1. Structure of E-mail

E-mail ST TgFeR cliel HET AR H T 8T §: To (eciehai), Subject (fa5), 3 Body (H&21)| 58
FfafRea Cc, Bee, 31X Attachments 58 [daed 8 819 gl

& 3GTEVUT Th Al & 3Tdce] %T-of To#H HR FT A, Subject H "Job Application" 3 Body & fdaxor for@r
ST Bl

2. Using E-mails

E-mail &1 3UART TS HUR, SiogHec QAR Faar fo e & fov g gl
& 357ER01: Tl H Notice AT & fAT E-mail T 39N FAT|

3. Opening Email Account

E-mail 37H13¢ Tlelel & fIT Gmail, Yahoo, Outlook STET dedISe W ST oreeerd fohar Srar g
& 3G7EY0T www.gmail.com I SR dAT Google Account SaTalT|

4. Mailbox: Inbox and Outbox

Inbox dg SIdTg & dsT Eﬁ 9red éd-\ioi 3 %,aa% Outbox H T éﬁ?l’ Eﬁ %’ S S ST | %’ r FS AT
Fr gferar #7 g
& 3g78V0T: Inbox H Assignment HST STeT ehT El:fed' Ao

5. Creating and Sending a New E-mail

TIT A oIl & TIT "Compose" WX fFeleh HT To, Subject 31X Body 3R "Send" fohaT ST &1
& 3BT e I SIeHATCe Sl IHRHAT SHA HoTeT|

6. Replying to an E-mail Message

Reply ¥ fardll gred $aer &1 3aX fqar o1 &t &, @ Ao s« waffid @ar Bl
& 357807 AR SaRT HSt T gIHATGH W Reply |

7. Forwarding an E-mail Message


http://www.gmail.com/

Forward [d&ed & e ucd AT F 30T AfFd I AT ST FohaT B
& 3G78VUT Meeting T Hel SIH o STehl TEEAT &l Forward SheTT|

8. Searching Emails

Search STFE & HIaS STl YT SHST WIS ST Fehll &
* 3878V "Invoice" for@et foer @afaa $ae @iot|

9. Attaching Files with Email

A & AT Document, Image, PDF 37T¢ Attach fhT ST @ &1
& 3G7EV0T  Resume 31 Marksheets I E-mail # Attach S{eh HTeTT|

10. Email Signature

Signature $Hel & 3 # 3fCAH S5 ATl CFEe BIdT &, [ aH &1, AlWSS A 31 g 2
& 3CT8YUT: "Regards, Rahul Sharma, Lecturer, XYZ College" |

11. Social Networking & e-Commerce

Social Networking & &l9T 398 #H Tg? Ed g Safh e-Commerce H e ATATA WET 3R &A1 JATAT

gl
3578707 Amazon ¥ HIES ST HEAT (e-Commerce) 3 Facebook T GIFd & &1 &&AT (Social
Networking) |

12. Facebook

Facebook Teh TIRMT SAedfehar drsc %‘ dsT ol W,Qﬁ?j' IR AT IR A %I
& 376X TRl T H AN ARG I SIhRT G |

13. Twitter

Twitter Ueh HIGshlsel 1919] CATHIA § T8l Jo 280 IFcy deh & HEA (Tweets) TEC L o
& 3FGTENUT YR SaRT o5 JlstedT I TIYUT Tweet AT




14. LinkedIn

LinkedIn Ueh Ihelelel Acafehdl ASC § Sl IoR st 3R ooy d@ath §u& s 2
& 327807 39T Resume 3TclIS Fleh AT & T TR

15. Instagram

Instagram 9X 9T Bl 3R Af3AT R A § 3R Reels o ATEIH A Short Videos TATd & |
@ 327EVUT U Plotel 3d¢ $I d¥AR Instagram G GIEE AT

16. Instant Messaging (WhatsApp, Facebook Messenger, Telegram)

I Apps RIer ez & #A9, wier, AZAT doe & forw 39ahr fFe o g1
& 3878V Telegram 9 Study Material QIR &eTT|

17. Introduction to Blogs

Blog Teh ATTclSal ol giar ¢ o fardl Ay fawyr o3 forar arar & 3R & 39 ue a1 #die ax Tohd
gl

& 3G7g7UT: U S AT "How to Prepare for Exams" UX SolldT Tl

18. Basics of E-commerce

E-commerce & 37T Products 3R Services T 3ﬁ?-ITvI1$?-T od-¢aT gIdT gl
& 3G770T; Flipkart & fohdre @liear|

19. Netiquettes

Netiquettes T Hdeld § Fetelc W RASCMAR & HY SYIGR HLT S8 GHU T HFATT T, Caps Lock &
ITd 3T o T A
& 37T fRE 9 A Qe A faamas fee &7 e

20. Overview of e-Governance Services like Railway Reservation, Passport, eHospital (ORS)



e-Governance HaTl TXHRI HIHT HI HicTellgel 3T Hc § S o T feve o e, IEUIE 31TdeT,
IT 39T # 34iscHe ofeT|
® 3G7ENUT www.irctc.co.in ¢l feahe Ieh AT

21. Accessing e-Governance Services on Mobile using “UMANG APP”
UMANG App T HISIS TolchiH g Told@dH EPFO, PAN, Passport, eHospital SIET Hehal TXhRI AU Teh

g e &
& 3g78vUT: UMANG App 8 COVID Vaccination Certificate ST3sTell3 HeTT|

22. Digital Locker

Digital Locker 3TRel IhR T GaT § ST 39 cEdr@sil & Bioea &0 & griaa @ gl
& 3G770T: 39T 10dT T ATRME ST DigiLocker H TR HAT|


http://www.irctc.co.in/

