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Electronic Mail - 1 pefailed View

13‘1 Basics of E-mail- §—3g N T Ay
314 What is an E-mai|? - 3 7 27

exchﬂﬂgi“g digital messages over the internet. |t allows users to send and P -
receive text messages, files, images, documents{'-hnd links within seconds. E- ". @ |
mail is one of the fastest, most reliable, and widely used communication tools in ‘, g 4
poth personal and professional environments. It js widely used for 2
communication in education, business, government, and personal life.
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Today's email systems are based on a store-and-forward model. Email servers accept, forward,
deliver, and store messages.

m#ﬁamwm—@—mmmmglﬁawmam, PRAE, iR
N ETET T T e

Originally, email could send only ASCII text. Later, with Multipurpose Internet Mail Extensions
(MIME), it was upgraded to support other character sets and multimedia attachments.

W ¥ 3 daat ASCII 2ave Wo qo GG o1) @ 3 Multipurpose Internet Mail Extensions
Wﬂ%wﬁsﬁm%ﬁzaﬁnﬁﬁﬁmaﬁﬁzﬁvﬁéwﬁ%ﬁmﬁwﬁa%mmp

312  Features of E-mail - §-3a @1 fawary

Hemm the basic features of an email. :

?ﬁ- : : . . L 3 4

"L Fast Communication: Emails are delivered almost instantly, allowing quick communication
A

across the world.

2, Low Cost: Sending emails is generally free or very cheap compared to traditional postal
. Services. | |

3, Attachments Support: Users can send files, documents, images, audio, and video aldng with
. the email message. : :
b ultiple Recipients: One email can be sent to multiple recipients at the same time (To, CC, BCC).

P o and Archiving: Emails can be stored on the server or locally for future reference
and pro /ides folders for organizing messages.
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e
6. Accessibility: Emails can be accessed from desktop clients, mobile apps,
services. |

or wehmall
7. Security Features: Encryp"tion. spam filtering, apd virus protection help Secyy
communication. . Kb 147 %
Search and Retrieval: Powerful search tools allow users to quickly find specific message

Professional and Personal Use: Suitable for both busin¢55 communication and Persop
messaging. ' ‘ ;

10. Integration with Other Services: Modern email services integrate with calendars, COntacy
~ cloud storage, and tasks.

13.1.3 How does E-mail Work? - - 3% S $eam &7

Email works through a series of steps that inv‘ve sending, transferrmg, and receiving messag,
between computers or mobile devices using the ifiternet. Here's how the process works:

e SeeiE @ TTT W YR A1 AaTgd SuERv @ A9 W AT, Wﬁﬂmﬁaﬂ?mmﬁ
mn&m%w%maﬂmmmﬂﬁ?mgﬁnm%

1. Composing the Email

You create an email using an email client (Gmail, Outlook Yahoo Mall) and write the message, ad,
the recipient’s address, subject, and any attachments.

&9 TH 4 Fege (Gmail, Outlook, Yahoo Mail) T ST ma'o“ éﬁaatrr\r awﬂ% Gﬁ?mﬁ-ﬁﬂﬁi
mﬁﬁmmﬁwa&nwg\a‘raﬁﬁamﬁ%l .

2. Email is Sent to the Outgoing Mail ﬁewer (SMTP)

When you click Send, your email is first delivered to an SMTP (Simple Mail Transfer Protocol
server. . Py

e SMTP'sjobis to send and forward emails.

e . The server checks if the rec1p1ent s email address is vahd
3. SMTP Forwards the Email Over the Internet

If the email address is correct, SMTP sends the message across the internet to the recipient’s mai
server.

