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Search Message

Instructor Note for Live Demonstration: This Email Basics example is used starting on slide 57 in the Volunteer Instructor Guide and PowerPoint presentation and is used in the section about searching for email messages.  

Before the class begins, check the account you will use for the workshop and verify this email is in the Draft folder. If this email example is not in the Draft folder, complete the following steps. 

1. Go to www.gmail.com.

2. Log into the account you will use in the workshop. Do not use your personal email account. If available, use an account your organization has for workshops, or consider creating an account for this purpose with leadership approval.

3. Click the Compose button to create a new email.

4. In the New Message window, copy and paste the following information into the appropriate fields:
a. To: insert <email address of the account you will use in the workshop>
b. Subject: Email Basics Search Example: Upcoming Field Trip 
c. Body of email: Copy and paste this graphic into the body of the email: 
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d. Click Send.
e. After you send the email, it will display in the Inbox.
f. Move the email to the Draft folder.

5. Use this example for the workshop as indicated on the Instructor Guide and in the PowerPoint presentation.
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Dear ParentCaregiver

Your child’s class will be visiting the City Zoon on May 24'". The cost is free. The students will be transported to and from the school and the
200 by bus. The bus will leave the school at 10:30 am and return to the school at 1:30 p.m.

Please sign and return the permission slip and medical waiver by May 15th. Please reach out with any questions.

Regards,
Ms. Thompson




