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What have I learnt from this course?
From this course I learnt how to communicate using emails how to edit and send emails.
I chose an extension to learn how to write an email to work to inform I will be late.  
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4. Edit and Send Your Email ©
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INSTRUCTIONS

1. Open an email from the Drafts folder
and edit it for a specific situation.

2. Send the message to yourself.

3. Reply to your new email.
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6. Reflection

Reflect on what you learned about in
sending emails in the workplace.

. + CERTIFICATE OF COMPLETION
You have already submitted this survey.
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