This is similar to the postal system where mail i is forwarded through different routing centers.
4. Email Reaches the Recipient’s Mail Server (POP3/IMAP)

The recipient’s mail server receives your message using 2ne of two protocols:
e POP3 (Post Office Protocol) .|
Downloads the email to the user’s device and often deletes it from the server.

e IMAP (Internet Message Access Protocol)

Stores the email on the server and syncs it across multlple devices.
(Most modern email services use IMAP)

5. Recipient’s Email Client Retrieves the Message

LB e

The recipient opens their email app (Gmall Outlook, Apple Mall) which contacts the mail ser'®
and downloads or displays the new email. -

1

6. The Emall is Read by the Reclplent it AT ,
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tbpprayag@gmail.com
In the above email address tbpprayag is the username where ;5 o dard I
And .com is the domain extension. (It can be anything from t e

(e.g..org,.net,.gov, .co.in etc.) v '
méﬁaqﬁﬁtbpprayagWﬁmﬁmﬁﬁammsﬁa#ﬁ%wﬁjﬁ% \CHCAI
< aEE B S g @ o Al @ awdr @ (R .org, .net, .gov,.co-in

service provider (like Gmail, Hotmail, Yahoo Ma
if you're working in a compa

gmail is the host or domain nam
st of domain extensij

A server that could be of a free web-based email
etc.) or server may belong to a specific organization (for example,
named XYZ ... the server name could be xyz.com).

Wﬂﬁ?ﬁwwéﬁﬂmﬁas‘ﬁﬁwm(ﬁﬁﬁﬁﬁa,ghﬁa.ﬂﬁﬁﬂaﬁﬁ)ﬁﬁ;ﬁ"%:%
WWWWﬁW?W%%ﬂHﬁWKYZWﬁMﬁWW g ..
M XYZ.com & &l 8)

Email addresses are not case-sensitive. This means it does not matter whether you write address
“uppercase or lowercase or mixed case. ' 7
éﬁaqﬁﬁ—ﬁﬁmﬁaaﬁ%lmwu@%ﬁimmmﬁﬁﬁm%mmma}
77 fafda @9 # uar fored 8 -

13.1.7 Structure of an Email message - §—3e #9491 T ¥gaaR

An e-mail message consists of two main parts: ‘

1. E-mail Header : B Al Body: 1 2L e s ;

Both parts work together to ensure the message is properly delivered and clearly understood.

1. Email Header

The header contains important information about the sender, recipient, and purpose of the email.
appears at the top of every email. aih b -

mﬁm,mwﬁaﬁmﬁwwmaﬁ%lWﬁéﬁaz%sﬁ#u?ﬁaﬁém%
Header fields in an e-mail :

Name © Function:@:':- - = . = G AR
To Specifies the email address of the primary recipient(s)—the people for whom th
message is directly intended. Multiple email addresses can be added if needed.
Cc Secondary recipients to whom copy need to be sent
Bcc Secondary recipients to whom copy need to be sent but th i ipi
. € primary recipien
should not know about the dispatch of mail to these addresses. 7 ; i
From Indicates the email address of the sender. This field is a i
. : uto
iyl matically added by th
Sender Email address of the actual sender
Received Line added by each transfer agent alon ini
g the route containin the 's i i
the date and time the message was received. 8 S0l I
Return path  May be used to identify the path back of the sender.
Header fields also contains some fields.
Name Function |
Date Date and time the message has been sent e 4
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_ S should .

Which this jg reply andeh?seflt 7 .

l .

Keywords selecteq a message

by t
A summary of the Y the user

message for the one.li
- ne-line displa
B, . ———=_"0rthe one- play
g.B'ﬂ"u

b f e-mail contaj
ehOdY 4 ns the ac )
% o) message and there is no limit to the size of an e-mail

e. The text of an electronic ma:
esS3E mail message; the message body doesn't include the fields for

; ubject, carbon co
iludme,lnessagle body should contain the con:pllr;%ea;:;?;ﬂ FHesibIectgHonldcoutal g Eammotis
e,

A e BT AL BT AT & arafg
ﬁmﬂﬂmmmﬁ%mﬁaﬁ?w%mmmmﬁﬁwmwmﬁﬁa

PG o I U BRI CL R B R B # 1 el ot S Rt e wwer g o @

1
jgnature : E-mail signature is a block of
often contains the sender's name and con
name, business contact information, email 3

