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Im Discuss with your classmates the difference

between username and password.

=’ E:mail|System Folders
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m Read the following sentences and choose the right e-mail system
folder for each space.

@ New email messages arrive in the _nbox _ folder,
® When you delete messages, the mail system moves them to the folder.
© A copy of each message you have sent is saved in the folder. :
© You have started writing a message but cannot finish and send it, that message can be |
savedinthe _  folder. i
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An email within the office about '
an important matter £

m Read an email which Suwit is writing to Bundit and
answer the following questions.

New Message - X

% | pundit@maam.co.th ﬁf“

Subject Details of Mr. Salil’s arrival (_sawarin@maam.co.th )
Hi Bundit,

| am forwarding the details of Mr. Salil's arrival next Monday. He will arrive
in Bangkok at 8 a.m. Mr. Salil is the Vice President of Gum Tree Company Limited
and is a very important customer,

| would like you to take care of his amival. Please use the company car to pick him up
at Suvamabhumi Airport and be on time. In fact, you should plan to be at the airport
one hour early to ensure punctuality.

If you encounter any problems or have urgent matters, please contact

my secretary. That's all for now.

Thank you,
Suwit
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