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Module 5-Literacy-CLB 1-Introduction to the Module-Visual
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Module # Topics

1 Mouse and Navigating

2 Keyboarding

3 Online Skills-Basic

4 Online Skills

5 Email = M Gmail Q  searc
| compose n- ¢

J Primar

3 inbox 3,269
O Snoozed

6 Mobile Phones

7 Safety and Security
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Module 5-Literacy-CLB 1-Digital Skill 1-Learn-Visual A | cith |
Y 9 gV

Types of email addresses in the world

HPel+.) & (Chinese, Unicode)
SHolY@SICT. HRRd (Hindi, Unicode)
KB1TOYKa@nowTa.yKp (Ukrainian, Unicode)
Boep@eXAUTAE . Yo (Greek, Unicode)
Dorte@Sorensen.example.com (German, Unicode)
Kona@npumep . pd (Russian, Unicode)

Source: https://enwikipedia.org/wiki/International_email
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Module 5-Literacy-CLB 1-Digital Skill 1-Learn-Visual B | cinh |
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Casual vs. Professional
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Module 5-Literacy-CLB 1-Digital Skill 1-Learn-Handout

You can use your name as a Username. There are many ways to do that.

Read below.

Username

Theresa Fox is a LINC student.

Username
theresafox
tfox

theresaf
theresa.fox
theresa_fox
theresafox23
tfox23

theresaf23

Explanation

first name last name

first initial last name

first name last initial

first name dot last name

first name underscore last name
adding number/numbers to username
adding number/numbers to username

adding number/numbers to username

ISSofBC DIGITAL LITERACY CURRICULUM RESOURCE ¢ MODULE 5: EMAIL o LIT/CLB1 o VISUALS & HANDOUTS

| LIT/ |
CLB 1
F=—V=N



Module 5-Literacy-CLB 1-Digital Skill 1-Practice-Handout | cith |
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Username

Look at the Usernames below for Theresa Fox.
She wants to write to teachers, look for jobs, or write to the government by email.
Which Usernames are good for Theresa?

Username Good v Not Good X

foxlady

tfox

theresa.fox

theresafox23

prettyfox

theresaf604

crazyfox
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Module 5-Literacy-CLB 1-Digital Skill 1-Practice-Handout-Answer Key mlﬁﬁﬁ'

Username

Look at the Usernames below for Theresa Fox.
She wants to write to teachers, look for jobs, or write to the government by email.
Which Usernames are good for Theresa?

Username Good v Not Good X
foxlady X

tfox v

theresa.fox v

theresafox23 v

prettyfox b 4
theresaf604 v

crazyfox X
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Module 5-Literacy-CLB 1-Digital Skill 2-Learn-Handout

Parts of an Email Address

yournamehere @ gmail .com
username “‘at” domain extension
symbol
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Module 5-Literacy-CLB 1-Digital Skill 2-Practice-Handout

Parts of an Email Address

theresafox?23 tfox
theresaf theresa.fox
theresa_fox theresafox?23

tfox23

theresaf23




Module 5-Literacy-CLB 1-Digital Skill 2-Practice-Handout | cith |
Y 9 gV

Parts of an Email Address

@ @
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Module 5-Literacy-CLB 1-Digital Skill 2-Practice-Handout | cith |
Y 9 gV

Parts of an Email Address

LCom .Lom

.Cd .Cd

.0rg .0rg

.net .net

ISSofBC DIGITAL LITERACY CURRICULUM RESOURCE ¢ MODULE 5: EMAIL o LIT/CLB1 o VISUALS & HANDOUTS



Module 5-Literacy-CLB 1-Digital Skill 2-Practice-Handout | cith |
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Parts of an Email Address

gmail

yahoo

outlook

ICloud

telus

shaw

live

bell
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Module 5-Literacy-CLB 1-Digital Skill 3-Practice-Handout | cith |
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Choose a suitable email provider

Read and match:

Company logo Company name Email address

GO gle \ Yahoo! .yahoo.ca

yahoo.’ Microsoft - gmail.com
/

.outlook.com

=" Microsoft Google

Choose:

| want my free email at:
a) Google
b) Yahoo!
c)  Microsoft

Look at the username you chose earlier. Write your email address.
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Module 5-Literacy-CLB 1-Digital Skill 3-Practice-Handout-Answer Key ‘éﬂlé

