Send Emails in the Workplace

Below is a screenshot of a mailbox, once you have logged into your gmail account after entering your credentials. To login into your gmail, you will sign into your google account and open gmail from the menu on the right hand side.
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Inform your work you’ll be late

To start you will create a new email. Add a subject line message and begin the email with a greeting. Start with an apology and consider the details you need to add to your email – body of the email. To share the email with other people you will add those email addresses to CC fields. To close an email you will need to sign email with your name.
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Email draft to request time off work
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Edit and send your email
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Although emails are a common way used to communicate within organisations but it is also important that we do not use emails when asking supervisor for raise, filing a complaint, giving bad news or discussing any confidential issues.
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Promotions 2, Social

Agha Abuzar, welcome to Applied Digital Skills! - Here's how to start using our free, interactive lessons.

Security alert - A new sign-in on Windows agha.abuzar@gmail.com We noticed a new sign-in to your Google Acco...
A special gift just for you - Open it now View online FLIGHTS FLIGHTS CAR HIRE CAR HIRE HOTELS HOTELS GIFT ...
Someone Has Sent You a Message... - Genuine Diamond and White Gold Heart Pendant | 145-Piece Pencil & Paint ...
Psst, it's December!! & - Don't be stuck on Christmas gift ideas View online FLIGHTS FLIGHTS CAR HIRE CAR HIR...
£1.6M+ Raised from 1,700+ Investors - Ripple is Closing Soon! - Green Energy Ownership with 15K Members - C...
Strapped for cash after Black Friday? &) - Introducing BROKE FRIDAY View online FLIGHTS CAR HIRE HOTELS Gl...
REDUCED! Wireless Car Vacuum NOW £9.99! | 8-in-1 Air Fryer £59.99 | Triple Vision Dash Cam £14.99 | Black...
Security alert - A new sign-in on Windows agha.abuzar@gmail.com We noticed a new sign-in to your Google Acco...
Don't miss this in-demand green energy investment <f - Ripple is 227% overfunding! Check out this investor fav...
Cyber Monday savings have arrived at Ryanair " - Fly from £19.99 View online FLIGHTS FLIGHTS CAR HIRE CA...
We're bringing the light to Black Friday +* - Buy one, get one HALF PRICE View online FLIGHTS FLIGHTS CAR HIR...
Ryanair's Black Friday offer is HERE & - We just couldn't wait View online FLIGHTS FLIGHTS CAR HIRE CAR HIRE ...

Don't miss this opportunity to travel - 15% Off View online FLIGHTS FLIGHTS CAR HIRE CAR HIRE HOTELS HOTEL...
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Running late - in by 12 -2 X

»

To . Khizer.shahid15@gmail.com X

Cc o Agha[HOT$QUAD] Ali Haider (hotmail.com) X

Bee
Running late - in by 12
Hi Khizer,
| hope you're keeping well.
| am so sorry for the late notice, my car has a flat tire when | checked
it this morning. | will need to take it to the garage and have it repaired.

| am aiming to be at work by 12pm.

| have a monthly report to submit at 1pm but | will be able to do it on
my return.

| am sorry for the inconvenience it may have caused.

Thanks in advance
Agha Khan
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Vacation request January 03/24
Khizer.shahid15@gmail.com 1more
Vacation request January 03/24

Hi Khizer,

| hope you're keeping well.

| am writing this email to request a day off on the 03/01/24. | hope it is
okay to take off on this day?

| have checked with Sam and he is happy to attend triage meeting on
my behalf and take minutes. | will not have access to my emails
during this time but will catch up on them as soon as | get back.

For any urgent matters, | can always be reached on my personal

number 07501234567.

Thanks in advance
Agha Khan

© @ SansSerif v TI~

B I U A~ ~

B <

e

+ ® 4 P O

8




image4.png
M Gmail Q_ in:draft X T ® ©

/ Compose [ Any time ~ ] [ Has attachment ] [ To ¥ ] Advanced search
o~ ¢ : 1-20f 2
B Inbox 346
s Starred » Draft Vacation request February 03/24 - Hi Khizer, | hope you're keeping well. | am writing this email to request a day off o... 2:30PM
O  Snoozed Draft Reference - Hello Nerys, | hope you Vacation request February 03/24 _ A X
> Important
Agha Abuzar Khan (agha.abuzar@gmail.com)
[E Chats
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® Spam 3
| am writing this email to request a day off on the 03/02/24. | hope it is
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Thanks in advance
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