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What is an email?

An email is a message sent from one computer to another computer.
The word ‘email’ is short for ‘electronic mail’.

Sending an email is a very fast way to send information. It gets to the
other person almost immediately.

In many jobs you will have to use email. This learner guide tells you how
to use email at work. Sending work emails is different from sending
emails at home. There are protocols for using email at work.

Here are some reasons why you might send an email at work:

* You might send an email to someone else in your workplace to ask a
question. Doing this may be quicker and easier than walking to the
other person’s desk or office.

* You might send an email to remind a person of something; for
example, that they have a meeting at 10 o’clock that morning. If you
tell them in person they may forget it. Instead, the person can open
the email you sent and set themselves a reminder.

* You might have to send an email to another workplace. Find out about
your workplace rules when you send emails to another workplace.
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Prepare to send an email

Joe has just started work at a printing company called
Quickprint. Joe’s job is to look after the orders. His boss is
Mr Mike Strong.

On Joe’s first day Mr Strong shows Joe how to send an email. The email
is to tell a customer that their order for envelopes has been posted. Joe

opens the email program on his computer.

This is what Joe’s computer screen looks like.
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Pre-employment skills Using email at work

Find the New Email button at the top left of the computer screen. Joe is
going to send a new email, so he clicks the New Email button.

A new page pops up, which looks like this.

Moo -F Untitled #Message (

| Message Insert Options Format Text Review Developer Adobe PDF

% cabriody~l11 ~|A* AT [ ==~ @ (8B <l @ 0 [l
B &7 0 =& |

Paste B 7 U 3. A [%{E = | §£ 55 Address Check | Attach Attach Sign:
- 7 - = = ’ Book Names File Item~
Basic Text % Names Inciude

Now Joe is ready to type his email.

Mr Strong tells Joe to send the email to Mr Trent. Mr Strong tells Joe to
type Mr Trent’s email address in the field next to the To button.

Mr Trent’s email address is: sam.trent@easyletter.com.au
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Email addresses

Each person who sends an email has their own address. An email
address is similar to an address on a letter. You address a letter so it
gets to the right person. When you type an address into an email, the
message gets to the right person.

You must type the address very carefully. If you get any part of the
address wrong, the email will not get to the right person.

Let’s look closer at the parts of Mr Trent’s email address: sam.trent@
easyletter.com.au

Part of address | What it means

sam.trent This is how Mr Trent writes his name. Sometimes
in email addresses there is a full stop between the
person’s first and second names. Sometimes there
is no full stop. Always look carefully for any full

stops.
@ This sign means ‘at’.
easyletter This is the name of the place where Mr Trent

works. It is the place he is ‘at’.

com This is short for ‘company’. Easyletter is a
company. You may see other letters in this part of
the email address for other people. For example,
‘gov’ is short for ‘government’, and ‘org’ is short for
‘organisation’.

au This is short for Australia. All countries except the
United States put two letters at the end of email
and internet addresses. For example, New Zealand
is nz, Japan is jp, Singapore is sg and the United
Kingdom is uk.
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Joe types Mr Trent’s email address in the To field.

Then Mr Strong asks Joe to copy him in on the email. This means that Mr
Strong wants to receive the same email at the same time.

To do this, Joe must type Mr Strong’s address in the Cc field. Cc is short
for ‘carbon copy’. This means a copy of the email will go to the address in
that field. That way, Mr Strong can see that Joe has sent the email to the
customer.

Mr Strong’s email address is: m.strong@quickprint.com.au
Joe types the email address in the Cc field.

This is what his screen now looks like.
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Activity 1

1. Look again at Mr Strong’'s email address: m.strong@quickprint.
com.au. How does Mr Strong write his name?

2. Where does he work?

3. Is Mr Strong’s workplace a company or a government
workplace?

4. What country is Mr Strong’s workplace in?

Click to complete Activity 1
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The email subject

The subject of the email is what the email is about. If you are sending
a workmate an email about a meeting that morning, you could write

‘Morning meeting’ as the subject.

Write the subject in the field next to the word Subject. The subject
should only be a few words. It also needs to be very clear.

