/0 | Email and social media

A Email

GLOSSARY

" to people who have not
Have a look at the attachment (details of the party). Could you delete pemove sththat is wiitten
forward it to Sam, please? | don’t have his email address. I'm or stored on a computer;
also sending you a link to a map of the location. delete o word/sentence/file
B reply send an answer by email

est, ta an email you have
Carina been sent

replyall  send an answer by email

Link: http.//thewhiteswanofoxford.com 1o all the names included
in the first message

inbox the place on a computer,

“ etc. where new email

messages are shown
e e
attachment fromy:run person to
another person

o Are the underlined sounds the same or different? Write S or D. Use the @ to help you. Practise

saying the words.

> sent/reply D

1 forward / attachment 3 folder/forward 5 inbox/links
1 delete / message 4 junk/message 6 forward/ reply

o Complete the sentences.
» Emails I've written to someone else gointo sent  mail folder.

1 Emails that have just arrived go into my _

2 Adocument | include with an email messaqe is an

3 If you want to see our room prices, clickonthis

4 |Iforgottoclickon'reply ' s0 only one person in  the group got my message.

§ Junoemailed me yesterday. Il her message ta you

6 Advertisementsusuallygointomy ... ... malandthenl . them.

7 Igotanemailtelingmeldgotthejob.l ___  immediately to say how pleased | was
8

| put messages | want to keep into different .

© EIEMEEEN Write your answers, or ask another student.

Do you always reply to emails immediately? | do if fheyre important or inferesting, i
Do you often attach documents or photos to your messages? If so, whatkind of thing? .
Do you delete messages when you've replied to them?

Is your junk folder completely full, or do you empty it reqularly?

How many messages are there usually in your inbox? _ "

Do you ever forward messages to other people? Why? / Why not?
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B Social media

In the digital age, people have new ways of networking
with each other. Here are some popular social media sites:
Facebook To join, you create a profile. Then you can upload
photos, selfies, videos, etc. It's a good way of keeping in
contact with your friends and family. You can also sell goods
on Facebook.

WhatsApp allows individuals and groups to share instantly SPOTLIGHT BRI
and make free calls. Socisl taad Iil Al o
Twitter Join Twitter and then you can tweet or post a such as Facebook and Twitter. These are used for social

tweet, which is like a short blog. You can also use Twitter to networking (= communicating with people you know
or who have similar interests to you). network v

promote your business.
digital using an electronic system that uses numbers  share tell other people online about your experiences,
1and 0 to record sound or store information feelings and ideas; ALSO share sth (with sb)
profile a description of yourself on a social instantly  without delay sYn immediately; instant/
networking site immediate adj
selfie a photo that you take of yourself, usually for ~ tweet send a message using Twitter tweetn
use on social media post put information or pictures on a website
keep in contact see, speak to or write to sb, oftenregularly  pjog a personal record that sb puts on their website sayi
{with sb) what they have done, or what they think about s
individual a considered from other
p&f;g’i‘nm“mgﬂ:'%@ promote  help sell a product or service by advertising it

e Is the stress in these pairs of words the same or different? Write S or D. Use the @ to help you.
Practise saying the words.
> popular / upload D
1 digital /media @
2 individual / immediate
3 prohle / social

Twitter / business
contact / network
promote / selfie
digital / instantly

~N o h

o Complete the texts,

BILLY-JO

I've never been good with » d_l_gl__t.gglﬂ__" . technology, but my cousins asked me to join some
(s media sites as they live abroad and wanted to be able to keepin(2)c._ ... .
with me more easily. As Tmnew tosocial (3) n____ ,1asked a friend to help me, and she suggested
and createa (5) p__._._.__..... of myself
, and we had

GARDEN DIARIES

I've been writinga(9) b about my gardening business for several months now, and it's going
well. My wife encouraged me to sign up to Twitter, and Inow(10)t  mostdays. I find it's a
my business and hear from potential customers.

e EEEIERGEN Which of these activities do you do regularly, and why? Write your answers, or tell
another student.
use social media write a blog share photos and information online
connect with family on social media take selfies create a profile
promote your business on social media
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