
 

 

 

Chapter 13: Electronic Mail - A Detailed View 

Q1. Which of the following describes Electronic 

Mail (E-mail)? 

A) A method of sending only fax documents 

B) A method of making only voice calls 

C) A method of exchanging digital messages over 

the internet 

D) A method of sending only physical letters 

Answer: C) A method of exchanging digital 

messages over the internet 

Q2. Which of the following folder in an email 

account stores incoming/received messages? 

A) Trash stores deleted messages 

B) Inbox 

C) Outbox/Sent stores sent messages 

D) Drafts stores unsent messages 

Answer: B) Inbox 

Q3. Which of the following folder in an email 

account stores messages that have been sent? 

A) Trash stores deleted messages 

B) Outbox/Sent 

C) Inbox stores received messages 

D) Drafts stores unsent messages 

Answer: B) Outbox/Sent 

Q4. Which of the following describes 'Creating and 

Sending a new E-mail'? 

A) Only printing existing emails 

B) Only deleting existing emails 

C) Only reading existing emails 

D) Composing a new message and dispatching it 

to a recipient's email address 

Answer: D) Composing a new message and 

dispatching it to a recipient's email address 

Q5. Which of the following describes 'Forwarding 

an E-mail message'? 

A) Deleting the email permanently 

B) Saving the email as a draft only 

C) Sending a received email, along with its 

content, to a new recipient 

D) Replying only to the original sender 

Answer: C) Sending a received email, along 

with its content, to a new recipient 

Q6. Which of the following describes 'Sorting 

emails'? 

A) Deleting emails permanently 

B) Printing emails 

C) Attaching files to emails 

D) Arranging emails based on criteria like date, 

sender or subject 

Answer: D) Arranging emails based on criteria 

like date, sender or subject 

Q7. Which of the following describes 'Searching 

emails'? 

A) Deleting all emails permanently 

B) Printing all emails 

C) Sorting emails by date only 

D) Finding specific emails using keywords, sender 

names, or other criteria 

Answer: D) Finding specific emails using 

keywords, sender names, or other criteria 

Q8. Which of the following describes 'Document 

collaboration' in the context of email/office 

communication? 

A) Printing documents individually with no 

sharing 

B) Deleting shared documents permanently 

C) Multiple users working together on shared 

documents, often via email or cloud tools 

D) Working entirely offline with no sharing 

Answer: C) Multiple users working together on 

shared documents, often via email or cloud 

tools 



 

 

Q9. Which of the following describes 'Instant 

Messaging' as covered in this module? 

A) Sending traditional postal mail 

B) Real-time text-based communication between 

users over the internet 

C) Printing documents 

D) Making only landline phone calls 

Answer: B) Real-time text-based 

communication between users over the internet 

Q10. Which of the following are examples of 

Instant Messaging providers mentioned in the 

syllabus? 

A) MS Word and MS Excel 

B) Windows and Linux operating systems 

C) WhatsApp and similar apps 

D) Adobe Reader and Photoshop 

Answer: C) WhatsApp and similar apps 

Q11. Which of the following describes 'Netiquettes' 

in the context of email and messaging? 

A) A type of network hardware 

B) A type of malware 

C) A type of antivirus feature 

D) Rules of etiquette to be followed while 

communicating online, including via email 

Answer: D) Rules of etiquette to be followed 

while communicating online, including via 

email 

Q12. Which of the following describes 'Configuring 

mail on mobile'? 

A) Disabling email access entirely on mobile 

devices 

B) Only using SMS instead of email on mobile 

C) Setting up an email account to send/receive 

messages using a mobile device 

D) Only configuring email on a desktop computer 

Answer: C) Setting up an email account to 

send/receive messages using a mobile device 

Q13. Which of the following describes 'creating 

groups' in the context of email/messaging? 