Here are some more examples:

Topic

Email subject

You need to send an email about
finalising the design for the new
office stationery.

Subject: New stationery design

You need to send an email about
an error that was made by the
post office, which delivered a
parcel to the wrong customer.

Subject: Post office delivery error

You need to send an email

to remind people of an office
morning tea that is to be held at
10.30 that morning.

Subject: Morning tea at 10.30

Version 1.2
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Joe needs to let Mr Trent know that his order for some envelopes is in the
post.

Joe types ‘Your envelope order’ in the Subject field.

This lets Mr Trent know what the email is about. If Mr Trent is busy, he may

not read the rest of the email until later. However, he will know what it is
about from the subject.

__File ‘ Message ’ Insert Options Format Text Review Adobe PDF
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Clipboard 1%
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Activity 2

Imagine you are going to send an email at work. You need to send it to
Mr Smith. His email address is: e.smith@smartshop.com.au

Your employer wants you to send her a carbon copy of the email. Her
email address is: carla.jones@xyzheadoffice.com.au

The email is to let Mr Smith know the date for a meeting.

Fill in this copy of the email. Fill in the To field, the Cc field and the
Subject field.

£E 3= Address Check
’ ’ Book MNames |
s Names l

Click to complete Activity 2
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The body of the email

An email is set out like a letter. Start with the word ‘Dear’ and then type
the person’s name. What you type next is the body of the email. It is the
main message.

Write your message clearly and use plain English. That means you
use small words and short sentences. Don’t use all capital letters. For
example, ‘ALL ORDER ERRORS MUST BE FIXED’ looks as if you are
shouting your message.

Always be polite and professional in your emails. This means using
proper language and sentences. Don’t use slang words, or overly friendly
terms like ‘mate’.

When you finish your message, you can type ‘Yours sincerely’ or
‘Regards’. You need to find out what your workplace rule is for finishing a
letter.

Then you must type:

e your name

* your job

* the name of your workplace

* the address of your workplace.

Sometimes, your email will already have this information in a ‘signature’.
When you open a new email the signature will appear at the bottom of
the message.
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Here is an example of an email signature.
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Joe Chan
Orders Clerk

Quickprint

206 Hampton Street
Chadsvilla QLD 0123
Ph: 04 1234 56807
www quckpnnt com au
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Before you send your email

Before you send an email, you should check it. Read through it again.
Make sure there are no spelling errors — especially in the person’s
name.

You can also use the Spelling & Grammar tool on your computer to
make sure you don’t miss any mistakes. To do this, click on the Review
tab at the top of the email. Then click Spelling & Grammar. This will
highlight any words the computer thinks may be wrong.
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Subject I'oc.u. evwcl-ope ;vd-év.
Dear Mr Trent -
Your envelope order was posted on Monday 19 September.

You should (egieve it by this Friday 23 September.

Yours sincerely
Joa Chan [ Spelling and Grammar. English (Austraiia) 2
Orders Clerk
Not in Dcdonary;
Quickprint [You should recleve|it by this Friday 23 September. +| [ joneomce |
| ianace AR
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Email checklist

Here is a checklist to use before you send an email.

Using email at work

Email checklist

OO00o0o0n

The email address is right.

The person’s name is spelled correctly.
There are no other spelling mistakes.

The message is clear and polite.

| have put my name at the end of the email.

| have put the name of my workplace and address
at the end of the email (or it has my work signature).

When your email is ready, just click the Send button at the top left. It will
immediately be sent to the people you have addressed it to.

Version 1.2
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Joe types the email. He is then ready to send the email. However, he
knows he should check it first. He needs to check that all the information
is there and check the spelling.

ou! Mgpg - Message (HTML

T B ,
Message msert Cptiony Format Tet Review Adobe POF
vV [ B s s %

Ipelling & Research Thesaurus Word faniate Language

Grammar Count
Poeling Language

fo.. | sam.brentBeosreiter.com.ou
| DA G A

Subject To.t;"emﬂwe order

L]

seng

Dear Mr Trent

Your envelope order was posted on Monday 19 September,
You should receive it by this Friday 23 September.