D

text.appended to the end of an ‘e€mail message which~
tact information. An email signature often contains a
ddress a website URL, etc.

mmmmﬁawwﬁwymgm%mﬁmqmﬁmﬁammmmm
Mﬁ"l Iﬂfﬁmmwﬁm?lWﬁaﬁﬁrﬁmﬁwﬁm%mﬁmﬁﬁmél
132 Using E-mails - 3 &7 Sqainr e

1321 - Creating an Email account - $-3e7 @&rar a0

Thm;am several web portals (websites) that allow you to create a free email account, such as:

” :’Q | i [

#1i www.gmail.com, *  www.rediffmail.com, r
:‘f’, www.yahoomail.com, * www.msn.cometc. b
1%_‘1 ‘www.hotmail.com,

FM the steps below to create an email account:

Step

o
F

Enter the URL www.gmail.com in your browser. The Gmail homepage will appear.
Gocogle
Sign in

" to continue 1o Gmail

|. Emall ar phone’ — ‘I ),
2 ' TeRt

Forgot emaill?- - -

indow 1o sign in.

m g
.

t link. Then select For my personal use. This will take you to the

Not your computer? use a Private W

Learn more

Croata accou nt

$€:Click on the Create Accoun =
first page of the account creation process:
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ep 3 Click the "To" or "Recipients” text [~ wewwessags ry
box at the top of the New Message | e mon
window, then type email address of | wamer
the person to whom you want to o
send your email. To add multiple
email addresses, type in the first
email address, press Tab %, and
repeat with the other email
addresses. .
€ o  Bans il - T=1 8B I U A- =+ j2 «
If you want to CC or BCC someone on the o e &
LT - ap =5
il click either the Cc link or the Bcc link : : oo art w

enlal »

then type the email address you want to CC or BCC into the "Cc" or "Bcc” text field, respectively.

Here some vital terms used to send an email...

It is the section in which we write the receiver email addresses.

I 98 Yo & R g9 urawdt @ 379 ua forad B |

When we need to send the same email message to anyone else too then we write
some the other email addresses in this section, But in this section it is known to
both of the receivers that it had been sent to them too.

9 & 98 -3 Gou fhft @1 ol Ao @ smavadar 8l ® O 89 39 A9 A
mmé—ﬁaqﬁmﬁ%‘l?@ﬂww#ﬂﬂ?ﬁﬁaﬁﬁwﬁﬁs%ﬁﬁ

| Same as CC but it is not known to anyone that who else too has received this

Ccﬁ}mﬁ%éﬁmuﬁﬁmﬁaﬁwﬁ%‘ﬁ‘ﬁﬁs‘—ﬁaaﬁ?%m@ﬂ%l

It is the header of email message which concludes the entire theme of the email.

| It is optional to write but we must write a subject for an emall comes under

X Wé—#ﬁﬂ%ﬂﬁ%m%ﬁﬂﬁé—ﬁamwmwﬁam.%iﬁﬁw
N Yofegs & f & v vy o =iy, ife -9« Afcde & Iavia amar |

It is the command used to send an email message finally.

ﬁﬁm%%mﬁmﬁé—ﬁﬂﬂmﬁ%hﬁmmﬁ%j

Add a subject. Click the "Subject” text field, then type in whatever you want the subject of

In the large text box below the "Subject” text box, type in whatever you want for your

Attach a file if you like. To add a file from your computer, click the "Attachments” Yicon at
the bottom of the window, then select the file(s) you want to upload and

You can add photos, resume or any file in this way, select any photo which you want to sent & Click

It's a blue button in the bottom-right corner of the email window. Doing so will

e T TR T T
To s
cC N
(Carbon Copy)
YT T e |
- BCC
(Blind Carbon email.
Copy)
Subject Sk
- netiquette.