A) Only messaging one person at a time with no 

group option 

B) Deleting all existing contacts 

C) Printing a list of contacts 

D) Setting up a collection of contacts to send 

messages to simultaneously 

Answer: D) Setting up a collection of contacts 

to send messages to simultaneously 

Q14. Which of the following describes 'message 

formations' as a topic in email usage? 

A) Only using images with no text 

B) Only using random unstructured text 

C) Only using attachments with no message body 

D) Structuring email content appropriately, 

including subject, greeting, body, and closing 

Answer: D) Structuring email content 

appropriately, including subject, greeting, 

body, and closing 

Q15. Which of the following describes 

recommended 'do's and don'ts using mobile' for 

email/messaging? 

A) Ignoring all security practices on mobile 

devices 

B) Best practices like verifying recipients and 

avoiding sharing sensitive info carelessly on 

mobile devices 

C) Sharing all personal information freely on 

mobile 

D) Never using mobile devices for any 

communication 

Answer: B) Best practices like verifying 

recipients and avoiding sharing sensitive info 

carelessly on mobile devices 

Q16. Which of the following describes an email 

'attachment'? 

A) A file (document, image, etc.) sent along with 

an email message 

B) The main body text of an email 

C) The subject line of an email 

D) The sender's email address 

Answer: A) A file (document, image, etc.) sent 

along with an email message 

Q17. Which of the following describes the 

difference between Bcc and Cc in email? 

A) Cc hides recipient addresses while Bcc shows 

them (reversed) 

B) Bcc (Blind Carbon Copy) hides recipient 

addresses from other recipients, while Cc (Carbon 

Copy) shows them 

C) Bcc and Cc are unrelated to sending emails to 

multiple people 

D) Bcc and Cc function identically with no 

difference 

Answer: B) Bcc (Blind Carbon Copy) hides 

recipient addresses from other recipients, while 

Cc (Carbon Copy) shows them 



 

 

Q18. Which of the following is the correct full form 

of SMTP, an email protocol? 

A) Simple Mail Transfer Protocol 

B) System Mail Transfer Protocol 

C) Secure Mail Transfer Protocol 

D) Simple Message Transfer Protocol 

Answer: A) Simple Mail Transfer Protocol 

Q19. Which of the following describes the function 

of SMTP? 

A) Used for receiving/downloading incoming 

email messages only 

B) Used for browsing web pages 

C) Used for sending outgoing email messages 

D) Used for transferring files via FTP 

Answer: C) Used for sending outgoing email 

messages 

Q20. Which of the following is the correct full form 

of POP3, an email protocol? 

A) Post Office Protocol version 3 

B) Protocol of Post version 3 

C) Personal Office Protocol version 3 

D) Point of Presence Protocol version 3 

Answer: A) Post Office Protocol version 3 

Q21. Which of the following describes the function 

of POP3? 

A) Used for downloading emails from a server to a 

local device, typically removing them from the 

server 

B) Used for browsing web pages 

C) Used only for sending outgoing emails 

D) Used for transferring files via FTP 

Answer: A) Used for downloading emails from 

a server to a local device, typically removing 

them from the server 

Q22. Which of the following is the correct full form 

of IMAP4, an email protocol? 

A) Internet Mail Application Protocol version 4 

B) Internal Mail Access Protocol version 4 

C) Integrated Message Access Protocol version 4 

D) Internet Message Access Protocol version 4 

Answer: D) Internet Message Access Protocol 

version 4 

Q23. Which of the following describes the function 

of IMAP4 compared to POP3? 

A) IMAP4 is used only for sending emails, not 

receiving 

B) IMAP4 and POP3 function identically with no 

differences 

C) IMAP4 keeps emails synchronized on the 

server, allowing access from multiple devices, 

unlike POP3 which typically downloads and 

removes them 

D) POP3 keeps emails synchronized across 

devices while IMAP4 downloads and removes 

them (reversed) 

Answer: C) IMAP4 keeps emails synchronized 

on the server, allowing access from multiple 

devices, unlike POP3 which typically 

downloads and removes them 

Q24. Which of the following is the correct full form 

of MIME, related to email attachments? 

