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Username

You can use your name as a Username for an email account. There are many
ways to do this. Theresa Fox is a LINC student. She wants to choose a username
for her new email account. Look at these examples of Usernames she could use:

Username Explanation

theresafox first name last name

tfox first initial last name

theresaf first name last initial

theresa.fox first name dot last name

theresa_fox first name underscore last name
theresafox23 adding number/numbers to username
tfox23 adding number/numbers to username
theresaf23 adding number/numbers to username

Which username do you think Theresa should choose? Why?
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Username

Look at the Usernames below for Theresa Fox. She wants to communicate with
teachers, employers, or the government by email. Which Usernames are good for
Theresa because they sound more professional?

Username Good v Not Good X

foxylady

tfox

theresa.fox

theresafox23

foolishfox

craftyasafox

theresafc04

crazylikeafox

Do you think some of these Usernames are not good to use in professional
situations? Talk to a partner about your ideas.
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Username

Look at the Usernames below for Theresa Fox. She wants to communicate with
teachers, employers, or the government by email. Which Usernames are good for
Theresa because they sound more professional?

Username Good v Not Good X
foxylady b 4

tfox v

theresa.fox v

theresafox23 v

foolishfox

craftyasafox

theresaf604 v

crazylikeafox b 4

Do you think some of these Usernames are not good to use in professional
situations? Talk to a partner about your ideas.
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Parts of an Email Address

yournamehere @ gmail .com
username “‘at” domain extension
symbol
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Parts of an Email Address

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

tfox23

theresaf23
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Parts of an Email Address

@ @
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Parts of an Email Address

LCom .Lom

.Cd .Cd

.0rg .0rg

.net .net
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Parts of an Email Address

gmail yahoo

outlook ICloud

telus shaw

live bell
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Choose a suitable email provider
Match the three examples below with situation A or situation B
A B
| can get an email address from | need to open a free email
my Internet Service Provider account. | do not pay for
(the company that | pay for my the internet at home.
internet service at home).
1. __Ipay for the internet at home. | get a bill from Shaw Communications every month.

2. __ My landlord gives me free internet at home, but my landlord didn't give me an
email address.

3. __ldo not have any internet service at home.

Match the company logo, company name, and email domain and extension for free
email addresses.

Company logo Company name Email address
(domain and extension)

GO gle Yahoo! .yahoo.ca
yahoo.l Microsoft gmail.com

=EQ MIC rosoft Google .outlook.com

1.  Which company do you want to use for your free email address?

2. Look at the username you chose at the beginning of this lesson.
Write your complete email address.
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Choose a suitable email provider

Match the three examples below with situation A or situation B

A B
| can get an email address from | need to open a free email
my Internet Service Provider account. | do not pay for
(the company that | pay for my the internet at home.
internet service at home).

1. Alpay for the internet at home. | get a bill from Shaw Communications every month.

2. B My landlord gives me free internet at home, but my landlord didn't give me an
email address.

3. Bldo not have any internet service at home.

Match the company logo, company name, and email domain and extension for free
email addresses.

Company logo Company name Email address
(domain and extension)

GO gle \ Yahoo! .yahoo.ca

yahOOOI e Microsoft>/ gmail.com

= MiCTOSOft pd Google \ .outlook.com

1.  Which company do you want to use for your free email address?

2. Look at the username you chose at the beginning of this lesson.
Write your complete email address.
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Free Email Account: Get Started

A

YAHOQ)! | KES CE Look for Mail in
D wew dom e Commy Sk Mo Mo the top right
O enter corner of the
— g webpage. Click on
e v the Mailicon. This
e ohi window will take you to
R the create a new
account page. You
can sign up for a
new free email
account.
| ::‘Z:::: f‘?&p:::::ns in Poolside Vacation Pics Taken By
GADM ::)mﬁ © & hitps//www.google.com v 9w noe = Look-For Gmail In
the top right
corner of the
webpage. Click on
GO g|€ the word Gmail.
This will take you
to the create a
Google Search  I'm Fesling Lucky new account
coggermmane e page. You can sign
up for a new free
. email account.

Effortless email and calendar
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Free Email Account: Create an Account / Sign up

YAHOO)! MAIL

YAHOO
Eldelndg v
COME WITH US.

Look for:

e Sign up

e Create an
Account or

e Create new

account button

in the top right

corner or in the

centre of the

webpage.

Be careful! Do not
click on the Sign

; 3 in button! You wiill
. u o . - use this button
Get more done with Gmail e = ‘ later, after you
< Now more secure, smarter and easier 10 use—helping you save time and do more with your inbox. - ——— > have Uou r neW
ﬂ Tr 1o Yosomae
' ‘ M. / email account.

Effortless email and cg
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Free Email Account: Sign out / Log out

Look for an icon with your name or initials in the top right part of your screen. For example, Theresa Fox
might see one of these icons:

Theresa

Click on the icon with your name or initials. Click on the word sign out or log out. This will close your
email account. Next time you want to go to your email account, you will need to sign in or log in. The
next handout explains this.

