#TechTips

Managing your Email

Q Delete SPAM EMAIL X

o Unnecessary emails only
% clutter up your mailbox and
prevent you from seeing the
URGENT incoming mail.
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\ L1 i you find any junk mail in your inbox, actively mark it as spam. y.
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Q Don't REPLY to ALL X

When you receive group emails,
make sure to REPLY to SENDER

only and not REPLY to ALL. This

‘h helps you ensure that your
reply reaches ONLY the
concerned party.
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| Beftore using REPLY to ALL, ask yourself if everyone needs to read your reply.
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Q Don't ENTERTAIN SUSPICIOUS MAILS X

If you receive emails from
unknown/suspicious
sources, report to the
ICTC immediately.
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| Hever open an attachment within an email from a company or person you don't knaw,
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