Send, .2 i
Step 4:

the email to be.
Step 5:

email message.
Step 6:

click Open (or Choose on a Mac).
“"upload button. o
Ytep 7: Click Send.
send your email to the specified email address.
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making communication fast and efficient. In utilizing instant messaging software audio and yig
chat or conferencing, you need to have Microphone and headsets or speakers and web camer;
widely used in personal communication, office teamwork, online customer suppor
collaborative projects. Application based instant messaging software is downloaded and in
on user’s computer. Some of the popular instant messaging software are:

e R (IM) 16 TafRe— a7g & R Jar 2, vﬁa‘rmaﬁzﬁwﬁﬂﬁrzﬁ’tm%
SHC R BT ACE-ITE A B R ar & | aifvwiw M Yo daw B, WA B, g
AR U Fe B N IHRF DR ¥, RN WA A9 iR w99 o ¥ | gRe AR Wi 8
m%mmmmma%mmmmmm%wzmwmh P B

Wm%ﬁmm%lmmaﬁewmm%mw
TR 5w o ? | 3 A R RN divear € ‘

1. Google Talk 2.Yahoo! Messenger 3.Skype 4.Windows Live Messenger 5. Rediff Bol
Features of Instant Messaging for Collaboration

1 Real-Time Text Communication

Users can send and receive messages instantly. This helps in quxck decision-making and pro blem-
solving.

2. Group Chats
You can create - groups for Class’ discussibns,' ‘Team projects, Office departments
All group members receive messages at the same time.

3. File and Media Sharing 7
IM apps allow sharing of Documents, Images, Videos, Links. This helps teams cqllaboraté effectivel
4.Voice and Video Calls : 1
Most IM platforms support high-qﬁality audi'o and video calls, useful for Online meetin ;»
classes, Remote work collaboration.
5. Status & Availability

Users can set their status as Online, Busy, Away, Offline This helps others know whether th
available to chat. ‘

6. Emoji, Stlckers, and Reactions _
Useful for expressing emotions and improving communication clarity.

7. End-to-End Encryption
Many IM apps (like WhatsApp, Signal) provide encryption to keep chats private and secure.

13.3.2  Instant messaging providers - @R T WeTaT

Here are some Instant Messaging Providers:

IM Provider Owner Platform File . Key Features | Best Use Cases
Type Sharing
WhatsApp . Meta Mobile +  up to Text, voice & video Personal
(Facebook) Web 2GB per . 'messages; voice/video communi€
file calls; file sharing; end- small busine
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ook Meta Mobile + E‘}h'e“fi encryption o e

Hessengel‘ Web gSPMB to callcl]sttmg't- kvoice/video Social and personal

:/-—- Telomra , Face'boosk]'c ers, 'GIFs, communication

Teleﬂ“m - gram Mobile + = integration

LLC Desktop Up to oud-based chats, large Communities,
+ Web 2GB per groups/channels, bots, broadcastchannels,
file secret chats, large file secure

ﬁ;—_ Google Mobile + sharfng communication

chat/ Web Via .GTE"I _& Workspace Office Feams, .

coogle Google Integration, group Android messaging,

sages Drive Chzllts, file sharing via Workspace

Me (varies) Drive, RCS rich collaboration

| . messaging

WeChat Igl:ictf;)t Mobile Messaging, social Communication +

Up to media, voice/video Payments (mainly
200MB calls, mobile payments, in China)

- - mini-apps ,

Skype Microsoft Mobile + Instant messaging, Online meetings,
Desktop Up to voice & video calls, international calling
+Web . 300MB screen sharing, group

meetings
Signal Signal Mobile +  Limited End-to-end encryption, Secure and private
Foundation Desktop (around privacy focused, communication
100MB) disappearing messages

Slack Salesforce Mobile + Channels, team chat, file Office
Desktop IIJ(E;B t;; sharing, app communication,

+ Web file 5 integrations, workplace team collaboration
.- collaboration

134 Netiquettes (Internet Etiquette) - Afede (§ee RemR) -

Netiquétte refers to the set of rules, . manners,
behavior when communicating or interacting on
respectful, and productive online environ
media, Instant messaging, Online forums,