A) Multipurpose Internal Mail Extension 

B) Multipurpose Internet Mail Extensions 

C) Mail Internet Message Extension 

D) Multiple Internet Mail Encoding 

Answer: B) Multipurpose Internet Mail 

Extensions 

Q25. Which of the following describes the purpose 

of MIME in email? 

A) Enabling only spam filtering 

B) Enabling only encrypted emails with no other 

function 

C) Enabling only plain text emails with no 

attachments 

D) Enabling email to support attachments and 

non-text content like images and audio 

Answer: D) Enabling email to support 

attachments and non-text content like images 

and audio 

Q26. Which of the following is an example of an 

Email Client mentioned in the syllabus? 

A) Outlook Express 

B) MS Word is a word processor, not an email 

client 

C) MS Excel is a spreadsheet tool, not an email 

client 

D) MS PowerPoint is a presentation tool, not an 

email client 

Answer: A) Outlook Express 

Q27. Which of the following describes a 'web based 

E-mail' service? 

A) An email service accessed through a web 

browser rather than a dedicated application, like 

Gmail 



 

 

B) An email service that only works offline with 

no internet 

C) An email service exclusively for businesses, 

never individuals 

D) An email service that cannot be accessed via 

any browser 

Answer: A) An email service accessed through 

a web browser rather than a dedicated 

application, like Gmail 

Q28. Which of the following describes 'Email 

encryption'? 

A) Printing email content for security 

B) Converting email content into a coded form to 

protect it from unauthorized access during 

transmission 

C) Deleting email content permanently 

D) Forwarding email content to increase security 

Answer: B) Converting email content into a 

coded form to protect it from unauthorized 

access during transmission 

Q29. Which of the following describes the objective 

of the Electronic Mail module as stated in the 

syllabus? 

A) To develop skills in database queries only 

B) To develop skills in network configuration only 

C) To develop skills in word processing only 

D) To develop skills to effectively compose emails 

and use their features 

Answer: D) To develop skills to effectively 

compose emails and use their features 

Q30. Which of the following action allows 

responding directly to the original sender of a 

received email? 

A) Delete removes the email 

B) Archive stores the email out of the inbox 

C) Forward sends the email to a new recipient 

D) Reply 

Answer: D) Reply 

Q31. Which of the following action allows 

responding to the sender and all other recipients of 

an email? 

A) Reply All 

B) Reply responds only to the original sender 

C) Forward sends to an entirely new recipient 

D) Delete removes the email 

Answer: A) Reply All 

Q32. Which of the following describes the correct 

action to unsubscribe from unwanted promotional 

emails? 

A) Replying angrily to the sender 

B) Deleting the email account entirely 

C) Clicking the 'Unsubscribe' link usually found at 

the bottom of the email 

D) Marking every email as spam without checking 

Answer: C) Clicking the 'Unsubscribe' link 

usually found at the bottom of the email 

Q33. Which of the following email client feature 

allows composing an email in rich text with bold, 

italics, and colors? 

A) Spam mode 

B) Rich Text/HTML formatting mode 

C) Draft mode only 

D) Plain Text mode only 

Answer: B) Rich Text/HTML formatting mode 

Q34. Which of the following describes an 'Email 

Thread'? 

A) A single unrelated email 

B) A series of related email messages/replies 

grouped together on the same subject 

C) An email that has been deleted 

D) An email in the spam folder only 

Answer: B) A series of related email 

messages/replies grouped together on the same 

subject 

Q35. Which of the following is the correct action to 

add a new contact to your email address book? 

A) Using the Contacts/People section in the email 

application 

B) Archiving the email 

C) Marking as spam 

D) Deleting the sender's email 

Answer: A) Using the Contacts/People section 

in the email application 

Q36. Which of the following describes 'Archiving' 

an email? 

