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[bookmark: _Toc9423610][bookmark: _Toc18669497][bookmark: _Toc21932662]IW1 - Create an e-mail box

Brief description
Mailbox is the most used tool for electronic communication. It is a space on the Internet where every user can have mail messages - these messages are text and attachments in the form of files (pictures, texts, tables). These emails are used for electronic communication.
We can create mail on the Internet at different locations at different providers. Each provider can offer various additional services to mail.
[image: ]Picture


Task
1. Open the Google web browser.
2. Follow the instructions on the site www.google.cz create a new mailbox.
3. In the box, write down the steps you have taken when creating a mailbox.
	



[bookmark: _Toc9422863][bookmark: _Toc9423614][bookmark: _Toc18669498][bookmark: _Toc21932663] IW2 - E-mail communication rules

Brief description
Some rules should be followed in your e-mail as with normal documents. The textbooks for this workshop set out the rules for writing an e-mail message. Let us highlight only the most important rules that you will use on this worksheet.
· We should write a subject for each message we want to send. This is a brief (one to a few words) expression of the content of the email.
· Salutation - The message should start with a salutation. It should be remembered here that we address the addressee always in the 5th fall.
· The text of the message should be brief.
· The message should end with a greeting and the sender's name. E.g. 
· Sincerely, Pavel Karas

Task
Write in the box the details for the email template that you would send when you asked for your ID card request.
	Whom
	uradobcanky@mesto.cz

	Object:
	

	Message content:




[bookmark: _Toc9422866][bookmark: _Toc9423617][bookmark: _Toc18669499][bookmark: _Toc21932664]IW3 - Sending emails

Brief description
The main purpose of using an email account is to provide the ability to send and receive email messages.
To send an email message, the following steps are required:
· (1) Open your e-mail box on the Internet (we created the account in the first worksheet).
· (2) Open a new message by clicking the "New message" button.
· (3) Write a message according to the rules in the previous worksheet.
· (4) Send a message by clicking the "Send" button.

The picture shows the environment of your email account on Google.
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Task
1. Open your inbox.
1. Write the text of the report you compiled on the previous worksheet.
1. Send it to another group participant as instructed by the lecturer.
1. Make notes on the procedure in the box.

	





[bookmark: _Toc18669500][bookmark: _Toc21932665][bookmark: _Toc528161925]IW4 - Receiving e-mails

Brief description
The main purpose of using an email account is to provide the ability to send and receive email messages.
To receive an email message, the following steps are required:
· (1) Open your e-mail box on the Internet (we created the account in the first worksheet).
· (2) View the list of received messages. Messages that are received and that you have not yet opened are highlighted in bold.
· (3) Select the received message that you want to open and click on it. The message opens in a separate window.
· (4) Read the message and close the message window. Close the message with the cross icon in the upper right corner of the window.
· Many other activities can be done with the report, but these will be discussed in further worksheets.

The picture shows the environment of your email account on Google.
[image: ]
Task
1. Open your inbox.
1. View received messages. You have received reports from some participants while completing a task on the previous worksheet.
1. Follow the instructor's instructions to open the message.
1. Read and close the message.
1. Write notes on the procedure in the box.
	




[bookmark: _Toc18669501][bookmark: _Toc21932666]IW5 – Send an email with an attachment

Brief description
A very effective option when sending messages is the ability to attach a file to the message as an attachment. For example, we can attach a form to the message that we want to send to the authority. Within the family we can send relatives photos, etc..
Although the Internet currently allows you to send large files as attachments, the file size is still limited. Therefore, often when you need to send multiple files, split them into multiple emails. This ensures that the files actually run out to the recipient.
Follow these steps to attach a file to an email message:
· (1) Open a new message, select the recipient, type the subject and text of the message.
· (2) Click on the icon indicating the file connection. It is always in the form of a paper clip.
· (3) In the dialog window, find and select the file that you want to attach to the message.
The icon for attaching a file is indicated in the figure. The staple icon may be different in different browsers.
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Task
1. Open a new message.
1. Select the recipient according to the tutor's instructions. It will be one of the other participants.
1. Tell him you are sending a photo.
1. Attach a photo you like - you'll have a set of photos on your computer. You will be informed of their location by the lecturer.
1. Send the message.
1. Write notes for the task in the box.

	


[bookmark: _Toc18669502][bookmark: _Toc21932667]IW6 – Reply and forward the message

Brief description
If you receive a message, you can do the following, for example:
· answer
· Do this if the nature of the received message so requires. This is in most cases. It is polite to reply to the message, eg just thank you for the information.
· forward the message to another person
· You can do this if, for example, you do not know how to fulfill the request in the received message. You can also forward the message to another person to inform the other person of the message you received.

These options can be selected using the "Reply" or "Forward" button. These buttons may be different in different browsers.

[image: ]








Task
1. Open your inbox.
1. Follow the instructor's instructions to respond to one message you received. Include appropriate text in your reply.
1. Follow the instructor's instructions to forward one message you received to another participant. Type the appropriate text in the message.
1. Make notes for the task in the box.

	




[bookmark: _Toc18669503][bookmark: _Toc21932668]IW7 – Message editing

Brief description
We can modify the message we send, even insert a picture into it. This image would be part of the message, not the message attachment.
The message can be edited:
· font parameters
· bold, italics, underline, font color, font size, or font type
· paragraph parameters
· paragraph alignment, numbering, bullets, paragraph indentation
· you can insert an image into the text
Some servers allow a much wider range of tools to be used.

The figure shows a set of tools for editing a message in the Google app.

[image: ]

Task
1. Open your inbox.
1. Follow the instructor's instructions to create a message based on the pattern. Use edit to edit the message and insert the picture into the message.
1. Send the message to another participant.
1. Make notes for the task in the box.

	




[bookmark: _Toc18669504][bookmark: _Toc21932669]IW8 – Fill out the form on the Office's website
On many websites we will find forms that can be filled directly on the displayed page.
These are mostly forms used by citizens to ask officials of an authority. Where appropriate, the form may be used to hand over the contact to the Office's staff requesting a document to be sent. Certainly in practice we will also meet with the further use of online forms.
The form on the website always contains a field where the citizen must state his contact in order for the authority to send a reply or to contact the citizen.

Sample form from EGOV training application
[image: ]




















Task
Open the simulated EGOV environment and complete the following tasks:
1. Open the Ministry of Health website.
1. Find a form on the site to send email queries.
1. Fill in the form with the following information:

· Subject: Benefits for the disabled
· Your name: Kateřina Málková
· Phone / E-mail: 777 555 666; kat.malkova@seznam.cz
· Question: 	Where can I find information on benefits for the disabled?
		Thank you		Kateřina Málková
1. Submit the completed form.
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