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New Message
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Cc (Carbon Copy) - Wﬁﬂﬁﬁﬁﬁ‘ﬁaﬁmﬁﬁmé
1 T3] & ST SRR 3 37 & oft ferarm ok g drew bt it
IR Fra-fra =t ‘fﬁ-ﬁﬂé%| A copy of this mail will be received by all

those whos@nl add@lll be entered in CC and they will also see

that the copy of this mail has been sent and to whom{jCtrl + Shift + Cj§

ce P o s 6 dé\%
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Bcece (Blind carbon copy)- ¥ ﬁfr h! ShTUT 37 T R UTH g =T
3-HTT USH Bee H STAT AT W 3¢ I€ A&l (@A foh a8 Ut 3R
fohu- ToRE AT 9IIT 71T 2| A copy of this mail will be received by all

those whose e-mail address will be entered in Bee but they will not see

that this mail has been sent and to whom. %Ctrl + Shift + @
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wﬁﬁaﬁaﬁﬁﬁ 7y fereg & \ereil ATt 8 The

_—

main subject matter of the mail to be sent is inserted in it.

TEH WS T ATA HeT ehi (9T IEq/ I foT@T ATAT 2| The subject

matter/purpose of the mail being sent is written in it.

S&Bgecf ]P;&J ;}l }‘P[ Pﬂ Onmdl) C‘Q%d%(%
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Send: ﬂgwmmaﬁ/maﬂ%ﬁmmaﬁaﬁ?mwﬁﬁmﬁ;
%;f%m TR SATAT %\ Send is used to send final mail by typing / or attaching a file. '

lnserthk:mmﬁﬁﬁ%maﬁgniaﬂﬁ%%q%mma

It is used to insert the link in the mail

| Insert Emojiz 9T W FHIST ST IANT ST & {e10] To use emoji in mail.

{Ctrl + Shift + 2}
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Insert Files Using Drive: qie ATUh ZRT Attached Fil 3fern %, atl
e E'ﬁ =d: gl Google Drive Link___ﬁ ATShT IS AT '&-'l If the file you

attached is more than 25 MB, Gmail automatically sends it by attaching it to

Google Drive Link.

©O @ SansSerif v+ v+ B I U A~
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Label: "Labels" in email are used to organize emails under different categories

or folders. 3HA W :’_ﬁ'ﬂ'ﬁ" (Label) ST IuamT fafe= gforat av wiesd & siaiq
U hi STARAT HA o fore FomaT JTaT 2

** Labels can be used to organize and sort emails. AT ST IUANT éﬁﬁ'

T

! STATET S AT ATE A o forg Fomar w1 wrewat 21

& . . . . .
*%* Assigning a label means you are placing emails into a category. A

Wﬁﬂ%%%mﬁﬁ@;@%ﬁ(categow)ﬁ@
®E
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S S 2T ONSTABLE JHCM JAWO/TPO IR

9 ore than one label can be applied to an email. Uch éﬁ(_-l' OY Uch ﬁ‘
-~
AT T TG AT Hehe 2|
o Labels are like categorizing emails into a specific folder, but it allows even
B e

more flexibility. ﬁaﬁwﬁﬁgnﬁ?ﬁéﬁaaﬁmﬁmaﬂﬁh
%ﬁﬁ—vmgaﬁ'{ﬁ’raﬁwmém%l

‘:‘ Assigning a label to an email is similar to moving it to a specific folder.

Fm"q"}é Ul W AT 3THTEH AT, 3H fohut [ wiest d & I
% T 2
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We can use labels in email to sort our inbox. 8H Sr EEELE 3] Gk

—_

(sort)mﬁ%%qé-ﬁﬁﬁﬁaﬂwmaﬂmﬁl
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CONSTABLE JHCM TAWO/TPO IS

Email Sorting: Email sorting means organizing emails or putting them in a particular order to make them

easier to find and manage. éﬂﬁﬂﬁﬂ (E-mail Sorting) skt ﬁﬁﬁﬁﬁmmmﬁ%ﬁ%ﬁq
HH | TEAT ATieh 3¢ geAT AR TaTUd AT HATHH &1 Hehl

7

*%* By default, Gmail can sort the 50 most r;cenlly received emails by user. fEwiee &0 & Fue
=" (Gmail) ¥ T 1 FTCT & § ATH T 50 FAEAT i HIE HT THaAT 8|