Choose a suitable email provider

Read and match:

Company logo Company name Email address

GO gle \ Yahoo! .yahoo.ca

yahOO.’ e Microsof>/ .gmail.com
=' Microsoft ~ Google T

.outlook.com

Choose:

| want my free email at:
a) Google
b) Yahoo!
c)  Microsoft

Look at the username you chose earlier. Write your email address.
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout A (Yahoo Mail) | i |

Free Yahoo Email Account: Get Started

< C @ cayahoo.com * @

A Home  Mail News Spots  Finance  Celebity  Style  Movies  Weather  Answers  Mobile

/4 Q T 1.Click on the
yahoo! [&] ’ Cickont

= Mail News Sports Finance Celebrity Style Movies More...

What do you think of the decision to impeach U.S. President Trump?
Vote and leave a comment about this historic moment in American politics

Tell us:

#% Holiday Searches

1. Winter coats 6. Sonos wireless sy..
2. Keurig coffee mak... 7. Purple Mattress
3. New Balance shoes 8. Christmas stockings

4. Cheap flights 9. Security camera

Updated border 5. Google Pixel 3a 10. HP ink cartridges
crossing rules

Canadians should

know

Earlier this year, the Canada-U.S.

Preclearance Agreement went into effect,

meaning Canadians should be aware of
certain changes when crossing the border.

yahoo/

yahoo!

Sign in to Yahoo Mail

1ail that
utiful, more secure

The all-new
Yahoo Mail app

. 2. Click

on Create
an account
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout A (Gmail & Outlook) ﬁ@lc‘iﬁﬁ'

Free Google Email Account: Get Started

1. Cr-mm Click on
Gmail
Google
2.
Google
Signin
Loammore e Click on
Create
account

Microsoft

Outlook

Click on
Create
free

Create free account account
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout B (Yahoo Mail) | i |

Free Email Account: Sign out

Look for your name on the screen. For example, Theresa Fox’s name may show this:

Theresa

1.Click on the

icon with
your name
- p
yahoo/mail
Theresa Fox
Compe O darepest Em B o
nt Int
I Inbox 4
Unread 3 + Add or Manage accounts .
s ; - 2. C.hck on
Drafts 4 July S|g n out
Sent
Archive
Spam
Trash
Al
Views Hid
P Photos
B Documents
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout B (Gmail)

Free Email Account: Sign out

Look for your initials (the first letter of your name) on the screen.
For example, Theresa Fox’s name may show this:

Gmail

N

= pd Gmail Q  search mail

-~ J Primary A% Social @ Promotions
Inhm

Starred

Sent Your Promotions tab is empty.

Drafts Deals, offers and other marketing emails will be shown here.

Q
*
© Snoozed
>
fu

To add or remove tabs, click inbox settings.

Q Search mail

BDiowe. C

@ Promotions

[ Primary

Inbox

Starred Theresa Fox
theresafox43281@gmail.com
Snoozed

Sent Your Promotions tab is empty. Manage your Google Account

Drafts Deals, offers and other marketing emails will be shown here.
..... &* Add another account

| LIT/ |
CLB 1
2

1.Click on the
icon with
your initials

2.Click on

To add or remove tabs, click inbox settings.
@

Privacy Policy * Terms of Service
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout B (Outlook)

Free Email Account: Sign out

Look for your initials (the first letters of your name) on the screen.

For example, Theresa Fox’s name may show this:

Outlook

Outlook

L Search

New message

Vv Favorites

& Archive

Add favorite

V' Folders

Inbox 1

Junk Email

Drafts

Sent Items

Deleted Items

e B VN @O b

Upgrade to Office
365 with premium
Outlook features

2 @ &

B Mark all as read

@ &4 Focused = Other Filter v

Outlook Team
Welcome to your new Outl... 6:05 PM
Hi Theresa, Welcome to your new Outlook.c

Get started X
v/ 0 of 6 complete
Choose your look
@ Confirm time zone
;{{ Import contacts
B> send a message
D Get Outlook mobile

