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Email Basics

Email is like mailing a regular letter, except it is sent by computer

and the person receives the letter immediately.
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You can send an email to multiple people at the same time.

You can access your email from any device that is connected

to the internet, such as a computer, tablet, or phone.

Sending an email is completely free!

In order to receive emails, you have to sign up for your own

private email account, which is like a mailbox just for you. This

account will have its own address so people know where to

send you an email.



Email Addresses

Just like the address you write down when you address an

envelope, the address must be typed in correctly or the person

will not receive the letter.
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Location: Just like in a regular address, the second part is the

location. 

It could be the name of the company providing the email

address, or the name of the organization or website the

person is associated with This is similar to the address on

an envelope.

janet.jones@yahoo.com

Username: The first part is the person’s username. This is

similar to writing the person’s name when you address an

envelope.

This could be the person's real name, their workplace title,

or fun words that represent their character in some way.

Email addresses have two parts, connected with the @ symbol:

accounting@bigbusiness.com

Examples of Email Addresses

Structure of Email Addresses

jeff@nonprofit.org

gogosnickerdoodle@gmail.com



Passwords

When you set up an email account, a mailbox is set up just for

you. It is protected with a password that you choose. This

password is like the key to your mailbox.
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Note: It is important to remember your email address and

password when you set up your account. You will need them in

order to access your account. Write them down in a secure

location.

Make it difficult for others to guess by including letters and

numbers. Gmail will ask you to make a password that is at

least 8 characters long, and includes both letters and

numbers.

 

Don’t use:

A password you use for any other service

Your name or a relative’s name

Your birth date, telephone number or address, or those of a

relative

To Create a Strong Password



Email Safety

Email is a common method for the spread of viruses and the

execution of scams. Use these safety precautions to ensure that

you and your personal information are safe when using email.
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Understand What Spam Is
Don't open emails from someone you don't know or trust. If it

seems fishy, it probably is. Report the email as spam and move

on.

 

What is spam?

People who send spam are called "spammers," and they send

massive amounts of junk/bulk email to large numbers of

people. They do this in hopes that the recipients will click on

the links (or attachments) in the emails.

When people click, they're sent to the spammers' phishing or

malware websites -- where they're tricked into providing

personal information, activating a virus or downloading

malicious software.

 

How to report an email as spam

Click the checkbox to the left of the email.

In the options that appear above the inbox list, click the Spam

icon (icon of an exclamation mark inside an octagon).

The email is now marked as spam.



Email Safety, Continued
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Gmail has a built-in spam filter which automatically finds spam

emails and moves them to the Spam folder (located in the drop-

down list on the left). However, every now and again a spam

email may show up in your inbox, so you still need to be careful.

Gmail's Built-in Spam Filter

Don't Send Sensitive Information Via Email
When you send a message, you no longer have control over

what is done with it or to whom it is forwarded. 

Common email scams employ email messages and even

websites that look official, but are in fact attempts to steal

your identity to commit fraud. This is the activity commonly

known as phishing.

Sensitive information such as passwords, bank account

numbers and social security numbers should never be sent via

email. PayPal and your bank are examples of companies that

would never ask for personal information in an email.

If you receive a phishing email in your email box, don’t open

any links in the email, and report it as spam.

Never Open Unknown Attachments
Do not open attachments from someone you don't know.

Attachments may contain viruses, which can seriously damage

your computer. Drag these emails to your spam folder.

Never Reply to or Click on Links in Spam
Replying to, clicking on links within, or even unsubscribing from

spam emails typically only informs the sender that they have

found an active email address to which they'll send more spam

emails. Instead, report the message as spam.



Email Safety, Continued
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Use Anti-Virus Software
It is highly recommended that you install and maintain a good

and well-respected anti-virus software on your computer to

prevent infection.

Remember to Log Out
When you are finished using your email account, always log out.

This is especially important if you're using a public computer, such

as at the library or an Internet cafe, and close the browser. It's

quick, easy, and may save your account from unwanted

trespassers.

