
Email Basics 
Creating your e-mail. 



 This class is a beginner’s level, introductory course on 
basic email usage. 

 We will cover topics such as creating an account, 
sending and receiving messages, and good email 
practices. 

 Don’t be nervous! 

 

WHAT IS THIS CLASS? 



 “email (electronic mail) is a way to send and receive 
messages across the internet” 

 

 EMAIL ADDRESS: 

jsmith      @     gmail.com 

 

WHAT IS EMAIL? 

username at Service Provider 



TRADITIONAL MAIL VS. EMAIL 

SNAIL MAIL EMAIL 

ADDRESS JOHN SMITH 
2222 RYAN ST. # 23 
LAKE CHARLES, LA 70605 

JSMITH@GMAIL.COM 

DELIVERY DELIVERED BY MAIL CARRIER 
TO MAIL OR POST OFFICE BOX 

DELIVERED DIGITALLY VIA INTERNET 
SERVERS TO THE INBOX OF YOUR 
EMAIL PROVIDER 

TIME LETTERS: 2 DAY AVERAGE 
 
PACKAGES: 3-10 DAY AVERAGE 

INSTANTLY ( MAY EXTEND TO 
MINUTES IN TIME OF HIGH ACTIVITY) 
 

CONTENTS MAY ENCLOSE ITEMS OR 
DOCUMENTS WITHIN 
PACKAGES 

MAY ATTACH PHOTOS, VIDEOS, FILES, 
DOCUMENTS, ETC 

COST PRICE OF STAMPS, ENVELOPS 
OR BOXES 

FREE WITH INTERNET CONNECTION 



 The two most common email accounts are hosted by internet 
service providers and free web-based email service 

 For example, if you have internet service provided by 
Suddenlink, you may have a Suddenlink email address.  

 It is increasingly common to use a free web-based email service, 
or webmail, instead. These are available to everyone for free, 
regardless of one’s internet service provider. 

 Many workers have an email address hosted by their company, 
school, or organization for professional purposes. For example, 
library employees have email addresses that end in 
@calcasieu.lib.la.us 
 

EMAIL PROVIDERS 



 Gmail 

 Yahoo 

 Outlook/Hotmail 

 AOL 

 

This class we will focus on the most 
common free email clients 



GMAIL  
First we will learn about signing up with GMAIL 



LOG IN PAGE 
 
 

URL: GMAIL.COM 
 

This is where you 
will come to log-in 
to your email 
account. 

N PAGE 



NAVIGATE THE 
LOG-IN PAGE 

 

 

Use your mouse 
or press tab to 
get to next box. 

N PAGE 



NAVIGATE THE 
LOG-IN PAGE 

 

 

Use your mouse 
or press tab to 
get to next box. 

N PAGE 

EMAIL BOX 

PASSWORD 

CLICK HERE TO SIGN IN 



 EXTRA FEATURES 
 

 
 
 
 
 
 
 
 
 
 
You can remain signed in. 
You can change password if 
needed, at any time. 

N PAGE 

FORGOT YOUR PASSWORD? Stay Logged In 



 SIGNING UP 
 

 
  

 
 
 
 
 
To sign-up for your new 
email account, click on 
the “CREATE AN 
ACCOUNT” link at the 
bottom of the page. 

N PAGE 





 LOG-IN PAGE 

 

 

URL: YAHOO.COM 

 

 This is where you 
will come to log-in 
to your email 
account. 

 



NAVIGATE THE 
LOG-IN PAGE 

 

Use your mouse or 
press tab to get to 
next box. 

 

EMAIL BOX 

PASSWORD 

CLICK HERE TO SIGN IN 



 EXTRA FEATURES 

 

 

 

 You can remain 
signed in.  

Also, you can 
change password if 
needed, at any 
time. 

 

FORGOT YOUR PASSWORD? 

Stay Logged In 



 SIGNING UP 

 

 

 To sign-up for your 
new email account, 
click on the 
“CREATE  
ACCOUNT” link at 
the bottom of the 
page. 

 





 THINGS HAVE 
CHANGED! 
HOTMAIL AND 
OUTLOOK ARE NOW 
INTEGRATED TO 
MICROSOFT’S LIVE.COM 
WEBSITE 
 
 LOG-IN PAGE 

 
 URL: LOGIN.LIVE.COM 

 
 This is where you will come 

to log-in to your email 
account. 

 



 NAVIGATE THE LOG-
IN PAGE 

 

 

 Use your mouse or 
press tab to get to 
next box. 

 

 

CLICK HERE TO SIGN IN 

PASSWORD 

EMAIL BOX 



 EXTRA FEATURES 

 

 

 You can remain 
signed in.  

 Also, you can change 
password if needed, 
at any time. 

 

 

FORGOT YOUR PASSWORD? 

Stay Logged In 



 SIGNING UP 

 

 

 

 To sign-up for your 
new email account, 
click on the “SIGN UP 
NOW” link at the 
bottom of the page. 