Online classes.
e v frgei, freEr! AR
A Ty Ay &R gEree
13.4.1 Netique

Netiquette Rule

What It Means

Be Respectful

Treat everyone

politely online

Do's (Follow)

Don’ts (Avoid)

and guidelines that define polite - and respectful
the internet. These guidelines help maintain a safe,
ment for everyone. Netiquette applies to Emails, Social
Video conferencing, Chat rooms, Blogs and comments,

mﬁéﬁmw%ﬁmwmmﬁwmmm
Wﬁmmaﬂﬁﬁlﬁﬁw—ﬁéﬂwﬁ%%vwm.
TR gAY v@Y ¥ Heg wxa | Afede |, Wwa A IR
e W, @it AR fRuferlt, qen siftenss Hemsit R AT BT B |

tte Rules -feHT s

Use polite language,
listen to others, respect
. ..opinions

Don’t insult, mock, or use
abusive words

Use Clear and

Communicate clearly =" ,Use correct grammar,

and professionally

-

“ra'clear sentences

Don't use slang, shortcuts in
formal communication

Correct Language =

Think Before You Review messages "-"*Re-read messages, check Don’t send messages in anger or

Seni before sending 2':tone | without checking

Respect Privacy Keep personal . . Ask permission hefore Don't leak others’ photos,
e
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information safe

sharing info

messages, or data

Avoid Spamming

Do not send
unnecessary messages

Share relevant
information only

forwards

Follow Platform
Rules

Follow website/group
policies

Read and follow terms,
respect admins

Don't break rules or
features

Be Ethical

Act honestly and
responsibly

Give credit to sources,
share true info

rumors, or download pirat
content

Avoid
Cyberbullying

Stay away from online
harassment

Help/report if someone

is bullied

Don't insult, threaten, t
target others

Stay Safe Online

Protect yourself from
risks

Use strong passwords,
avoid strangers

share personal data

Be Professional in
Online

Maintain discipline in
formal settings

Be on time, mute mi;:,
dress properly

Don't interrupt meetings o
behave casually

situations

Classes/Work

Respect Timeand  Be mindful of others’  Keep messages short&  Don’t send huge files

Bandwidth availability relevant unnecessarily or waste time

Use Proper Tone Communicate politely Use appropriate tone, Don’t write in ALL CAPS or use

and Formatting and clearly avoid all caps excessive emojis

Acknowledge Appreciate Say thank you, respond Don’t ignore messages @

Others contributions . when needed contributions

Stay on Topic Keep discussions Share meaningful Don’t divert conversations or
relevant comments argue unnecessarily

Be Patient Understand others’ Wait for replies calmly Don’t expect instant respo

or spam reminders

13.5 Configuring Mail on Mobile - AaTset W ¥ BIFBIR HRAT

Configuring mail on a mobile phone means setting up your email account on a smartphone s

can send, receive, and manage emails instantly. .
mmmwaﬁﬁmmmmﬁ%mw“éﬁawﬁzm arf%ﬁam q}a F

i A, mﬁﬂ%mmwaﬂwl

Steps:

@ P o e

Allow permissions and sync settings.

Open the Email or Gmail app on your mobile.
Tap Add Account.
Select the email provider tGmail Yahoo, Outlook, etc.).
Enter your email address and password.

If required, enter IMAP/POP and SMTP server details (usually done automatically).

7.  Your mailbox will appear and start syncihg emails

13.5.1 Creating Groups (in Messaging or Email) - g0 =i=1 @GRS o €8

A. Creating Groups in Messaging Appé (WhatsApp, Messenger, etc.)
1. Open the messaging app.

-

moR W N

Tap New Group.
Select members from contacts.

Assign a group name and optionally a group icon.
Save to create the group.

Scanned with CamScanner



. R E il '
B.creiting Groups in Email (Mailing Lists) ctronle alt (AR

{, Open the Contacts app or Google Contacts
g, Createa Label (in Gmail) or Group (in Outlool
3, Add email addresses to the group .