% We may sort emails based on a number of factors, such as the subject, sender, size or age of the
 —

~ message. 9 SHCT ohi hs hITehl h TUR U BIE Hhd &, ﬁﬁ%ﬁw TuH, mmnﬁwaﬁrml

a Sorting mail helps us remove unwanted emails l'rom your mbm and easily unsubscribe you from
~ mailings we don't need. T Bied ¥ &H ATYh IAGTGH H_AIABA IHA g2 AR IA WG § ATHHT H
AT HA | HaE ferdt € feht a8 wewa 79 2

L —

o Depending on what we use your email address for, sorting email may also help you keep track of
—
trends and correspondence by viewing messages sorted based on specific criteria. 9 mﬁﬁqﬁ
m%ﬁmﬁww%mﬁm%ﬂamﬁﬁmwmm HTUR 9T BTE MU
| Heyn il 2T 53 : g W 9t weE e aedt

_——h p
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It is used at the end of the mail, in which the sender of the mail gives his information, |

we can set it automatic, so that it gets added automatically at the end of every mail. |

$HehT TANT WA o 3id | foharn STaT g, ﬁnﬁMailﬁaﬁmm'
Information 24T % oH 3'@ Automatic Set I Hﬂﬁ % g W HA %i
aﬁrﬁm @a's'm'&\

{—H oo

O
507°
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| Pt HCM FAWO/TPO e
Toggle Confidential Mode: | Confidential mode is used to protect sensitive

information when sending emails. This feature prevents the recipient from

forwarding, copying, downloading, or printing the email. An expiration date can

also be set for the message and the message can be protected via a passcode.

HRRERTTET TS T T ST ST 6 AR Erreviter ST g

% foru for T 31 72 Wl ST Y SHeT Y AT AT, FA F,
ST e, 1 e e & el gt stz 26 forg o wrwfin ffar (expiry
date)@maﬁwm%wm@%wag@amm
ThaT 2|
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; Auachment-éﬁﬁﬁgﬂaﬁ?ﬁ?ﬁaﬁé?ﬁfmj?%m%mm
s Tiveam, Sfea, sireay, wree, s/ R, e e ot 9w qe
¥t ger st arberive et gt & Coveren 25 MB Y arderite o
Aahd & AT FH TATET T2t WISET ohl I HEAT AT EH ST 313

TIRT ST Aehd %\ In email, we can send any document by attachment or we can also

send any software, video, audio, file, image / picture, zipped file. But there is a limit of

attachment inside it — can be sent by attaching only 25 MB, if we want to share a larger

file, then we can use Google Drive.

| ng‘f’n Cli P ICO)?_
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E-mail ¥ Or{ed 914

1. E-mail address ¥ @13 {6 TATT (Space) T&T EHT ?IT%Q\

—
There should not be any space in the E-mail address.

2. @ o8 3TAaT™ / @ sign mandatory

3 E-mail Id case WfUTET & Bl 2| (T2, BIE AU A ! Tesh AT

read <hi{dl %) | E-mail Id is not case sensitive. (Reads all the letters big

and small alike).

4. Password Case HTATES graT %| Password is case sensitive.
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. 'sc o 3,‘-|—$F | 3‘&9‘” 3-1'%?!:\'8[ @T-ﬁ %l E mall ID is always unique.
6. E-mail Id q 31%?11‘-!?: éﬁ %rtf Paper Clip lcon BhT SEAHTC BT 2

Paper Cllp lcon IS used for attachment in E-mail Id.
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7. E-mail Forward Sh{d ¥ WINST Attachment ¥ IS Y Tehd! &)

You can make changes in the existing attachment while forwarding

the e-mail.

8. E- mauwmgaaﬁim-crrr%\

The maximum size of e-mail is 25 MB

9. G-mail ﬁ @ﬁraﬁ %\ / E-mail storage is 15 GB.
10, $-3re STt sty 3 Fore Srwen ot et omd A, Fe e @

Sender's mail ID for sending e-mail ID. It is necessary to have.
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ﬁwwﬁwﬂﬁﬁaﬁ@&aﬁmmﬁmﬁ%ﬁmmﬁmﬁ
" areu T T TN S Ta ¥ To send the same mail to more than

one place at once, you can use comma in To folder.

