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[bookmark: _Toc21933268][bookmark: _Toc526841758][bookmark: _Toc526841971]1. Create an electronic address
1.1 E-mail
E-mail is one of many services that work on the Internet. Send, receive, and receive text messages. These messages can be attached as files.
This way of communication is very fast and cheap. To put it simply, all citizens who have access to the Internet can use electronic communication. They can access the Internet at home or use public computer rooms with internet access, such as a library
1.2 Parts of an email message
· Message header
· Contains message sender, message recipient, message importance, subject
· Message body
· It contains the text of the message, usually beginning with the same greeting as the letter and ending with the sender's signature.
· Attachments
· Any file that we need to deliver to the recipient can be attached to the email. The beneficiary must have a program to open and use it. The size of an attachment in an email is usually limited to 15 MB.
[bookmark: _Toc17704770]1.3 Possibility to set up an e-mail address
The citizen can set up an e-mail address on any server that supports electronic communication.
The most common browsers where you can create an email address are:
· Seznam.cz
· Google.com
· Centrum.cz
· Outlook.com (however, this is an application that a citizen must purchase)
[bookmark: _Toc17704771]1.4 Email address and its parts
An email address has three sections that it must always have. Let's look at these sections at the following email address:

jannovak@mailzdarma.cz

Red part - mostly username, local part of address
The blue part - an Internet domain, generally indicates the location of the computer server where the mailbox is physically created
Green part - the extension usually represents the code of the country where the mailbox server is located, but also the extensions .com, .eu, .org and others.
The user who purchased the new email address chose only a name. The next two sections are generated automatically, depending on who searches for or uses the email address purchased.
The username is always known by the "@" symbol, which is named "at". You can quickly use the Alt Gr + V.


[bookmark: _Toc17704772]1.5 To create a new email address
In this chapter, we'll show you how to set up a free email account on Google.com. and at Seznam.cz. For all other providers, creating an email account is similar.
[bookmark: _Toc17704773]1.5.1 Username
The first step is to select a username. You can think of it and put it in the appropriate box that the browser offers.
The name you entered may be blocked
If you enter your new account username, the combination of characters you select may already be blocked. The selected name may be blocked for one of the following reasons:
· when used by another user
· if it's similar to a name that someone already uses,
· If someone used the name in the past and deleted the account,
· when the name is blocked by Google for abuse.
 In this case, you must select a different name.
1.5.2. Free Email Account Gmail.com
1. Go to the new account registration page in your web browser. Gmail.com.
2. Enter all data as instructed by the system.
3. Enter a secure password to protect your data.
4. [image: ]Sign in to your new email account.



[bookmark: _Toc17704775]1.5.3 Free email account Seznam.cz
1. [image: ]Go to the new account registration page in your web browser Seznam.cz.
6. Enter your username.
7. Choose a domain name (seznam.cz, email.cz)
8. Choose a strong password for your email security.
9. Enter your personal information.
10. Log in to your new email account.












[bookmark: _Toc17704776]

1.6. How to Create a Secure Password |?
The rules on how to create a strong password are constantly improving.
1. It has 12 characters, at least: You must choose a password that is long enough. There is no minimum password length that everyone agrees on, but generally you should use passwords that are at least 12 to 14 characters long. A longer password would be even better. Mainly because of his exposure.
1. Includes numbers, symbols, capitalization, and lowercase: Use a combination of different character types to make the password difficult to break.
1. Not a word in a dictionary or a combination of words in a dictionary: Stay away from the words in the dictionary and the combination of words in the dictionary. Every word in itself is wrong. Any combination of a few words, especially if they are obvious, is also bad. For example, "house" is a terrible password. The "Red House" is also very bad.
1. Does not rely on obvious substitutes: Do not use regular substitutes - for example, "H0use" is not strong just because you have replaced the character with 0.
1. Try to mix everything: for example, "BigHouse$123" meets many requirements. It contains 12 characters and contains uppercase letters, lowercase letters, symbols, and some numbers. But it's a pretty clear slogan - it's a phrase where every word is given correctly. There is only one symbol, all numbers are at the end and are in a simple order - the password can be guessed.
[bookmark: _Toc17704777][bookmark: _Toc21933269]2. Rules of e-mail correspondence with officials
Electronic communication is one of the modern forms of communication. As in verbal communication (face-to-face) one should observe the rules of decency, this also applies to electronic communication.

