
What is email? 

Email, or electronic mail, is a method of sending messages via the Internet 

between computers or mobile devices, enabling fast communication across time 

zones for personal and professional purposes. 

Types of email addresses 

Emails can be used for personal and business purposes and the email address will vary based on 

the usage. Professional email addresses can fall under two different categories: 

 User email address - This is the email address of a user/member in your 

organization. For example, user@domainname.com. 

 Group email address - This is a common email address shared between multiple 

members of your organization. For example, the marketing team of an organization 

may have many users and sending an email to the team can be achieved by creating a 

group email address such as marketing@domainname.com. 

 

 

 



 

List of different parts of an email : 

Header: The header includes the sender's email address, the recipient's email 

address, and sometimes the date and time. You will not see this information 

when receiving an email. 

 

Subject Line: The subject line is something that gives you an entire overview 

of the email before you read the email. 

 

Salutation: This is your greeting to the recipient, such as "Hi John" or "Dear 

Ms. Smith." 

 

Body: This is the main part of the email where you convey your message. 

 

Call to Action (CTA): (Optional) A CTA, or Call to Action, is something 

you mention at the end of the email where you tell the receiver if you want them 

to do something, such as replying, clicking a link, or scheduling a meeting. 

 

Closing: This is the part where you politely end the email, such as 'Sincerely' 

or 'Best regards. 

 

Signature: This is an important part. When you’re sending an email, you 

should make sure to include this at the very end so the person receiving the 

email knows who is emailing him. 

 

Attachments: (Optional) You can attach files, such as documents, images, or 

spreadsheets, to your email for the recipient to view. 
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