12,5 fo & arforeem frer o ot et [ 500

The maximum limit for sending mail in a day is — 500.
13,9 trenfere 1w s - i i e

E-mails from senders on your blacklist always go to the spam folder.
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CONSTABLE JHCM RAWO/TPO

14.0% $-3et ATER & et U @ Ui g R

An e-mail ID must contain only one (@ character.
15 T U A A Hﬂw@ﬁ & ||

There cannot be two consecutive dots in a mail ID.

16. STHT A0 T A-Z,1-9, - 3 . ITH BT Thd 2|

== |

Domain names include A-Z,1-9, - and . Can join.

17§ﬁﬁﬁg‘rﬁ=rﬂtrﬁmgz . o T3 3R 3 STHA 1 2T AT SHA o AT

| A %| Dot in domain name in e-mail. The domain to the right is known

as the top level domain.
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CONSTABLE JHCM JAWO/TP0 I L_L}
1s.wqﬁﬂam§wmaﬂ%w&m&ﬁﬁmﬁmm

ATH O 4T Hehd §| Multiple e-mail I1Ds using one personal computer Can

be made from name.

19. TR, TheZ T HETH TRV BHAT &, UIT 3-HeT Shu sl hid 80
Bt 3'{1@ 31ﬁ7:=ITdT-IT Bl @?ﬁ' %| Subject is a brief summary of the content,

but when composing an email, It is not mandatory.
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20. mﬁﬁ%wﬁﬁnﬁﬁqaﬁmmoﬁﬁﬁam% Microsoft 365
W%Wﬁﬂﬁﬁﬁmm!ﬁﬁ@@?ﬁ%l

You can send a maximum of 300 emails per day through Outlook Mail, the

limit for sending emails for Microsoft 365 accounts is 10,000 per day.

_21.Mai ID & A-Z,1-9, ~8%"&*_=+}{*2-, I BT Al ¢
Mall ID includes A-Z,1-9, ~!1$% " &* —+}{“’ Can join.

2. aagwﬁmﬁﬂﬂaﬁ Starred A 2 a1 98 Yellow Star ¥ S ATdT

%\ When we star a mail, it turns into Yellow Star.
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2. G-manl%%ﬁﬁﬁﬁﬁmﬁ".ﬂ

The maximum limit of mail merge for Gmail is 1500.

24 Mail Merge 9T <hl quAT Multi Sena\m\
The old name of Mail Merge function was Multi Send.

- 25.G-mail sht Paid Service Eﬁ\i Google Workspace}%mﬁmm
" %7390 UE $3Ti(To) CC 3 BCC die afed 2000 STRebaia

i A6t U shl fortWe 2| Gmail's paid service is known as Google

Workspace, and it has a limit of sending mail to 2000 recipients

including To, CC and BCC fields in one email.
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mm@mwéwﬁﬁéﬁﬁﬁﬁ%ﬁﬁ Bulk Email gt

GI'l?IT %| When we send e-mail to many people at once, it is called
Bulk Email.
z7m§ﬁﬁaﬁﬁmm% a1l 9 Zehsl § g2 W1 &, /& Packets

EIET ST %l When e-mail is sent, it is broken into pieces called

packets.
On August 30, 1982, the US government granted the first
<

copyright for e-mail to Indian-origin Shiva Ayyadurai and

| officially recognized him as the inventor of e-mail. He worked on




! s IIE_“GI%]I!':—“Z,5 uiﬁa aﬂ. MPUT

the rules/protocols of e-mail. And prepared the present form of

mail.LﬁSO August 1982\@, HANH THR A ARAT qeT o ran

31'80'@3'{3‘ @&l E-mail & o ggem Copyright UaH T
TTereRTieRh 9 WX E-mail & TSR ek o ®9 ¥ 94T &1, 38

?—ﬁﬁ % Rules/Protocols U S fohaT I HeT <k ﬁﬂog'r &Y &l
aar feran

29. Today's e-mail system is based on Store and Forward Model.
—

pr
AT ':E-'EIF[ System Store and Forward Model 4 ATATRA %\
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30.You just need to connect to a mail server or webmail interface, after which
—

you can send and receive mail from anywhere to anyone. ATk I Uch

UeT HE AT ATHA $TTHH H HAdE LA shi ATavaehal &, Foes
TS ATT gl & WY 3R fRET sl ot vt O AR s o aehd 2