Change Your Password Periodically
This is particularly important if you currently view and manage

your email on a public computer. Create strong passwords and

make sure you do not share your password with anyone.

Avoid Unsolicited Bulk Mail
Unsolicited bulk email messages can fill up your mailbox and

become extremely frustrating.  To avoid this predicament:

Don't give your email address to sites you don't trust.

Don't post your email address to public places online like

message boards, comment boards, or even your personal

website.

Keep your personal email private except from people that you

really want to hear from. You can set up a second email

account for registering for public websites.

Use an alternate email address when buying a product from a

site for the first time or signing up for a new service. Never

share your password with anyone.



Email Etiquette
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Do Not Write in All Capital Letters
Writing in all caps denotes YELLING or SCREAMING online. It is

also difficult to read.

Do Not Leave the Subject of an Email Blank
Use a concise description of the content of your email. Terms like

“Hi,” “Help,” or “Please” may look like spam to your recipients and

they may delete it without opening it.

Keep Others' Email Addresses Private
If you are sending an email to a large group of people, it is

respectful to put their addresses in the BCC field (Blind Carbon

Copy) to hide and protect them from the view of others. Some

people prefer their email address to be private.

Chain Letters, Virus Warnings, and Jokes
Resist the temptation to forward chain letters, virus warnings, or

cheesy jokes. Not everyone may enjoy the joke, or have time to

read jokes, and chain letters are not often enjoyed. In some

cases, bulk mail like this can even contain viruses.

Just as in all communication, there are certain unspoken rules that

influence how a message is received. 

Remember the Human
It is easy to forget that there is a person with feelings on the

other side of the screen. Before you send an email, ask yourself:

Would I say this to the person’s face? Then respond accordingly.
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Navigate to Gmail
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Open the Web Browser
A web browser is a program on your device that allows you to

access the internet. Common browsers you may encounter are

Chrome, Microsoft Edge, Safari, and Firefox. Below are the icons

for each browser.

The first step to using email is finding the website!

Go to the Gmail Website
In the address bar in your browser (located at the top of the

screen), type "gmail.com" and press Enter on your keyboard. The

browser will then take you to the Gmail website.



Create an Email Account
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 Click on Create an Account. (On the tablet, tap Sign In, then

Create Account)

 Fill in your information in the boxes provided.

 Choose a Gmail username

Be sure to create a username you can remember easily and

be sure to write it down!

Check the availability to see if the username you chose is

already taken. if it is, try adding a number or letter to the

end or choosing a different username.

 Choose a password

be sure to create a password you can remember easily and

be sure to write it down!

Retype the password to make sure you typed it in right.

 Provide a phone number in case your forget your login

information.

Google will now ask you to verify your phone number. You

will receive a code in a message to the phone which you

must enter in the website.

Review Google's privacy policy and terms.

If you agree, click "I accept. Create my account."

Click "Continue to Gmail"

1.

2.

3.

a.

b.

4.

a.

b.

5.

a.

6.

a.

7.

To create an account, Gmail will ask you to fill out a short online

form.

Gmail Login Information:

Email Address:

Password:
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Gmail Basics
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Type Gmail.com into the address bar in your browser.

Click Sign In on the Gmail website.

Type in your email address and click Next.

Type in your password and click Next.

1.

2.

3.

4.

Parts of the Gmail Screen
Inbox: On the left side of the screen, the inbox displays a list

of emails you have received. New messages are displayed

with bold lettering, and viewed messages are not. Messages

are automatically displayed in the order they were received.

Each email in the inbox will list the name of the sender, the

subject of the message, a preview of the message, and the

date the message was sent.

To open and read an email, click on the Subject of the

message

Folders: On the left side of the screen is a list of folders to

organize your emails. 

For instance, there is a button for the Inbox which you can

click to return to the inbox at any time, the Sent folder

allows you to see messages you have sent in the past, the

Drafts folder holds messages you started to write but did

not send, and the Trash folder allows you to see messages

that you have previously deleted.

Search Bar: On the computer website, it is located at the top

of the screen. You can use this to search for a specific

conversation in your inbox using keywords or to search for a

person you have corresponded with by name or email address.