 

 





 LOG-IN PAGE 

 

 

 URL: AOL.COM 

 

 This is where you will 
come to log-in to your 
email account 

 



 NAVIGATE THE LOG-
IN PAGE 

 

 

 

 Use your mouse or 
press TAB to get to 
next box. 

 

CLICK HERE TO SIGN IN 

PASSWORD 

EMAIL BOX 



 EXTRA FEATURES 

 

 

 

 You can remain 
signed in.  

 Also, you can change 
password if needed, 
at any time. 

 

FORGOT YOUR PASSWORD? 

Stay Logged In 



 SIGNING UP 

 

 

 To sign-up for your 
new email account, 
click on the “GET A 
FREE USERNAME” 
link at the bottom of 
the page. 

 





 Who are you? 

 NAME 

 BIRTHDATE 

 GENDER 

 How would you like to sign in? 

 YOUR DESIRED EMAIL ADDRESS 

 8-CHARACTER PASSWORD 

 If you lose your password, how can we help you reset it? 

 PHONE NUMBER 

 ALTERNATE EMAIL ADDRESS 

 SECURITY QUESTIONS 

 Where are you from? 

 COUNTRY/REGION 

 ZIP CODE 

 Help us make sure you're not a robot 

 TYPE IN THE CAPTCHA  CHARACTERS 

 Send me Microsoft promotions? 

 Click “I Accept” 

 

SIGNING UP 



 The subject line. 

 Arguably the most important component of the email, the subject line is the deciding 
factor in whether your message is read or deleted. 

 The salutation. 

 The start of the email sets the tone for the main body. In the opening words the reader is 
making a judgment about you and what you want, and whether they will continue to read. 

 The body. 

 Keep your messages as short and concise as possible, and deliver information in a 
digestible way. Your purpose for writing needs to be clear and presented in a way that 
will appeal and relate to the recipient. 

 The ending. 

 End your email by making clear what you would like the reader to do, but don’t do it in a 
commanding way. 

 

PARTS OF AN EMAIL 





 BCC: “Blind Carbon Copy” 
 allows the sender of a message to conceal the person entered in the Bcc: 

field from the other recipients. This concept originally applied to paper 
correspondence and now also applies to email. 

 CC: “Carbon Copy” 
 refers to simultaneously sending copies of an electronic message to 

secondary recipients. 

 

BCC AND CC 



 If it looks too good to be true, it probably is! 

 Don’t click on unfamiliar links or open emails or attachments 
from untrusted/unexpected sources 

 Even when opening messages from reputable sources, do 
not provide private, personal information 

 Spam boxes exist for a reason: messages may look friendly, 
but they aren’t always 

 Check for misspellings in the subject and text, strange email 
addresses 

 When in doubt, contact the sender 

 

Email Safety 



 Most email accounts can be checked from anywhere 
with an internet connection. You can also access 
webmail on your mobile device 

 Choose email addresses wisely & keep messages brief 

 Always use Spell Check 

 Type in complete sentences with proper punctuation 

 Use emoticons sparingly 

 Acknowledge emails in a timely manner 

 Once an email is sent, its gone! 

 

Final Tips 



 “Email 101.”Goodwill Community Foundation. 
http://www.gcflearnfree.org/email101. Accessed 11 November, 
2013. 

 Goodhue, Nhu Le. Effective Email for the Professional. 
Charleston: Dare2invent, 2011. 

 Shipley, David, and Will Schwalbe. Send: The Essential Guide to 
Email for Office and Home. New York: Alfred A. Knopf, 2007. 

 The 4 Essential Parts of an Email. 
http://www.entrepreneur.com/blog/225719 

 Wikipedia. http://en.wikipedia.org/wiki/Blind_carbon_copy 
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Beyond E-mail 
Basics 

What else can you do with 
an E-mail address? 

 





Email productivity features 
In addition to email access, webmail providers also 
offer various tools and features. These features 
are part of a productivity suite—a set of 
applications that help you work, communicate, and 
stay organized. The tools offered will vary by 
provider, but all major webmail services offer the 
following features 



Instant Messaging 

Instant messaging, or chat, 
which lets you have text-
based conversations with 
other users 



Online Address Book 

More commonly shown as 
“Contacts” 

Where you can 
store contact 
information for the people 
you contact frequently 



Online Calendar 

to help organize your 
schedule and share that 
schedule with others 



A Public Profile 

that contains your name 
and basic contact 
information 



 In addition, each provider offers some unique 
features. For instance, when you sign up for 
Gmail you gain access to a full range of Google 
services, including Google Drive, Google 
Docs, and more. Hotmail, on the other hand, 
offers connectivity 
with SkyDrive and Microsoft Office Web 
Apps.  

Additional Features 



Online contacts lists help you organize 
contact information for your friends, 
family, and coworkers, just like an 
address book. Once people are added 
to your contacts list, it's easy to access 
their information anytime and 
anywhere.  