€ Upgrade to Office 365

Learn How To Increase
Your Home Value And...
leaffilterguards.com

LA A

JR———

Dental Implants cost in
Coquitlam may..
Dental Implants Near Me |

Select an item to read

| LIT/ |
CLB 1
P=Y=N

1.Click on the
icon with
your initials

Outlook

,0 Search

New message

/' Favorites

& Archive

Add favorite

365 with premium

£ Mark all as read

@ &4 Focused =} Other Filter -

Outlook Team
Welcome to your new Outl... 6:05 PM
Hi Theresa, Welcome to your new Outlook.c

Vv Folders Get started 5
& Inbox 1 /0 of 6 complete

©  Junk Email Choose your look

&  Drafts @ Confirm time zone

B Sentitems ;ﬁ Import contacts

@  Deleted ltems B> send amessage

9 Upgrade to Office [J Getoutiook mobile

® B & 7 s @
My account X

Theresa Fox
theresafox43281@outlook.com
My profile
nt
Sign out

2.Click on

Select an item to read
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout C (Yahoo Mail)

Free Email Account: Sign in

| LIT/ |
CLB 1
F=—V=N

1.Goto
www.yahoo.ca

© C { @ cayahoo.com

A Home [ News Sports

yahoo/

g Mail News Sports

What do you

Tell us:

" Joan Toralha

Re: Dony forget 1o —

-
» Lizzy g gy
'a); mi%fwuunwz

~ EMma Johnes..

N
R:a" Toralhy

‘\. El’ic_ Lizouo v .

'Don'“mlowmw

Finance

Celebrity Style Movies Weather Answers Mobile

Celebrity Style Movies More...

ink of the decision to impeach U.S. Presid
Vote and leave a comment about this historic moment in American politics

Updated border
crossing rules
Canadians should
know

Earlier this year, the Canada-U.S.

Preclearance Agreement went into effect,
meaning Canadians should be aware of
certain changes when crossing the border.

YAHOO!

Mail that's more
beautiful, more secure

The all-new
Yahoo Mail app

Get the App

YAHOO!

Mail that's more
beautiful, more secure

The all-new
Yahoo Mail app

Get the App

2.Click on the

#% Holiday Searches

1. Winter coats 6. Sonos wireless sy..
2. Keurig coffee mak... 7. Purple Mattress

3. New Balance shoes 8. Christmas stockings
4. Cheap flights

5. Google Pixel 3a

9. Security camera

10. HP ink cartridges

yahoo/

Sign in to Yahoo Mail

using your Yahoo account

Stay signed n

Forgot username?

Create an account

clairepesl@yahoo.com

Enter password

to finish sign in

Password

Mail icon

3.Type your
email
address

4.Click on
next

5.Enter your
password

6.Click on
next
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout C (Gmail)

Free Email Account: Sign in

| LIT/ |
CLB 1
2

1.Goto
www.google.ca

D c

About  Store

Canada

@

© @& https//www.google.com

v e @

Google

Google Search I'm Feeling Lucky

Google offered in: Frangais

n @ ®

Gmail Images EES@

2.Click on
Signin
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Google
Signin

to continue to Gmail

Email or phone \

3. Type your
email

g

Forgot email?

Not your computer? Use Guest mode to sign in privately
Learn more

Create account Next

address

4.Click on

Google

Welcome

‘ theresafox43281@gmail.com v

next

5.Enter your

fer your password \
| -4

Forgot password?

password

6. Click on

\

next
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Module 5-Literacy-CLB 1-Digital Skill 4-Learn-Handout C (Outlook)

Free Email Account: Sign in

| LT/ |
CLB 1
m

1.Goto
www.outlook.com
B& Microsoft 2 Cl.le on
Signin
Outlook
Connect. Organize.
Get things-done.
B Microsoft
Sign in
3.Type your
email
: address
@ 4.Click on
next
=

m: Microsoft
< theresafox43281@outlook.com

Enter password

oY

Password
g
D Keep me signed in

Forgot password?

5.Enter your
password
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6.Click on
next

20




Module 5-Literacy-CLB 1-Digital Skill 5-Learn-Handout A

Understanding Your Inbox

| LIT/ |
CLB 1
F=—V=N

When you sign in to your email account, you will see a screen that looks
something like one of these.