YAHOO! MAIL

|.,..... m
Unread m
Starred
B
Drafts
Sent
Archive
Spam
Q ©
u 6 .
-+ compose
O Primary 2% Social @ Promotions EEX)
o G 105G
3

1 . S
= -+ New message & Mark all as read Ur
v  Favourites (© & Focused =3 Other Filter v
& Inbox 1

r Outlook Team
“ Welcome to your new Outl... Mon 13:43

B Sent Items Hi Claire, Welcome to your new Outlook.co...

& Drafts

B Archive
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Free Email Account: Sign in [ Log in

Sign in or log in to your free email account. Go to the email provider website you chose
(e.9. www.yahoo.ca, www.google.ca or www.outlook.com). Look for the words mail,
gmail, sign in or log in. Click on one of these. You can usually find these words in the top
right part of your screen. Sometimes they are in the middle of the page. Look at
Handout A if you need help. Do not create a new account!

1. Type your email address. Remember, this is your username + @ symbol + domain +
extension. Click on Next or press the Enter key on your keyboard.

YAHOO! Google
CANADA . .
Sign in
Sign in to Yahoo Mail to continue to Gmail

using your Yahoo account

Emala =

: Forgot email?

Trouble signing in?

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

Create account

BY Microsoft

Sign in

No account? Create one!

Sign-in options

2. Type your password and press the Enter key on your keyboard to open your free
email account.
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Free Email Account: Sign in [ Log in and Sign out [/ Log out

Practice sign in and sign out of your new email account.

1.

Use a web browser such as Chrome, Internet Explorer, Edge, or Firefox. Go to your email
provider’s website. [Module 5-CLB 2/3-Digital Skill 4-Learn-Handout A]

Look for Mail, Gmail, or Sign in/Log In in the top right corner or centre of your screen.
[Module 5-CLB 2/3-Digital Skill 4-Learn-Handout A|

Enter your email address (username+@+domain+extension) in the sign in box on the page.
[Module 5-CLB 2/3-Digital Skill 4-Learn-Handout D]

Click on Next or press the Enter key. [Module 5-CLB 2/3 -Digital Skill 4-Learn-Handout D]
Enter your password. Be careful of capital letters and spaces!

Press the Enter key.

Now you can see your email inbox. [Module 5-CLB 2/3-Digital Skill 4-Learn-Handout C]

Look for the Sign out/Log out icon in the top right corner of your screen. Click on the icon
and then click on sign out/log out. [Module 5-CLB 2/3-Digital Skill 4-Learn-Handout C]

Congratulations! You have successfully signed inflogged in and signed out/logged out of
your email account.

10. Repeat steps 1-8 again.
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Understanding Your Inbox

A

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

write new
email

Today

Capital Onet
® Cindy lu
* Bunay
® accountsebecs
* accounts@cboca

* Caire P

$300-57,000 Credit Limit
homework

cotfee on Friday®

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 -

Meet the hub for teamwork in
Office 365 Business Premium

CUCK MERE >

Kiss Pleat
Comforter Set

Wwrite new
email

cpeBVVOe*O =+

great pictures - High

Stage 43 postcards - Hi, did Walter (Alleg

Automatic reply: Express 1

TELUS Optik TV account registration - Haning trouble viewing 1

Outlook

compose hew
message

Folders B .
folders e p .

Outlook Team

from and

subject

read email

message here

That's why
we need
donors
everyday.
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Email Folders

A folder is a place in your email account. You keep files here.

There are several kinds of folders: YAHOO! malL
CANADA

Inbox: all the emails sent to you
Unread: all the emails you have not read
Starred: all the emails you “starred” as important (to do

this, click on the little star next to the title of the

email / this may sometimes look like a little flag) :
Drafts: here you can find an email message that you —_—

wrote but that you did not send yet (If you Starrad

accidentally close your email before you click on
“send”, your message will probably be in this

folder. You can also save messages in this folder so

that you can finish them at a later time.)

Archive
Sent: copies of all the email messages that you wrote -
and successfully sent n
Spam: general messages, such as advertising, that are vash
sent to many people usually go to this folder; it is ~
sometimes called a “junk” folder (It is a good idea
to check this folder regularly. Sometimes Views Hide
important emails accidentally end up in this M Photos
folder.) i
Trash: when you “delete” or throw away an email, it goes B Documents
to this folder (If you accidentally delete an email, % Travel
don’t worry. You can find the email in this folder © Tutoriak
and move it back to your Inbox.) s
New Folder: you can also create your own folders to keep Folden o

information in (e.g. you can make a folder called
“School” to keep all the email you get from the + New Folder
school office)
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Composing and Sending an Email

To send an email to someone:

1.
2.

Open your email. Click on the “Compose” or “+ New message” button.

The person you send an email to is called the recipient. Enter the recipient’'s email address in

the “To” field.

Type a subject (title) in the “Subject” field.