31. All the mails sent through e-mail are coded in ASCII in the form of

security. E-mail q HT%'EI'H' q ﬁﬁﬁ W e AT % 3% Security h Form

32, Message Pan — When you click on an e-mail in the Inbox section,

it will open in the message pane, now you can read that mail and
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give your response (reply, reaction) to that mail through various
options present here. Can give from Reply, Reply All, forward.
A AT AT T9= | foret 3-ver W foeen ot & & 98 #ew
‘?Frﬁ AT 21 FE, S HATY I WA Tl g Tehd ¢ ATC T2 0SS

fafer= AT & "1eaw & 39 "Wt WX AT i (frears, froasr)

o HTEaH | S Aehd %]LReply,_ Reply All, Forward




B O B E 0 & D
Snoaze until

Data inbox » Later today Tom, 600 PM
Tomiceriow Wed BDOAM

Shivam Gupta v

N . Later Mg webeh L, B-OOAM
Ths waakand Sun, B00AM

B 55CCGL 12 HOURS MA

PDF CompressiPdt pdf Meat work Maon, 800 AM

m Pick date & tims

One attachment - Scarmed _ s

~ Forward ' (_::I
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22. Google Meet is used for video conferencing through Gmail.
Through the free service of Google Meet, we can hold video

conferencing meetings with 100 people at a time for a maximum of
60 minutes. G-mail = ATEIH & Video Conferencing & foo Google

TMeet T T feRa AT %\&Google Meet sht SRl ﬁﬂi < HTeAW | W
Uch aR ﬁ_l_ﬁ(_)_?ﬁ'lﬁ < AU AT o anﬁ?ﬁ_ 60 Minute Tk shl Video

Conferencing Meeting <hi Ohd %\
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B nef Nick Kortendick
et

Team
Jeroen, Matthew, me 3

Mika, Ashley 2

Annika Crowley
B Start a meeling

Muireann, Kylie, David 5 Two pi
E Join a meeling

Deanna Carey |UX] S¢

C
Chat

Earl, Cameron, me 4 Re: Pr

Nina Xu ~ Diogo, Vivia 3 Re: Co
™). Tom Holman
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EJHCM JA o1
Protocols for sending e-mail / E-mail ST 9514 & ToTT (Protocols: Set of rules)

1 Simple Mail Transfer Protocol -

This is an e-mail related protocol which is used to send e-mail from

one computer to another. agqmé-ﬁaumﬁﬂuﬁzﬁa%ﬁmm

AT SHOge | TAY HIE W 3-HeA WA o o1Q Terat ATa 2|

SMTP &1 UehR T AT 8- SMTP is of two types-

End M@

Storage and Forward Method.







TEELEIEEZE™ orapitor ot CONPUTER

N ‘

> last seen today at 10:53 am

loday

Messages and calls are end-to-end encrypted.
one outsiqge of this chat, n @t even WhatsApp,
e -
can read or Listen to them. Tap to learn more.

N|S contact
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2. POP3 - Post Ofﬁce Protocol -

Am———

This is an e-mail related protocol which is used to receive e-mail.

TE Ueh 3-UcT AT TIEIeheT & (WTHehT T 3-UeT UTH i |
eRaT SATaT 2|

By 3 in POP3 we mean the third version.

[ POP3|& 3 & g Srfursrrar oo wreaheor & 3

e
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. Internet Message Access Protocol —
wwsﬁzﬁﬁﬁqﬂuﬁﬁmﬁ%ﬁwgﬁaﬁvﬁm
! TTSd A | 0 AT &, TE Ueh UATohvT o1at TTETehiet &
mmwwmamma

It is an Internet message access protocol that helps manage

mailboxes from multiple devices. It is an application layer protocol

used to receive e-mail from a mail server.

—
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s e 2B CONSTABLE JHCM JAWO/TPO
E-mail Protocols

SMTP/ POP3/ IMAP/ MIME

MIME + Multipurpose Internet Mail Extension

Attachment (Text + Non Text) Audio, Video, Files,

Jpeg etc.%%@mwmmm%\

MIME protocol is used for attachment (Text + Non Text).