Yours sincerely

Joe Chan
Orders Clerk

Quickprint

208 Hampton Street
Chedsville QLD 0123
Ph 04 1234 56887
www quickprnt com au

Joe reads the email again, and is happy with it. He also uses the Spelling
& Grammar tool on his computer to make sure he didn’t miss any
mistakes.

There are no spelling mistakes in Joe’s email. Now he is ready to send it.

He clicks Send.

His email will go to Mr Trent straight away. A copy will also go to Mr Strong.
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More about emails at work

Checking your email inbox

You should also regularly check if you have any emails to read. The
emails you receive will go to your inbox. Your inbox is like an electronic

letterbox.

Using email at work

If you have a new email there will be a little closed envelope icon in your
inbox. Next to the envelope you can see who the email is from. Then you
can see what the email is about and when it was sent.

Here is an email from Tom Long. It is about a meeting. It was sent on

Friday 23 September 2018.
HOME SEND / RECEIVE FOLDER VIEW
{5 Ignore x S ( : ¥ Office emails £3 To Manager ¥ B
i —1 21 = [E& Meeting > g et E
% Clean Up~ I_(_ L(. L'e Team Email v/ Done =1 |£
. & lunk~ Beee | Ry R:’T:y Fpmed & More ~ (2 Reply & Delete F Create New Mtjve RUJES pASo;
Delete Respond Quick Steps (] Move

Search Current Mailbox (Ctrl-E)

L | CurrentMailbox ~

52 Reply (2 Reply All

All Unread By onversations} ~  Newest 4 Fri 23/0f
M Tom Long U S
Staff meeting Fri 23/09/2018 Fri 23/09 .
tkprint.com.au Hi everyong, Please read the attached agenda To DG_AIll Staff
Message  [17 Stq
d Storage room opposite Fri 23/09
A Hi all, 1t appears maost of the stuff in the storage
hails .
Farah Abboud Hieveryone,
L Old Hardware- ‘ Fri 23/09 Please read the atta|
Hi everyone, There isa lot of old computer -
i meeting. Free free t
s ~
» Zhang Wei & | Cheers,
Ready for Work Frn 23/09 T
Hi Dinech Thanks for uploading the sdtivities far the om

You can set your computer up to notify you when you get an email.
You may get a pop-up message on your screen or hear an alert tone.
You may also see a small envelope icon, which tells you there is a new

message for you to read.
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Deleting emails

You should regularly delete emails that you don’t need any more. For
example, you might need to delete an email that is out of date or does
not apply to your department.

This allows you to keep and see the important messages. It also means
your computer is not clogged up with information you don’t need.

To delete an email:
¢ Click on the email.

* Then press the Delete key on your keyboard or right-click the email
with your mouse and select Delete from the options.

Ask your IT officer or supervisor about clearing out your email.
Sometimes you need to do some extra steps to make sure your email
files don’t take up too much space.
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Activity 3

Later that day, Joe’s boss gives him these instructions:

‘Send an email to Katy Jones. Her email address is: katy.jones@bigstore.
com.au

Also send a copy to me at: m.strong@quickprint.com.au

Tell Ms Jones we want to buy 95 boxes of white paper. Have them send
the bill to our office address.’

O & .
Message Insert \ Options Format Text ‘Review Adobe PDF

Using email at work

g @ {83 Business Card ~ j @ B @ Hypedink [EdTextBox~  AZ Dig

£ calendar A Bookmark (3] Quick Parts ~ [3) Da]
Attach Outlook Table Picture Cllp Shapes o
File  Item L& Signature ~ i Art @t ’ & wordart - »gdob

Include | Tables Illustrations Links Text

‘To

EEI(

Send

Subject:

B
-
I

Joe Chan
Orders Clerk

Quickprint

206 Hampton Street
Chadsville QLD 0123
Ph: 04 1234 56897
www_quickprint.com.au

Fill in this copy of an email with the information Joe was given.

Click to complete Activity 3
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What you have learnt

Put a v' in the box when you have learnt these things about
how to send and receive an email at work.

