PARTS OF AN EMAIL MESSAGE
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INTERNET HANDOUT #9


The email message consists of two major parts – the message header and the message body.  The header has all of the information about the message:


Who it is going to


Any recipients of a copy of the message


Blind copy recipients


The subject line


The attachment line.

Below is an example of a message header box from Outlook Express 6.0
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If your screen does not contain the BCC box, click on ‘View’ and then click on ‘All Headers’ to make it show.  The Attachments box only shows when there is a file attached to the email.
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The second part of the email is the message body – the email message itself.
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