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Skill Area:  Module 4: E-MAIL BASICS

                                                                                                                                                                                                                                                                                

	OVERVIEW:

· Open an online e-mail account
· Read, compose, send, reply, forward & delete messages
· Use an address book
· Use attachments
                                              

	INTRODUCTION TO SKILLS:

· Open an E-Mail Account– Handout 4.1

· Use Basic E-Mail Tools  – Handout 4.2

Read, Compose, Send, Reply……e-mail messages
· Use an address book 4.3

· Open and Send files and photos using attachments 4.4



	On Your Own

· Tutorial – E-mail Basics
· E-Mail Netiquette
· What is SPAM?

· What is IM (Instant Messaging)
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