4, Use the listto send a single email to many people at once

1352 Message Formation (Writing an Effective Email)

Agood email should be clear, polite, and structured.
structure:
1. SubjectLine- . :
- Short and meaningful (e.g., “Project Update - Meeting at 4 PM")
2. Salutation
- Dear Sir/Madam, Hello Team, etc.

3. Body of the Message

- Write clear points, avoid long paragraphs.
- Use polite language.

4, Closing Statement
- Thank you, Regards, Sincerely.

5. Signature
- Your name, position, contact number (optional).

Do's & Don'ts of Using Moile »

o Keep your mobile updated for better «  Don'tinstall unknown or untrusted apps.

security. « Don't click on suspicious email or message

e Use strong passwords or biometric locks. links.

’ 3 ' 4 " L) b -
» Backup your data regu]arly. e Don't sharepersonal mformatlon on public

Wi-Fi.
;T i . prefer secure : : e '3 .
* Use W‘lf; cautiously; P « Don’t overcharge or use -your phone while
Networks. charging. '

* Keep antivirus (if necessary)- e Don’t use mobile phones while driving.

ghts and hOS.pita].S.

* Useairplane mode In fli « Don't store  sensitive data without
* Maintain privacy while browsing of i encryption.

messaging. RS-

13.6 Email Protocols-éﬁﬂﬂ‘lm ' : |

s defined to ensure that emails can be exchanged between various
tandard manner. Here we will discuss various protocols like SMTP,

Email protocol is a set of rule
servers and email clients in @5

POP3, IMAP4 and MIME.
e sierater ¢ 7 7 o & o 78 IF et @ fore fawrge e mn @ R R Wi ik §a

T B fry g s aqd G gad W TS far o e | ael 9 qdo wio do W POP3,
IMAP4 sty MIME < fafr= greafer av caull
o
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Email
) al S can be backed up by the email service
provider ag they are

hosted on the cloud.

Emal
Is are automatically scanned for viruses by the [

le: Microsoft  Outlook, Mo.lzm,‘ Service provider 4

mpe:
ﬁ,’d derbird and IBM Lotus Notes - Example: AOL Mail, Gmail, GMX Mail, Mailfence,

Proton mail, Yandex.mail, GMX, Tutanota,
outlook.com.

ouﬂook.com

om is a free webmail ; :
outlookc s il version of Micr - - .
known as Hotmail, it was rebranded as Outloo?k-sggr?il:lzol;) ;{ﬁusmg 3 similar user interface. Originally

13.8 E-MAIL ENCRYPTION - $3« ufSpam

gmail encryption '.5 a way to send an encoded message that can only be decoded by someone with
the proper key. ]-t is used to protect the content from being read by other entities than the intended
reCiPie"t_S‘ Email encryption may also include authentication. Email is prone to disclosure of
information. Most emails are currently transmitted in the clear (not encrypted). By means of some
available tools, persons other than the designated recipients can read the email contents.therefore,
typically Email encryption has been used by journalists and regular users to protect privacy.

mmwwﬁwmwwmﬁmmmﬁmmmamm
m%lmmﬂmﬁsﬁaﬁm$mm$mﬁmﬁﬁﬁ$mﬁm
mélmmﬁﬁwm%;m%mmwﬁﬁ@mﬁﬁm
ﬁmﬂ#ﬁﬁww(zmﬁ)ﬁmm%|@ﬁm@¢maﬁﬁemma%
mmiﬂﬁﬁéﬁﬂmﬁwmﬁ%lsﬂﬁmmwmﬁuﬂaﬁm%mmﬁm
ﬁaﬁaqpfﬂméﬁaqﬁsﬁwﬁmmﬂmmal '