[0 An email is a message sent from one computer to another
computer. The word ‘email’ is short for ‘electronic mail’.

1 Each person who sends an email has their own address.
When you type an address into an email, the message will
get to the right person.

[0 Things to check in an email include the following:
- The email address is right.
- The person’s name is spelled correctly.
- There are no other spelling mistakes.
- The message is clear and polite.
- | have put my name at the end of the email.

- The name, address and contact details of my
workplace are at the end of the email.

1 Fill in the Subject box with a few words to say what the
email is about.

[1 Be polite and professional in work emails.

1 You should also regularly check if you have any emails to
read. The emails you receive will go to your inbox.

L1 You should regularly delete emails that you don’t need any
more.
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Check your learning

For this task you will need to type and send an email. Complete this
task on your computer at home or in the place where you study.

1. Ask your trainer for his or her work email address.
2. Ask another trainer for his or her work email address too.

3. Write an email to your trainer about what you did last
weekend.

4. Atthe end of your email type your name and home address.
5. Type your trainer’s email address in the To field

6. Type the other trainer’s address in the Cc field to copy them in
on the email.

7. Write a subject for the email.
8. Check everything carefully before you send the email.

9. Send the email.

Your trainer should respond when they receive or open the email,
S0 you know they got it.

Click to complete
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Answers

Answers to activities

Using email at work

Activity 1
Answer to Question 1
m.strong

Answer to Question 2
quickprint

Answer to Question 3
Company (com)
Answer to Question 4
Australia (au)
Activity 2

Answer

L s "?)Q |=’

! Message l Insert

Options

| "c“_: * 1 - e i
[ﬁri Calibri (Body ¥ 11 = A” A7 = - iZ~ &
Ba vl
Paste B 7 U . +~ |E=|= = IE = Address Check Attach At
; v J - = A’ T Book MNames File It
M Clipboard % Basic Text [ Names In|
|
I To.., l |e.srrﬁmm§m_ .com.au
#l =M ,
=1 | ce | IcLlam s @xyzheadoffice.com.au
Send
Subject: | Meeting date
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Activity 3

Answer

L s K

Message ‘ Insert Options Formé’t Text Review Adobe PDF

e o =3 N
[; j % | Calibri Bodyri1l ~ A" A" [Tz~ | & |:3|3,l @ Q P
= 33 . )

Paste B 7 U ¥+ A~ ,E = = £E 35 Address Check | Attach Att
v J - - T Book Names File Iter
Clipboard /| Basic Text | Names | Ing
Toi | Ikat_:y.jones@igsmre.com.au
[ = ——
=1 (& |m.strom@uiM‘ t.com.au;
Send
Subject: | Paper order
Dear Ms Jones

We would like to please buy 95 boxes of white paper.

Please can you send the bill for the paper to our office address, below.

Yours sincerely

Joe Chan
Orders Clerk

Quickprint

206 Hampton Street
Chadsville QLD 0123
Ph: 04 1234 56897
www.quickprint.com.au
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Answers to check your learning

Using email at work

Answers will vary greatly. Here is an example answer.

REH90 4+ 9|+

‘ Message \ Insert

Last weekend - Message (HTML)

Options Format Text Review Adobe PDF
Eﬁ 4 Calibri (Body) 11 v AT AT :al'gﬂ ] Attach File %’1
53 B I U |i=-i=~| ESE 10 Attach Item ~
Paste S ey Address Check . Attach File vig
- ¢\ ¥-A- % E=ED Book Names | L& Signature ™ | adobe Send &T
Clipboard 1= | Basic Text M | Names 1 Include | Adobe Send & Ti
To... |'ude. ratemore @in4mtraining.com.au
_. |
P Ces |kel|ie.whitﬂe in4mtraining.com.au
Send \

Subject: | Last weekend

Dear Jude
What a great time | had last weekend!

I finally went to see that new movie ‘Running for gold” and it was excellent.
I would highly recommend it.

| also managed to get all my homework done in time for this week!

Kind regards

Tina Chisholm

35 Gapstead Road
Fulltown VIC. 3333
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