If a citizen communicates by electronic communication with officials, he / she should follow the maximum rules that are common to this form of communication.
Selection of basic rules for electronic communication with officials
· Always include the Subject in the appropriate field of the message. In a few words, it expresses what the report is about.
· Express your text briefly and comprehensibly. The text should be reasonably long.
· Addressing should be formal, e.g. Dear Sir; Hello, Mr. Novak, etc.
· Be polite and tolerant.
· Do not use any verbal attacks.
· Pay attention to spelling.
· Use punctuation (period, comma, semicolon, question mark, etc.). Beware of punctuation marks is always a space.
· If you ask for anything, thank you at the end of the application.
· At the end of the message, use a suitable greeting, e.g. Best regards, Have a nice day.
· Try to respond to emails as quickly as possible.
· Keep draft reports in progress.
· If you refer to an attachment, be sure to attach it.




[bookmark: _Toc17704778][bookmark: _Toc21933270]3. Sending, receiving and handling electronic messages
Working with e-mail involves three basic activities. These are (1) sending electronic messages; (2) receiving electronic messages; and (3) handling electronic messages.
[bookmark: _Toc17704779]3.1 Sending electronic messages
1. Open your mailbox, the account you have created.
1. Find the icon or link to create a New Message. It is usually in the upper left corner of the screen. (Create New Message, New Message, New Email)
1. Enter the recipient's email address. If you want to send a message to multiple users, separate them with commas. You can enter recipients in the To field if the message is important to them, the Cc field, if we have more than one, the Cc field also serves to make sure that users in the Cc are only aware of your message, in some cases may not be important to them. The Bcc field then lists users whose addresses are not visible to others.
1. Enter the subject of the message, it should be brief and short, we can leave the field blank.
1. Create the content of the message, usually a message, starting with a salutation and ending with a signature and contact details.
1. If your mailbox allows, use the basic formatting options for your message.
1. Click Submit.
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[bookmark: _Toc17704780]3.2 Receiving electronic messages
1. Open the mailbox, the account you have created.
1. If you have received a new message or multiple messages, the number of delivered messages appears next to the list item (usually on the left side of the browser). This entry is usually called Inbox.
[image: ]
1. Click the Inbox list item. This will display a list of all received messages. This usually appears on the left side of the browser. Each message is displayed on one line. The view contains the sender's email address, the subject of the message, and the time of receipt. You can also set to display additional information.
1. Click the received message you want to view. The browser opens the message. The display contains the sender's e-mail address, subject, message text.
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27. If you want to close the message, you can click the Inbox list item again. This closes the message and displays the list of all received messages again.



[bookmark: _Toc17704781]3.3 Processing of electronic messages
You can do a number of things with the message you received. Here are the most common ones:
· reply
· select this option if you want to respond to the message and send it to the sender
· resend 
· select this option if we want to forward the message to another person, for example to inform them or to ask them for advice on the content of the message
· delete
· select this option if the message is already processed (we responded, we took note, etc.) and we do not want to do anything else with it.
· print
· select this option if you want a printed report; e.g. when there is an address in the message, etc..

For the most common activity ("reply" or "forward") in the open message is an icon that we can activate and then we can immediately write a reply.
[image: ]
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The following procedure can be used to delete a received message.

1. Go to the list of received messages.
1. Mark the message that you want to delete by clicking the mouse.
1. To delete a message, press the Delete key or click the delete message icon. This usually takes the form of a dustbin.
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[bookmark: _Toc17704782][bookmark: _Toc21933271]4. Add a file to an electronic message
Very often, it attaches a file to a message the sender creates. The file can be of any type, .docx, .xlsx, .pdf, etc.
On the other hand, for a series of received files, a file may be attached that you send to the recipient.
Therefore, you need to know how to attach a file to a message and, on the other hand, how to open an attached file.
[bookmark: _Toc17704783]4.1 Attaching a file to a message
1. Write the report according to the procedure described in Article 3.1.
1. In order to attach the file click on the icon with the image of “paper clip”.
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33. Click this icon to open a dialog box to locate the file on the sender's computer. Now you need to mark the file to mount and confirm with Enter. An icon appears in the message window with the name of the document to be sent with the message.
34. Now we can send the message. The attachment will leave with the message.
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[bookmark: _Toc17704784]4.2 Activities with received report
1. If you see a list of received messages in the electronic communication application, there is either a “paper clip” icon or an icon with the name of the attached file.
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36. Click on this icon to open the attached file.
37. You can print, save, or close an open file.



[bookmark: _Toc17704785][bookmark: _Toc21933272]5. Other forms of electronic communication with authorities
Electronic communication with authorities may take other forms. Let's take a look at some of them, which we invoke directly on the website of the authorities:
· online ordering for life situations
· request to receive Newsletter
· raising questions and suggestions to office staff
[image: ]These and other forms of electronic communication with the Office often require the citizen to have his / her own electronic address.
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