139 Model Questions and Answer

Multiple choice Questions - TERTE 9
4, Which part of an email client displays

1. What does E-mail stand for? : i
incoming messages?

&3 1 @ : - ¥ TRE T A=\ AT A qAA A
a. Electronic Mail b. Easy Mail (Tl o) 3 R 7 : ‘
s E.lectric Mail d. . Emergency s a. Inbox b.Sent
2. Which protocol is used to send emails? c. Draft ~ d.Trash
7 o @ g P scrstel ST 5. Which of the following is an email service
far e 87 : provider?
a. POP3 b. SMTP frafufad 3 € ST [ $ie qar v 8
c. IMAP d. FTP a. Google Chrome b.Gmail
. ] g c. ' VLC ‘ d.YouTube
3. Which protocol is used to receive emails?
i wa & -1 Aeed 6. Which option allows you to send a copy of
. yEnT favgr oA 87 an email to additional recipients?
| e fiwe ¥ o fa H wRfaf (Copy)
a. SMTP b.HTTP . . | ' ffe wa@del T AW wHa 87
£ d.SSH g :
SJuEOP3 | o a. BCC b. CC
... c. Draft d. Spam
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7. What does BCC stand for?
BCC &1 Q1 519 &y ®7

a. Business Copy b. Blind Carbon Copy
c. Basic Courtesy (. Backup Carbon
Copy Copy
8. Which folder stores deleted email
messages?

DT BleSY TSN MY e w2 @Y
FUBIT HRaT 87

a. Inbox b.Spam
c. Archive d.Trash

9. Which folder stores emails marked for
later reading? _
IH-W Bk W% ¥ yey @ Riv kg
S B GUDT Fway 7

a. Draft b. Starred
C¢.  Trash d. Outbox
10. What is the purpose of the “Subject” field?
"subject” Wics $T ST T 7
a.. Sender name ~b.  Email body
C. Titles of the email d. Receiver
address

11. Which format is typically used to attach
files to an emaii?

oo § W S ¥ wiget wWor

(Attach) 3T STy &7

a. .exe
c. Only.pdf

b. VAnyﬁleforn.]at
d. Only.txt

12. “Outbox” contains-

STSedles ¥ Wi gar 27

a. Received b. Deleted

messages messages

C. Messages waiting d. Spam messages
to be sent

13. Whatis “Spam"?

iy T 87

a.  Important b. Unwanted/junk
mail email

& Deleted email  d. Encrypted mail

14. Which key is commonly used to send an
email?

a Ao @ Ay R e s
Hare SyAnT fdar srar 87

a. Ctrl+Enter b. Shift+S

c. Ctrl+P d. Alt+Enter
15. Email attachments are _.
7 ¥ BN 8-
a. Image only
b. Videos only
e, Documents only
d. Any type of file
16. What does IMAP allow you to do?
IMAP 3@ TT & B ARy a1 37
a. Delete email permanently
b. Access email from multiple devijc,
e Compress email '
d. Convert email to PDF

17 Which one is NOT an email client?
= ¥ ¥ IF—1 AT Foge T 87

a.  Microsoft | b.  Mozilla
Outlook ' Thunderbird
‘¢ Gmail(web) d.  WhatsApp

18 Which field is méndatory to send an email?

e A B Y B Bres v 2

by @b, C G ndiiibid - BCC
C.!diSnbject i 1 d. To

19. Which button lets you reply to all
recipients?- = .
DT 97 AP WA WrTHate B SR
< B A ar B2
.a.. . Forward . b. Delete
C. /Replay All d. Save

'20. Which option sends a copy of an email

. Without ' revealing = the  recipient's
identity?

"aﬁa—wﬁaﬁqmaﬁww%"
e Y R S &7

4. CEY i s Be

G Replly‘ | d ) Spam

21. What is an email signature?

il a, Fi!é attaéhment “HIgS eI

b. A personalized message added ‘\" m,-:»
end of an email'- ys =fderr W
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/Qﬁ:ﬁtﬁ@m%l

k A greeting message - U6 My #yg;
4 password - UTIaS

7. what is required to create an emajl
account?

fm T T B I w0 s 8

2. Mobile phone b. . Username

. Password d. Al of the
above

23, Which character must be included in an
email address?

g W F - B e g wfe?

a. # b. @
¢ % d. *

Electronic Mail (Rl 411

24. Which part of the email address
identifies the domain?

e T @ P A 20 7 Tt 87

Example: user@gmail.com

a. User b. @

G gmail.com d.

