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Introduction

E-mail is a system of sending and receiving message from one

computer to another.

|

Attachment is a document or file which 1s sent with e-mail

message.

l E-mail requires access to Internet.

\

People refer a message they send to and receive by the email

system to as an email.

We need to have our own e-mail addresses.
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\'% The part of speech of “e-mail” 1s noun and verb.

-Can you send me e-mail? (noun)

" =Can you e-mail me? (verb)
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Enter your username and password , then

click on the § l g 71 in button

m Stay signed in

A
TR a_ a ad aAav o w . a d v d o o [ =
@ { A AVANDUOI UIHN A THUHNWHWDNNUE 91DA ﬂ1y1ﬂ\‘]ﬂqyﬁﬂ1uﬂ§$ﬂf‘)ﬂﬂ1i UNn 6 J




4
» Where new email messages arrive.
y
Folders )
3t Inbox (1) * Where the message that you have composed but have not yet sent are saved.
(sl Drafts (24) y
L& Sent )
(@ Spam (3) [Empty] * Where a copy of each massage you sent is saved.
V.
_____________________________ {
* Where junk-emails arrive.
V.
A

Where deleted messages stay before they are emptied from the folder.
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Clickon A list of incoming messages
the inbox including sender’ names, subjects
folder
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Incoming message?

What do'you want to do with

\ v

. mefients

Click Delete, the message will be deleted.

-y

Click Reply, your reply will only be sent to the

Jans

sender of the original message.

VA |

Click Reply all, your reply will only be sent to the sender of

the original message and all other recipients of the message.

o g

Click Forward to send an email message that you

have receive to someone else.
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_Jsend [EJCancel | jSaveDrat ) AddAtiachment . Spell Check (G} Options =
To: I|
e ||

Subject:

Click on the

Compose button

Tip: drag and drop files from your desktop to add attachments to this message.

to start writing an cut~ 30t~ § - B v | = - F |B I U|sm- B -] — & =D -

email
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Useful E-mail Expressions

Hi Ben, Hello Ben, Dear Ben, Dear Krittinun, Dear Krttinun Sripratak,

Dear Mr. Suwanpitak

Plese find (the) attached

‘ \

Tdevendiuldidlagaei ‘ Attached is / are

v A
UUDUINUBIYD /

‘ Attached you will find
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I’ve forwarded

Tmevendsunlasudene
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[’m forwarding
>
N

I’ve cc’d on this email.

\ . . e
‘ I’ve cc’ed on this email. :
¢ ,

[

I’ve copied on this email.
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‘ If you have any questions, please feel free to contact me.

/

A

‘ I look forward to hearing from you.
\ .

&
‘ I look forward to your reply.
/
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If you have any questions, please don’t hesitate to contact me.
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Regards, Kind regards, Best regards, Best wish,

Iiienanaitlarediua .
Warm wishes,
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Formal language
e
Infomal language
dzuangatulugnuesmile Wy ms
Sududefmi Hi wie Hello $lumslaniun
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Make sure that you do not write any

text 1n

all capital letters.
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