! Click next to continue.
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If Amy wants to reply to everyone who received a message,

which option does she choose?

Reply

Forward

Amy has received an email that was sent to three people. If she wants to reply to
everyone who received the message, which option does she choose? Click the correct
answer.

If Amy wants to reply to everyone who received a message,
which option does she choose?

v Reply All

Click Next
to continue

If Amy wants to reply to everyone who received a message she needs to click “Reply
All” If she selects “Reply” the message will be sent to the person who sent the
message. If Amy selects “Forward” she can send the message to other people. Click
next to continue.
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Amy BCCs her mom on an email. Will her friends see her
mom'’s email address when they read the email?

If Amy blind copies or BCCs her mom on an email sent to three friends, will her friends
see her mom’s email address when they read the email? Click the correct answer.

Amy BCCs her mom on an email. Will her friends see her
mom'’s email address when they read the email?

Click Next
to continue

The correct answer is no. People who receive the email can't see who is inside the
BCC field. Click next to continue.
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Amy wants to finish an email she started but did not send.

Where does Amy need to click to find the draft message?

= M Gmail Q, Searchmeil E2] o & = @
F compose Ox e J R -
O Primary 5 Social ¥ Promotions

& inbox

* Stared Mikki Smith Fum event - Hi Mom, | theught you would like 1o join us. Amy — oats

@ Snoozed Ms. Thempson Upceming Field Trip - Dear Parent or Guardian, The second-gra Sep 30

5 sent @ MY TRIPTO @ TheCiyz. | @ FieldTip e
B onans Hikii Smith Dinner Sunday? - I'm hoping that we can gt tagether for dinne. g5

v Moe M5, Thampsen, me 7 Welcome New Students - Thank you for reaching out. My dsug Aug 5 .
Mest Google Community Te Amy, finish satting up your new Google Account - Hi Amy, Wele Aug5

™ New meeting

Join a meeting

Hangouts

amv- + Tesmms - Privacy - Prograrm Policies Lost acea

0GB ol 1568 used [ Open

Na recent chats

Start & new one

Amy wants to finish an email that she started yesterday but did not send. Where does
Amy need to click to find the draft message? Click on the Hint button if you need help.

Amy wants to finish an email she started but did not send.

Where does Amy need to click to find the draft message?

= M Gmail Q  search mail £ @ @& & o
Q- € I Safs ¢ -
F compose o
O FPrimary 22 Social ¥ Fromotions
[w
*  Starred Mikcki Smith Fum event - Hi Mam, | thaught you would like 10 join us. Ay — Oat§
@ Ssnoozed Ms. Thompson Upcoming Field Trip - Dear Parent or Guardian, The second-gra Se 30
> Sent B MY TRIPTO . B TheCity Z B Field Trip.. e
B onans Hikii Smith Dinner Sunday? - ' hoping that we can get together for dinne Aig5
v Mo
Ms, Thompson, me 2 Walcome New Students - Thank you for reaching aut. My daug.. Aug 5
+
Meet

prmmunity Te. Amy, finish setting up your new Google Account - Hi Amy, Welc.. Aug 5
B New mesting

That's right!

Join a meeting

Hangouts

QAMV' + Terms - Privacy - Program Policies Last acro

0GBof 15GB used [ Open

Click

Mo recent chats Next to
Start a new one -
continue

That's right! Amy can find the message she started yesterday in her Drafts folder.
Click next to continue.
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After reading this email Amy wants to delete it. What icon

should Amy click to delete the message?

= M Gmail Q. Searchmai = 0% =@
€ o o & & 0 € o = Tefs ¢ B
} compose
O i Dinner Sunday? inbes « & B
inbox
*  Sared Nikki Smith 526 FM (0 minutes ago)  fY
© snoozed bt
> sem I'm haping that wa can gat together for dinner on Sunday at 5pm at my house. Please let me know if thet works for
your schedule,
B orafis
i Mote Warks for us! Werks for met We'll be there!
T
Meet

B New meeting
& Reply » Forviard
B Join a meeting

Hangouts

Q- +

No recent chats
Start a paw one

After reading this email Amy wants to delete it. What icon should Amy click to delete
the message?

After reading this email Amy wants to delete it. What icon
should Amy click to delete the message?

= M Gmail Q Search mail = @ @ # @
« B o 2 0 € b= Tol > B
| compase
il inbox % A
O iber Dinner Sunday N & ©
*  Stared o Nikki Smith 26PM (O minutes age) ¥y
© Ssnoozed mma That's right!
I'm hoping that wa can gat toge buse. Plaass let me know f that works for
> Sent your schedule. ]
B orafs
i Mova Warks for us! Works for me! We'll be there!
+
Meet
W New meeting
. Reply » Forward
B3 Joina meeting
Hangouts
Q- ,
Click
Next to
N recent chats X
Start a naw one continue

That’s right! To delete a message, Amy needs to click on the Trash Can icon. Click next
to continue.
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Amy sees an email that looks too good to be true! What should
Amy do with the message?

T OPEN-IMMEDIATELY .. 97 7 ¥ WINNING NOTIFICATION ¥ 5 v "Rer: .. Jul 12

Open it to get more information

Don’t open it and mark it as spam

Open the message and attachments
to receive her reward

Amy sees an email from a sender she doesn’t recognize. It seems too good to be true!
What should Amy do with the message?

Amy sees an email that looks too good to be true! What should

Amy do with the message?

¥ OPEN-IMMEDIATELY... ¥ 9F ¥r WINNING NOTIFICATION ¥ 5 ¥ "Rer: .. Jul 12

o Open it to get more information
° Don't open it and mark it as spam
Open the message and attachments
to receive her reward
Click Next
to continue

A message from someone you don’t recognize may be spam. It’s safest to not open
the message and mark it as spam.
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Email Attachments
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Search Email

In this course you've seen how Amy works with email attachments, replies all and
forwards emails, uses CC and BCC, saves draft emails, identifies spam and junk emails,
and organizes and deletes her email, and searches for specific emails.

Why don’t you try exploring some of these features on your own!
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