.com only

25. What is the purpose of “Drafts” folder?
*Drafts’ Wicex &1 9tvy 71 87

a.  Store unread mail - fa1 721 g F

b.  Save unsent mail - f& 5 @
AT Tl

c.  Store sentmail - T ¥ R T
d.  Store spam mail - 7% e ¥R FA

Each Statement Below Is Either True Or False - 19 faT ¢ S A wd g W 7

26 Email is faster than postal mail.

éﬁam(PostalMail)ﬁaa‘?f‘gaﬂiﬁﬁﬁiﬁﬂT%l

27 Gmail is an example of a web-based email service.

e T da—amRa $iel AT P SR &

28 Email viruses can spread through attachments.

éﬁamméﬂﬁazﬁwﬁtﬁam?l

29 Attachments can only be up to 100 MB in Gmail.

Gﬁﬁaﬁxéaﬁza‘ﬁ:awosaaiﬁﬁs‘fmﬁl

30 Every email must have an attachment.
T i 3 ardaie g dEEe 2
31 ToJunk mail and spam are the same.

S et 3 W g & B E

but not yet sent.
32 Email drafts are messages saved ‘ ‘
éﬁawﬂﬁﬂg’rﬁﬁﬁff%@m%ﬁﬁﬂ arf) A1 7T TN

33 The “To” field is optional while sen

ding an email. .

g'ﬁa m—a |q9a “To” tﬁﬁ W (Optiorjal) & 2l

34 Areply to an email always incl
foelt St 1 wrard 1 W A
35 _An email address cannot contain numbers.

i g ¥ e T & T

udes the original message by default.
v et W& A i g g

36 You cannotundo sending an email once itis delivered.
wméﬂﬂﬁmﬁmmaﬁmm‘lmﬂﬂﬁéwm

37  Emall attachments cannot contain compressed (.zip) files.
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Expert Computer Course (ECC)

’412 E(.l'(_‘lj .

; S e § TR (zip) HrEe T ord S A
38 A strong email password improves security. - §@ FOIgd URTAS GREM T qgTT & |
mail to someone else.

39 The “Forward” option is used to send the received e

*Forward" ﬁmwﬁaﬁﬁm\aﬂ?aﬁﬂ—rﬁ%ﬁﬂmﬁmm%l

40  The "Sent” folder stores all incoming emails.
“Sent” Treex 3 WA T A $i WA B €
41 Email spoofingis a type of email fraud.
B T 1 SR @ e e 8
42 You cannot change your email password once created.
% TR e UraaS g9 R WY At S 9l el S |l |
43 Archiving emails removes them from the inbox without deleting them.
affs & ¥ e gala W 8¢ O € AfdA f¥efie e 8|
44 Email phishing attempts to steal user information.
et R 37 Siwg ITTHAl @ AEER G B
45 Al emails automatically go to the spam folder.
| W A AU W Bleey § W 81
46 You can schedule emails to be sent at a later time.
_ T A B 915 F Ao B Y e R wEAd E 1
47  Email filters help organize and sort incofriing mail.
éﬁaff?ﬁ?maﬁmaﬁ?wéaﬂ%ﬁmmﬁél
48  Emails cannot be encrypted.
3. ?ﬁ‘r QﬁiFE 8 foar S\ |

~49 You cannot access your email wnthout an internet connectmn '

mﬁzaﬁwa$ﬁmmméﬁaqma€rmm|

50 Email clients and webmail are the same thing.

éﬁaaﬂmaﬁ?aﬁawﬁr?ﬁmﬁl

BB ;':‘ﬁi?fif{;"i%
21-b. zza 23-b  24c 25b 26T 27T 28-T  29-F
41-T  42.F 43T 44T  45F 46T ' 47-T  48-F  49-T

Scanned with CamScanner



