Send Emails at Workplace course

1) In beginning of course | learn how to write a professional email. In video |
watch | learned about recipient, subject line, greeting , body and closing to
create an email. Here is screenshot of example of my email:

Digital skills assessment course discusion - X
2232217@student.uwtsd.ac.uk

Digital skills assessment course discusion

Dear Ervinsl

| would like to discuss about course you have complete about how to write an email at workplace.

Have a good dayl
Erving|
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Easily switch between different signatures
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2) In another video | learned to create an email , draft email. In email | include
an apology for unable to attend a meeting and add a address and carbon copy
CC.

Resheduling a meeting! - X
To Q 2232217@student.uwtsd.ac.uk X

cc ) 2232217@student.uwtsd.ac.uk X |

Resheduling a meeting!

Hi Ervins]

| do apologise but i have to reschedule our meeting what was planed today at 10.00 am due to strong migraine!
| can reschedule our meeting to following dates:

Tuesday 11.10.23 at 12.30

Friday 14.10.23 at 15.25

Monday 17.10.23 at 9.45

If any of these dates is available for you, please let me know.

Sincerelyl

Ervins
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In 3" video | learned how to edit a draft email.
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In 5% video main goal to learned why is not appropriate to write an email. See
screenshot below:

Some situations where you might NOT -
want to use email, such as when: "
Asking your supervisor for a raise i

Filing a complaint about a coworker
Giving bad news

Discussing other confidential or private issues

In extension of course | learned to create a email signature, automated reply
when | am not available:

Out-of-Office AutoReply: (O Out of Office AutoReply off

sends an automated reply to incomin .
¢ ey 9 @ Out of Office AutoReply on
messages. If a contact sends you several

messages, this automated reply will be First day: ‘ 30 November 2023 Last day:|7 December 2023
sent at most once every 4 days)
Learn more Subject: | Not available |
Message: _ P
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« Plain Text

l am not available, byel|

[ Only send a response to people in my Contacts