Type your message.

Click on the blue “Send” button. This button is usually at the bottom of your screen, but it
can sometimes be at the top of your screen on the left side.

YAHOQO! MAIL

CANADA

Inbox 5

Unread
Starred
Drafts
Sent
Archive
Spam
Trash

A Less

Views Hide
P Photos

B Documents

% Travel

@ Tutorials

Folders Hide

+ New Folder

cindylu400@gmail.com

» day?
coffee Friday <t 3

Hi Cindy,

Would you like to meet for coffee after class on Friday?

All the best

o \
4

RHEE E @ B I ee AA e
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Sending an Email to Multiple People
You can send an email to more than one recipient at the same time. There are 3 different ways
to do this.

1. The email is addressed to more than one person (for example, you want to send an email
party invitation to a group of friends):

e Type the first recipient’s email address in the “To" field. Next, type a comma or press the
“Enter” key. You will see a box or oval around the recipient’'s name.

e Type the next recipient’'s email address in the same “To” field and type a comma or press
the “Enter” key.

e Repeat these steps to add more recipients (people).

reoe N
CANADA

Inbox 5 coffee Friday?

Unread

Starred Hi Cindy,

Drafts 1 Would you like to meet for coffee after class on Friday?
e All the best

Archive Lena

Spam

Trash

2. CC-The emailis addressed to one person, but you want to send a copy of the email to
someone else (for example, you want to send an email to your landlord, but you also want
your spouse to have a copy of the email):

e Type the recipient’'s email address in the “To" field.

e Click on CC/BCC to the right of the “To" field. This will open two new fields below the “To"
field.

e Type the email address of the person you want to send a copy of the email to in the “CC"
field.

e -
CANADA

. s
CC -

Inbox
Unread
Starred

Drafts 1 coffee Friday?

Sent
Archive Hi Cindy,
Spam Would you like to meet for coffee after class on Friday?

Trash All the best,
AT Lena
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3. BCC - You want to send an email to a group secretly or privately (For example, you want
to send an email about a neighbourhood event to a group of people. The people do not
know each other. You do not have permission to share other people's email addresses with
strangers. You use BCC):

e Type your own email address in the “To" field.

e Click on CC/BCC to the right of the “To" field. This will open two new fields below the “To"
field.

e Type the email addresses of the people you want to send the email to privately in the
“BCC" field. Do this the same way you did in step 1.

ek

s (e
Inbox 5 =

Unread -

Starred

Drafts 1 coffee Friday?

Sent

Archive Hi Cmdy‘

Spam Would you like to meet for coffee after class on Friday?
= Al the best,

A Less Lena

Views Hide

ISSofBC DIGITAL LITERACY CURRICULUM RESOURCE « MODULE 5: EMAIL « CLB 2/3 « VISUALS & HANDOUTS 21



Module 5-CLB 2/3-Digital Skill 6-Learn-Handout | bl |
/ 9 gV

Replying to an Email
Open the email you want to answer (respond to).
Look for words Reply, Reply All or Forward. You may also see arrow symbols.

If you choose Reply or Reply All: Type your message. Then, click the Send button.

Hw R

If you choose Forward (send the email to another person): Type the recipient's name in the
“To" field. Type a short message. Explain why you are forwarding this email. Click on the
Send button.

oo &

cmaee S B @ @ v
| g % coffee on Friday?

Unread Bunny E‘

Starred To: clairepesi@yahoo.com

Drafts Hey

Semt Do you want to meet me after class on Friday and go for coffee somewhere?

Archive Boan

Spam

Trash

~ Less

Views Hide Reply. Reply All or Forward
P Photos

R Documents
= Travel

@ Tutorials

Folders Hide

+ New Folder

= M Gmail Q se - ® ©

€« B 0§ & ° o= t el o
} come
O inbox Coffee on Friday? o x s @
IO - Claire P <clairepasi@outio T - —_—— % °
© Ssnoozed 10 Clarepesi@yanao.ca me =
» Important From: Claire P

Sent: 22 July 2019 12:14
> Sent To: clairepes| @yshoo.ca <clairepes @yahoo.ca>; pinkell007@gmail.com <pinkett007 @gmal.com> +
. raft Subject: Coffee on Friday?
» I Categories

B  Spambox Hi Burwwy snd Gindy,
v More

Do you want to go for coffee after class on Friday? We could go to that new coffee shop near the school.

Claire

Outiook =
= -+ New message [ Delete = Archive © Span ¢ Sweep =] Movet > Categorise

Favourites ) Focused {5 Other Filter homework assignment

& Inbox 3 ~, Claire P laire P <clairepesi@yahoo.com>
homework assignment 1037
> Sent ltems Hi Bunny and Cindy. Did you understand to. You; Claire P

Hi Bunny and Cindy
Drafts This month
Did you understand today's homework assignment? Do you want to meet at the library after dinner to work on it
- Microsoft OneDrive together?

Complete your OneDrive s.

get started by uploading your first file Claire
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