
Computer and 
Internet Basics
Email Part 1



Lesson Plan

•What is Email

•Setting up an account 

•The inside of an inbox

•Sending and replying to emails

•Demonstrations and Practice 



What is Email?

•Short for ‘electronic mail’

•Messages are sent through the 
Internet

•Can be used to send and 
receive images 



Email Servers

•Gmail

•Yahoo! Mail

•Outlook 

•MSN 
Hotmail



Setting Up an Account

•Go to the email 
server website

•In this case: 
gmail.com

•Select Create 
account



Inside an Email Inbox



Search Bar



Email Messages 



Composing an Email



Type in the person’s email address



Brief Summary of Message Subject



The actual message should be 
composed similar to a letter 



Replying to an Email 



Type in Your Response and Send



Logging out of Your Email



Sources
• https://s.bellevuecollege.edu/com/sites/7/2013/05/Email_Basics.pdf

• https://upload.wikimedia.org/wikipedia/commons/thumb/4/45/New_Logo_Gm
ail.svg/2000px-New_Logo_Gmail.svg.png

• http://allenmeyerdesign.com/wp-content/uploads/2013/09/new-yahoo-logo.jpg

• http://www.droid-life.com/wp-content/uploads/2015/02/outlook-logo.jpg

• https://qph.ec.quoracdn.net/main-qimg-
11a61c95dad38179cbd7fb014231c3c5?convert_to_webp=true

https://upload.wikimedia.org/wikipedia/commons/thumb/4/45/New_Logo_Gmail.svg/2000px-New_Logo_Gmail.svg.png
https://upload.wikimedia.org/wikipedia/commons/thumb/4/45/New_Logo_Gmail.svg/2000px-New_Logo_Gmail.svg.png
http://allenmeyerdesign.com/wp-content/uploads/2013/09/new-yahoo-logo.jpg
http://www.droid-life.com/wp-content/uploads/2015/02/outlook-logo.jpg
https://qph.ec.quoracdn.net/main-qimg-11a61c95dad38179cbd7fb014231c3c5?convert_to_webp=true


Questions, 
Comments, and 
Concerns?


