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Email Specification
Students should be able to:

create and send an email,

e prioritise an email;

e add an attachment to an email;

o understand the need for and use cc and bec in an email;
e understand the need for a distribution list; and

e use a distribution list.

Loading Email
To load email — load My School home page — click Office 365

At the next screen click Continue to Sign In.

adfs.czkschools.net

The site that you are accessing requires ¥ou 10 $ign in. Select vour organization from the fallowing
fst.

| ads. c2kachocts net i

The following screen will appear and you click on Mail.




The following screen will appear:-

365 Outlook

Search Mall and Peaple 22 & New |~
v Foldars Inbox Filter
A Groups Next: Mo events for the next twa days. ™ Agerda

b2a

Groups give teams 8 shared
mail, documents
nd scheduling events

< Discover

Select an tem to read

Chick here to always select the first item in the list

Send an Email

To send a new email — click the New button and click Email message as shown below:-

T E——————————
| ¢ T ——r—— - £ - ac| s

Offic

Search Manl and Preople 2 # New ~

Email message
~ Folders Filter ~
Catendar et
Clutter 1 G o days B Agenda
More
A Groups

5o

e teams a shared

=+ Discover



Once you have clicked email message the following screen will appear:-

Office 365 Outlook

Search Mail and Pecple S Hsend B Atach  Discard e =2
~ Folders Inbox Filter To | Bec
Cluttes 1 Mext: Mo events for the rext two days. 1) Agenda
More G
~ Groups

WA B I U X LEEECEEEEEE=EORY L W M

Discand P @& v

o

Under the To heading, type the email address of the person you wish to send an email to.
Under Add a subject, type in a subject heading for your email.

Under Add a message and drag a file here, construct your email using proper spelling, punctuation
and grammar. Use a greeting and salutation to open and close your email, as shown below:-

/'
- |
W= Send @ Attach  Discard e o
To  infobcsesorguk
e

Business Communciation Systems

Good morming
Could you please give me some information on your GCSE Business Communication System Course.

Thanks

Roger Robin|

Once the email *en constructed and you want to send the email. Click the Send button at the

bottom of the screen as highlighted in screen dump above.



Prioritise an Email
To prioritise an email — click on the ... dots as shown below - then choose Set importance and choose

the option you require, either High, Normal or Low.

M send B Amach  Discard
Save draft
Filtar ~ Ta nfa@ecenargul ot
Show From
ot the next two days = Agenda .
ech nammes
Cc

Set impartance » High

Switch to plain test Normal

Shiow message opban. Lows

Good merning Check for accessiblity issues

Could you please give me some infarmation on your GCSE Business Communication
Thanks

Roger Rabin

A £ B I U & A 2 i =% 2 = = = @& 9

mmsmd B e @4~

If you set it a High a red ! mark appears as shown below:-

2 5end B Attach  Dwcard

Business Communciaion Systems O

Goad marning

Could you please glve me same Informatlen on your GCSE Business Communication System Course.

Thanks
Roger Rebin
MM A B I U & A 5 15 2 32 — — — @ G ox X o »

o

TR



If you set it a Normal nothing happens. If you set it a Low a downward arrow appears as shown

below:-

= Send B Attach  Discard

Good morning

Could you please give me seme information on your GCSE Business Communication System Course.

Thanks
Roger Robin
M A B T U & A 22 Z¢ 38 = = = @ & W N o v

m Discard B [l @ & v [ T



Add an attachment to an Email

To add an attachment to an email — click on the attach button as shown in screen shot below:-

Discard

Now, choose the file from your documents that you wish to upload and click OK. You will now see that

the document is attached. You can now send your email with the attached document included by clicking
on the Send button, as shown below:-

(=3 E=n 3|

Q7w B

Y
‘D Send [ Attach Discard  eer ()

To o info@ccea.orguk X Bee

Cec

communication draftdo.. %

Good morning

Could you please give me some more information on your GCSE Business Communication
course. | have attached some questions that i hope you can answer about thissubject.

yours sincerely

Roger Rabbit

M A B I U & A = 2 € 32 = = = @ V¥

m Discard D w © A v D} Oraft saved at 1120



Understand the need for and use cc and bcce in an Email

The screen below indicates that we have three options for sending the email to recipients:-

1. We can send it to the address in the To section

2. We can also send it as a Cc (carbon copy) to another email recipient to share the same email without
having to repeat the email or as a record that we have sent an email to someone. All the recipients
know that this email has been sent to this recipient.

3. We can also use the Bec (blind carbon copy) this will send an email to someone else without
disclosing their email address and the other recipients don’t know that the email has been sent to this
recipient.

= Send ﬂj Attach  Discard

To

e info@ccea.org.uk

Cc

Bcc

Understand the need for a distribution list/contact list; and use a distribution
list/contact list

A distribution list is a collection of email addresses that allow you to email multiple people at one time

about a specific topic.

For example you might set up a distribution list / contact list containing all of your friends. When you
want to send out an email to them all, instead of having to select every email address from your contact
list you can just select the created distribution list instead.



To create a distribution/contact list in Office 265
At the bottom left of screen, click the two people as shown below:-

Office 365 Outlook

ail and People J2 # New|¥
w Folders + Inbox Filter
A Groups Mt Me cvrnts b the neet s days. [ Agenda

$od

Saarch People pel @ New ¥ Manage ¥ Edit Favourties
Cortact ~
A Featured people e frequently contact view me st »

Group tions andd updates for the peaple you interact with the most. m
Frenuertly cantacted

On your calendar

Click on New — Contact List and the following screen will appear:-

Outlook

H save W Cancel

List name Notes
I

Add members

10



Name the new list under List Name. Click Add members and click Search Directory and a list of
name will appear, keep adding all the names you want in to contact list and the click Save as shown

below:-

H save @ Cancel

List name Notes

BCS Test

Add members

3 newly added members

ICT Hub test site ®
ICTHubtestsite@ennilive.onmicr
BTEC Applied x
BTECApplied@ennilive.onmicro:
A plan with a plan x
Aplanwithaplan@ennilive onmic

11



To view you contact, click on the two people at bottom, click on your contacts and they should appear
as shown below:-

Outlook

earch Propi el @ New|¥  Manage ¥

Contacts
~ Featured people A 1total By first name «
Freguently contacted

O your calendar Full name Emaidl sdddress Tale Offce

Favourites

For lolaw-up @ BCS Test

A Your contacts

Certnets

A Directory

All Agoms

All Cantacts

Al Groups
Cffine Global Address List

Pulblic Feiders.

~ Groups

“w L

Groups give teams a thared

= F oA ™

To edit distribution/contact list
To add or delete a contact to an existing list — click on the tick beside the list and in this case BCS Test

and then click Edit and this will bring up you list and you can amend as you wish as shown below:-

Search Pecple el @ Mew|¥  Manag et Liste v
Contacts
~ Featured people 1af 1 selected

By first name -

Frequently cantacted

On your ealendar v Full name Emad sdddreis Tae Offce

Favourdes

For follaw-up %4 @ BCS Test

A Your contacts
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