Wwrite new
email

write new
email

Outlook

compose new

message

Today

~7 5 Capital One®
® CindyLu
® Bunay
® sccountsticbecs
® accounts@cbeca

® Claire P

$300-57.000 Credit Limit
homework

cottee on Fridsy®

Moon Landing 50th: CBC News tskes you inside the landmark mission and its impact | CBC News

Canada's biggest underwater volcano s just off B.C.'s cosst — and scientists are finding new species

my new email address ey, Ths is the &

Meet the hub for teamwork in
Office 365 Business Premium

fasgy| Walmart®: ¢ g -
0 i <32

Kiss Pleat
Comforter Set

Paddy Tennant

Elsie Decena

Ray and Joan

TELLS

Security alert - New device signed in topinkettD:

Beet recipe - Hi Claire, It was great seeing you

Stage 43 postcards - Hi, did Walter (Allegra) reach you to let

Automatic reply: Express 1

great pictures - High

TELUS Optik TV account registration - Hawir

g trouble viewing this emas

Outiook Team
r Weicome to your ne! !

from and
subject

read email

message here

That'’s why
we need
donors
everyday.

Book now
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Module 5-Literacy-CLB 1-Digital Skill 5-Learn-Handout B (Yahoo Mail) | i |

Composing and Sending an Email

1. Click on Compose

2. Type your friend’'s email

e
. Theresa S8 ﬁ Home

o : @ 3.Type: Class party o
Unread
Starred Hi Cindy,
Drafts 1 Please bring a salad for our party. 4 TU pe the messa ge:
sent Thank you.
Archive . .
Spam Lena HI Clndg,
Trash Please bring a salad
for our party.
Views Hide
S Thank you.
B Documents LenCl
= Travel
+ New Folder » v
5.Click on Send.
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Module 5-Literacy-CLB 1-Digital Skill 5-Learn-Handout B (Gmail)

Composing and Sending an Email

1.Click on Compose

2.Type your friend's email

\

| LIT/ |
CLB 1
F=—V=N

c o
[J Primary &% Social
D Inbox New Message
% Starred Google Community Te. Finish setting up your new Ce Bee ®
© Snoozed

= M Gmail

l— Compose

Inbox
Starred
Snoozed
Sent

Drafts

PV e »* [0

3.Type: Class party

= C
[J Primary 2% Social
Google Community Te. Finish setting up your new cindyluthecatloverfdgmail.com
Class party
Hi Cindy,
\ Account Created
25% Please bring a salad for our party.
Choose a theme Thank you.
Setup progress
Fena
0 GB (0%) of 15 GB used Terms - Priva
Manage

4.Type the message:

Hi Cindy,

Please bring a salad
for our party.
Thank you.

Lena

A@c—)@é!b

5.Click on Send.
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Module 5-Literacy-CLB 1-Digital Skill 5-Learn-Handout B (Outlook) | i |

Composing and Sending an Email

1. Click on new message

2.Type your friend's email

Outlook

w P send ﬂ Attach Vv @ Discard EH
Vv Favorites © & Focused = Other Filter To [l cindyluthecatlover@gmail.com X Cc Bcc

£ Inbox 1 Outlook Team U.S. Heart Doctor: It's

Welcome to your new Outl... Wed 6:05 PM
B Sentltems Hi Theresa, Welcome to your new Outlook.c Add a subject Q_ 3 . TU pe: Cla SS pa rty

4.Type the message:

Hi Cindy,

Please bring a salad
for our party.
Thank you.

Lena

L Search

Outlook

= B send @ Attach v [l Discarg (]
V' Favorites © & Focused =) Other Filter v To e it e e % Cc Bec
£ Inbox 2 Microsoft OneDrive U.S. Heart Doctor: It's
Your new OneDrive is almo... 10:53 AM Like a Pressure Wash
B  SentItems Welcome to your new OneDrive! There's a | Class party gycur Insides
!
& Drafts 1 This month
Hi Cindy,
5  Archive mm Outlook Team
¥ Welcome to your new Outl... Wed 6:05 P| Please bring a salad for our party.
Add favorite Hi Theresa, Welcome to your new Outlook.c.
Thank you. Lt
David Letterman
V' Folders Lena Won't Apologize For
His New Car
£ Inbox 2 MedicareGr
©  Junk Email
M AN B I U £Z A = = ¢ £
¥  Upgrade to Office
365 with premium
Outlook features @l v @ Draft saved at 10:45 AM
We Would Like You To
See The PI. Wh
= @ & Select an item to read & Class party X e The Face Where
. .
5.Click on the Send icon.
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