Account button: On the computer webiste, it is in the top

right, represented by a circular colored icon. You can click this

to access your account settings. On a tablet, download the

Gmail app from the Apps Store or use the preloaded Gmail

app if it is an Android tablet.

Signing In



Send and Receive Emails
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Click the Compose icon (red pencil icon next to Inbox)

Type your recipient’s email address(es) in the To: field. To add

additional recipients, enter their email addresses into the

Cc/Bcc fields.

Enter a subject for your message. This is basically the title for

your message.

Write your message by clicking in the large field and typing.

To send the message, click Send (at the bottom and/or top of

the Compose window). 

A confirmation will pop up in the bottom corner of the screen

to say the message was sent.

1.

2.

3.

4.

5.

6.

Receiving an Email
When someone sends you an email, it will appear in your Inbox.

If an email you are expecting does not appear, wait a few

minutes and then refresh the page. Sometimes it takes a bit to

send. 

If you still have not received it after a while, check your Spam

folder. Google may have mistakenly marked it as Spam.

To open the email, click on the Subject of the email.

Sending an Email



Send and Receive Emails
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Managing Your Emails
When you open an email, there are several options above the

email.

Archive (box with a downward arrow in it): Puts the email

away, out of view. You can find it again by using the search

bar.

Trash (trash can): Deletes the email. You can find it again by

going to your trash folder.

Mark as Unread (closed envelope): Even though you've

opened the email, this sets it back to Unread so you can

remember to open it later.

In the mobile version, other options are located by tapping the

small downward arrow or three dots to the right of the

previous options. A menu appears. On the computer, all

options are already displayed.

Report Spam (stop sign with exclamation mark): Tap this if

the email looks suspicious. Moves it to the Spam folder and

tells Google that you think this is spam. You can retrieve the

email by going to your spam folder, opening the email, and

clicking "Not Spam" above the email.



Reply and Forward
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Click the Reply button and type your message in the large

field, above the conversation history.

Click Send.

"Reply" Vs. "Reply All": Clicking the “Reply” button will let you

reply to the one person who sent you the message. However, if

there is more than one other person in the email conversation,

“Reply All” will send your reply to all of them.

1.

2.

3.

Forwarding an Email
Forwarding a message involves passing on a message you have

received to other people.

Click the down arrow beside the Reply button and select

Forward from the drop-down menu. (On the tablet, tap the

Reply icon next to an email and then tap Forward)

Enter the recipient’s email address in the To: field.

If you wish to write your own message alongside the

Forwarded email, type your message at the top of the

Message box.

Click Send.

1.

2.

3.

4.

Replying to an Email



Attachments
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In an email that is in progress, click the Attach icon (paperclip

icon). 

Then find the file you wish to include and double-click on it.

Some devices will give you the option of taking a photo with

your device, or choosing a previously taken photo.

It is now attached to your email and if you are finished writing

the email you can send it.

1.

2.

3.

To View an Attachment
Click on the file in the email. 

To exit out of the attachment, click the Back arrow in the

upper-right corner.

1.

2.

To Send an Attachment

Attachments are pictures, videos, documents, and other

computer files that you include in an email.

To Download an Attachment
Downloading an attachment saves it to your computer.

Put your cursor/pointer on the file and two or three options

should appear. 

Click Download.

iPad: open the attachment press by tapping on it, then tap and

hold the picture until a small menu appears. Select Save Image.

1.

2.



Contacts

19 - Using Email

From Gmail, click on the Google apps icon (9 dots in a 3 by 3

grid) in the upper-right corner, and click Contacts.

Adding Contacts
You can add contacts manually into the main Contacts page

by clicking Create Contact.

Google will also add contacts automatically once you write a

message to someone once. It will save the person's name and

email address for you.

Once someone’s information is in your contacts, you can email

them by simply typing their name into the To: field and Google

will fill in their email address for you.

1.

2.

3.

Accessing Google Contacts

Google can save contacts for you so that you do not need to

remember the email addresses for all your family and friends.
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