A) Permanently deleting the email 

B) Printing the email 

C) Moving an email out of the inbox for storage 

while keeping it accessible, without deleting it 

D) Marking the email as spam 

Answer: C) Moving an email out of the inbox 

for storage while keeping it accessible, without 

deleting it 



 

 

Q37. Which of the following describes 'Group 

Email' or 'Distribution List'? 

A) A single email address that sends a message to 

multiple recipients in a predefined group 

B) An email in draft form 

C) An email marked as spam 

D) An email sent to only one person 

Answer: A) A single email address that sends a 

message to multiple recipients in a predefined 

group 

Q38. Which of the following is a recommended 

practice before sharing sensitive information via 

email? 

A) Sending sensitive information to anyone who 

asks 

B) Verifying the recipient's identity and using 

encryption if necessary 

C) Posting sensitive information publicly instead 

of emailing it 

D) Ignoring all security precautions when emailing 

Answer: B) Verifying the recipient's identity 

and using encryption if necessary 

Q39. Which of the following describes 'Email 

Etiquette' regarding using a clear subject line? 

A) Subject lines should always be left blank 

B) A clear subject line helps the recipient quickly 

understand the email's purpose 

C) Subject lines are not important at all 

D) Subject lines should be in a foreign language 

Answer: B) A clear subject line helps the 

recipient quickly understand the email's 

purpose 

Q40. Which of the following describes the purpose 

of an email signature at the end of a message? 

A) Providing consistent sender information such 

as name, title, and contact details 

B) Marking the email as spam automatically 

C) Encrypting the email content automatically 

D) Deleting the email content automatically 

Answer: A) Providing consistent sender 

information such as name, title, and contact 

details 

Q41. Which of the following describes 'Email 

Protocols' as a category, encompassing SMTP, 

POP3, and IMAP4? 

A) Rules governing only spreadsheet calculations 

B) Standardized rules governing how email 

messages are sent, received, and managed across 

systems 

C) Rules governing only presentation slides 

D) Rules governing only word processing 

documents 

Answer: B) Standardized rules governing how 

email messages are sent, received, and managed 

across systems 

Q42. Which of the following describes the correct 

primary function of SMTP among email protocols? 

A) Downloading and removing emails from a 

server 

B) Synchronizing emails across multiple devices 

C) Formatting email attachments only 

D) Sending outgoing email messages from a client 

to a server or between servers 

Answer: D) Sending outgoing email messages 

from a client to a server or between servers 

Q43. Which of the following describes the correct 

primary function of POP3 among email protocols? 

A) Synchronizing emails across multiple devices 

simultaneously 

B) Formatting email attachments only 

C) Downloading emails from a server to a single 

device, often removing them from the server 

D) Sending outgoing email messages exclusively 

Answer: C) Downloading emails from a server 

to a single device, often removing them from 

the server 

Q44. Which of the following describes the correct 

primary function of IMAP4 among email 

protocols? 

A) Downloading and permanently removing 

emails from the server always 

B) Formatting email attachments only 

C) Sending outgoing email messages exclusively 

D) Synchronizing emails across multiple devices 

by keeping them on the server 

Answer: D) Synchronizing emails across 

multiple devices by keeping them on the server 

Q45. Which of the following describes the correct 

primary function of MIME among email 

standards? 

A) Downloading emails from a server 

B) Enabling non-text content, such as images and 

attachments, to be included in email messages 

C) Synchronizing emails across multiple devices 



 

 

D) Sending outgoing email messages exclusively 

Answer: B) Enabling non-text content, such as 

images and attachments, to be included in email 

messages 

Q46. Which of the following describes 'Netscape 

mail clients' as mentioned in the syllabus regarding 

Email Clients? 

A) A modern web browser with no email 

functionality 

B) A type of spreadsheet application 

C) A historical example of software used to 

send/receive email, alongside options like Outlook 

Express 

D) A type of antivirus software 

Answer: C) A historical example of software 

used to send/receive email, alongside options 

like Outlook Express 

Q47. Which of the following describes 'Outlook 

Express' as mentioned in the syllabus regarding 

Email Clients? 

