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Lesson 1: Email Accounts 

Email 

An electronic messaging software which uses the internet to send notes, letters, pictures, and other files 
to another computer users. 

What is email? - 1:27 

Create a professional username (one that you can use for work, school, and job applications) 
▪ Create a strong password.   
▪ Learn to log in and out of email. 

 

Lesson 2: Email Addresses 

▪ Identify the important parts of an email address. 

▪ Practice differentiating between email addresses and web addresses,  

▪ Identify and fix common errors made when typing email addresses.  

▪ Learn about different email providers, such as Gmail, Yahoo Mail and Microsoft Outlook.  

   

Username@gmail.com username@yahoo.com 

 

username@outlook.com 

 

 

  

https://youtu.be/4X7RaAnM2ZY
mailto:Username@gmail.com
mailto:username@yahoo.com
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Exercise: Label the parts of the Email address  

 

Look at the below addresses, determine if it is a web address or an email address.  

Place a check mark on in the Web Address Box or Email Address Box . 

Address Web 
Address 

Email 
Address 

www.literacymn.org   

farihiya.abdi5623@gmail.com   

amazon.com   

Support@amazon.com   

jan.loggins01@gmail.com   

www.digitalliteracyassessment.org   

 

Web addresses are inserted on the website page, inside the address bar 

 

Usernames  
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What do you think makes these usernames professional or unprofessional?  

Professional Usernames Unprofessional Usernames  

mai.vang1983  

grandstreetpizza 

 beerdrinker125 

1353532  

 

 

Exercise  

The Email username is  joan.smith 

What is complete email address for joan.smith based on the following below providers?    

Gmail _____________________________________________________________ 

Yahoo _____________________________________________________________ 

Outlook ____________________________________________________________ 

 

Optional: Create an email account with a professional username.   

▪ A username is the name for your account  
▪ A professional username should have your name or the name of your business (for business 

accounts).   
▪ Do not use the names of your kids or others in your family - people could think it is your name.  
▪  A username must be unique.  
▪ You cannot use a username that another person or business currently uses.   
▪ To make your username unique, you can add numbers to your name, like your birth year.  
▪ You also can abbreviate your name to make it unique. 

 

Exercise: Write ideas for a professional username. Remember, usernames must be unique.  

Write 3 professional usernames you could use for your email account.  

1) ___________________________________________________     

2) ___________________________________________________     

3) ___________________________________________________  
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Password 

A password a secret code that must be used to gain access to something such as your email.  Passwords 
are like keys; security which allows only authorized access. 
Passwords are different from usernames, it is okay to share your username, but never give out your 
password. 

▪ A strong password includes numbers, upper-case and lower-case letters, and symbols (%^#). 
▪ A strong password is long - around 12-16 characters. 
▪ A strong password does not include your name or family names (they’re too easy to guess). 
▪ Write an idea for your password in the notes section of your phone or write it down on 

something you will keep and not lose. 
 

Create Gmail accounts 

www.googl.com 

 

 

 

 

 

 

 

 

 

http://www.googl.com/
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Signing up for an email account - 2:07 

Prompt to enter your phone number. 

 

 

Sign-in to email with username 

  

https://youtu.be/JdXMNkKfrSE
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Sending emails - 1:16 

Email Practice preparation directions:  
▪ Provide your email address to the instructor. 
▪ Get the email listing of your classmates from the instructor. 

 
Sending and Receiving Email 

In professional settings, you will frequently type emails to people like your co-workers, your teacher, 

other students, or your boss.  

 

 

Five Steps to create and send an email 

1. Click Compose 

 

 

 

2. Type the email address in the Recipients field (To) 
 

3. Type “hello” in the Subject line.  

4. Type your Greeting 

5. Type “practice” in the Body email message. 

6. Type your Closing 

7. Click Send. 

 

 

 

 

 
 

https://youtu.be/dUpDQPrjJLM
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Logging in and out of email - 1:04 -- https://www.youtube.com/watch?v=oMWOXMxCRMQ 

 
Every time you use your email account, you will need to log in and log out. It is very important that you 
log out if you use your email on a public, shared computer. 

 

Read and ensure you understand the below email parts 

  

Greeting 

 

Paragraph 

 

Closing 

B

O

D

Y 

https://youtu.be/oMWOXMxCRMQ
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Email Address Vocabulary  

Exercise: Complete the sentences with the vocabulary words below 
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Lesson 3: Email Etiquette 

Etiquette is a polite, or nice, way of doing something in a professional setting. It is important to be clear 

and polite in professional emails. 

 

The below sample email does not follow basic email etiquette. What’s wrong with this email?  
Select the correct answer. 

1. This email uses capital letters. 
2. This email does not have a greeting or closing. 
3. This email does not have a subject. 
4. This email has spelling mistakes. 
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Etiquette - 2:14 
Reply Options - 1:48 
Recipients - 1:32 

 

The below sample email does not follow basic email etiquette. What’s wrong with this email?  

Select the correct answer. 

1. 1. This email uses capital letters. 
2. 2. This email does not have a greeting or closing. 
3. 3. This email does not have a subject. 
4. 4. This email has spelling mistakes. 

 

 

https://youtu.be/5N3cvpP7y74
https://youtu.be/0gQnwdg45kc
https://youtu.be/eoNlPDXrc6I
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Lesson 4: Reply, Reply All, Forward 

-Instructor led discussion and examples 

Learners will… 
▪ Reply to only responses to the originator of the email. 
▪ Reply All to send responses everyone included in the email.  

▪ Forward to send a copy of an email to a different recipient.  

Lesson 5:  Attachments 

-Instructor led discussion and examples 

Receiving email - 0:31 

 

Learners will… 
▪ Open attachments. 

▪ Download, and view attachments.  

▪ Modify the file and send it as an attachment.  

 

  

https://youtu.be/uzvtP846BTY
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Exercise:  

Place a Check mark to the left of the email that contains an attachment?  

 

Exercise:  

Write the reason why each of the below emails are unprofessional. 
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Exercise: 
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Lesson 6: Managing your Inbox 

Practice managing email accounts by deleting emails and moving emails from the trash to the inbox.  
1. Select specific email . 
2. Select the  garbage can. 

 

▪ Identify and explore the different folders within an email account including the inbox, the sent 
folder, and the trash.  

▪ Practice identifying and utilizing the unsubscribe button to stop receiving mass emails.  
 

Staying Safe with email- 2:35 
Managing email - 1:02 
 

Lesson 7: Spam and Phishing 

Recognizing the features of suspicious emails, including spam emails, phishing attempts, and emails that 

may include viruses. Also, identify strategies for managing spam emails including moving them to the 

spam folder. 

Managing email safely 
 

 

 

https://youtu.be/8yNlKwgYso4
https://youtu.be/GSvzK1K191U