Contacts Basics 





Adding contacts 
 

Adding contacts 

 

It's easy to add people to your contacts list.  
When you create a new contact, you should (at the 
very least) enter a first and last name, as well as 
an email address.  
However, you can also enter other information, 
like phone numbers, home address, and more.  
In most email accounts, the name and email of 
anyone you correspond with will be added to your 
contacts list automatically. 





 Once you've added people to your contacts list, you'll 
never have to worry about remembering an email 
address. Whenever you create a new email, you can 
select the To or Add Recipients button to choose 
recipients from yourcontacts list. The contacts' email 
addresses will be added automatically to the 
message. You'll even be able to use the same contact 
information for other webmail services, like instant 
messaging and calendar sharing. 

Selecting contacts 
 



Linking Contacts 

If you already have a lot of contacts saved in another web-based 
service, such as Facebook or LinkedIn, it's easy tolink 
them between accounts, which can save you a lot of time. For 
example, you could import your Facebook contacts to your 
webmail service or use your existing contacts list to search for 
friends on Facebook. 



Contact Groups 

If you frequently connect with the 
same group of people, you can 
create contact groups for quick 
access. This allows you to quickly sort 
your contacts by type. For example, 
you might use one group to organize 
your personal contacts and another 
for professional contacts. 



Online calendars make it easy to schedule 
appointments, organize tasks, and manage your time, just 
like a desk calendar. But unlike a physical calendar, online 

calendars give you the freedom to quickly edit and 
rearrange your schedule whenever you want. You'll even 

be able to access your calendar on the go and sync it 
across multiple devices, such as your mobile phone and 

personal computer. 

Calendar basics 

 





Creating appointments 
 

 It's easy to schedule, track, 
and edit upcoming 
appointments or events. 
When you create a new 
appointment, you should 
(at the very least) include 
a title, a start and end time, 
and a location, but you can 
also include lots of other 
information, such 
as reminder preferences, 
detailed notes, and more. 

 



You can choose a variety of view 
options for your calendar, 
including a daily, weekly, 
or monthly summary of your 
upcoming appointments. 

Switching Views 



 If you keep a lot of different appointments, you can 
create multiple calendars to help organize your 
schedules. For example, you might use one calendar 
to keep track of your personal tasks and another to 
manage your family's schedule. Each calendar is 
assigned its own color, so it's easy to organize lots of 
different appointments. You can 
even toggle calendars on and off to easily sort your 
appointments. 

Using multiple calendars 





 You can share your calendar with 
anyone who uses the same webmail 
provider. Once you've shared a 
calendar, you'll be able to view and 
even edit a friend's calendar, depending 
on your sharing preferences. 

Sharing Calendars 





Keep all of your important communications for as long 
as you need them! 

 

 Make custom folders for important documents. 

 Bills 

 Work 

 Online Purchases 

 Family 

 

 

 

Store & Customize 



 Click on the Folder Icon 

  Scroll down and select 

     CREATE NEW 

  Name your folder  

  Example: Bills, Family, Work 

 

Now Follow along with me and we’ll 
move an E-mail! 

 

 

Creating a folder  



Sometimes you want to designate what category your 
E-mails go to.  

 

 Examples of tabs are:  

 Primary – for family and friends 

 Social – for Facebook or Twitter 

 Promotions – for businesses you frequent 

 

This helps you to keep your personal E-mails separated 
from the bills and crazy things of life. 

 

 

Creating a Tab  



 If you don’t need it, Delete it. 

 If it’s going to spam folder, Delete it. 

 If you don’t want mail from them, Mark it and    

     Delete it. 

 Don’t let your email get you.  

 Keep your folders clean so you don’t feel 

     overwhelmed!  
 

Delete 



 Email is not totally secure, so you should avoid 
sending sensitive information, such as credit card 
numbers, passwords, or your Social Security 
Number. In addition, you may receive emails 
from scammers and cybercriminals, so you'll need to 
know how to deal with those messages. Here are a 
few things to watch out for: 

Email safety 
 



 Spam is another term for junk 
email or unwanted email 
advertisements. It's best 
to ignore or delete these messages. 
Luckily, most email services offer some 
protection, such as spam filtering. 

SPAM 



 Certain emails pretend to be from 
a bank ortrusted source in order to steal 
your personal information. It's easy for 
someone to create an email that looks 
like it's from a specific business. 
Be especially cautious of any emails 
requesting an urgent response. 

PHISHING 



 Some email attachments can 
contain viruses and other malware. It's 
generally safest not to open any 
attachment that you weren't expecting. 
If a friend sends you an attachment, you 
may want to ask if he or she meant to 
send it before downloading. 

ATTACHMENTS 



 What else would you like to know how to do? 

 

 Let’s try them now… 

Questions? 



 http://www.gcflearnfree.org/ 
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