A) A type of spreadsheet application 

B) A historical desktop email client application 

used to manage email accounts 

C) A type of antivirus software 

D) A modern web browser with no email 

functionality 

Answer: B) A historical desktop email client 

application used to manage email accounts 

Q48. Which of the following describes 'web based 

E-mail' as a category of Email Client access? 

A) A method that requires no internet connection 

at all 

B) Accessing email only through installed desktop 

software, never a browser 

C) Accessing email only through mobile SMS, 

never digital mail 

D) Accessing email through a web browser 

interface rather than a dedicated installed 

application 

Answer: D) Accessing email through a web 

browser interface rather than a dedicated 

installed application 

Q49. Which of the following describes the overall 

purpose of 'Email encryption' as covered in this 

module? 

A) Compressing email content to reduce file size 

only 

B) Deleting email content automatically after 

sending 

C) Making email content publicly accessible to 

everyone 

D) Protecting the confidentiality and security of 

email content during transmission and storage 

Answer: D) Protecting the confidentiality and 

security of email content during transmission 

and storage 

Q50. Which of the following describes 'Mailbox: 

Inbox and Outbox' as foundational email concepts 

covered in this module? 

A) A term unrelated to email systems entirely 

B) Storage locations unrelated to sending or 

receiving email 

C) Only a single storage location exists for all 

email types 

D) The core storage locations within an email 

account for received and sent messages 

Answer: D) The core storage locations within 

an email account for received and sent 

messages 

Q51. Which of the following best summarizes the 

overall objective of the Electronic Mail module as 

stated in the syllabus? 

A) To develop skills in word processing only 

B) To develop skills in network configuration only 

C) To develop the skills to effectively compose 

emails and use their features 

D) To develop skills in database queries only 

Answer: C) To develop the skills to effectively 

compose emails and use their features 

Q52. Which of the following describes the correct 

meaning of 'a detailed view' in this module's title, 

'Electronic Mail - A Detailed View'? 

A) The module goes beyond basic email usage to 

cover protocols, clients, security, and mobile 

configuration in depth 

B) The module only covers the most basic aspects 

of sending a single email 

C) The title has no bearing on the module's actual 

depth of content 

D) The module focuses exclusively on email 

history with no practical skills 

Answer: A) The module goes beyond basic 

email usage to cover protocols, clients, security, 

and mobile configuration in depth 



 

 

Q53. Which of the following describes why understanding 'Bcc & Cc difference' is emphasized specifically for 

mobile email usage in this module? 

A) Mobile email does not support Bcc or Cc functionality at all 

B) Bcc and Cc function differently on mobile compared to desktop email 

C) Proper use of Bcc/Cc on mobile devices helps maintain privacy and appropriate recipient visibility, just as on 

desktop 

D) Bcc and Cc are irrelevant to mobile email composition 

Answer: C) Proper use of Bcc/Cc on mobile devices helps maintain privacy and appropriate recipient 

visibility, just as on desktop 

Q54. Which of the following describes why 'do's and don'ts using mobile' is a relevant topic for email usage 

today? 

A) This topic has no practical relevance to modern email usage 

B) Mobile devices are increasingly used for email, so understanding best practices helps maintain security and 

professionalism 

C) Email should never be used on mobile devices under any circumstance 

D) Mobile email usage requires no special considerations compared to desktop 

Answer: B) Mobile devices are increasingly used for email, so understanding best practices helps maintain 

security and professionalism 

Q55. Which of the following describes why 'message formations' is covered as a distinct topic from simply 

'sending an email'? 

A) Proper message structure and etiquette improve clarity and professionalism beyond just the mechanical act of 

sending 

B) Message structure has no impact on how an email is received or understood 

C) Message formation and sending are identical concepts with no distinction 

D) This topic is irrelevant to effective email communication 

Answer: A) Proper message structure and etiquette improve clarity and professionalism beyond just the 

mechanical act of sending 

 

 


