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Email Advantages
● Productivity tool

○ Email is usually packaged with a calendar, address book, instant 
messaging, and more for convenience and productivity.

● Access to web services
○ If you want to sign up for an account like Facebook or order products from 

services like Amazon, you will need an email address so you can be safely 
identified and contacted.

● Easy mail management
○ Email service providers have tools that allow you to file, label, prioritize, 

find, group, and filter your emails for easy management. You can even 
easily control spam, or junk email.

● Privacy
○ Your email is delivered to your own personal and private account with a 

password required to access and view emails.

● Communication with multiple people
○ You can send an email to multiple people at once, giving you the option to 

include as few as or as many people as you want in a conversation.

● Accessible anywhere at any time
○ You don’t have to be at home to get your mail. You can access it from any 

computer or mobile device that has an Internet connection.



The user name chosen to identify the owner.

The email provider is the website that hosts the email account.

Some business and organizations use email 
addresses with their own website email host.



Common Email Terms and Actions Handout



Inbox
The inbox is where you'll view and manage emails you 
receive. Emails are listed with the name of the sender, the 
subject of the message, and the date received.



Message Pane
When you select an email in the inbox, it will open in the 
Message pane. From here, you can read the message and 
choose how to respond with a variety of commands.



Compose Pane
You can click the Compose or 
New button from your inbox to 
open the Compose pane to 
create your own email 
message. From here, you'll 
need to enter the recipient's 
email address and a subject. 
You'll also have the option to 
upload files (photos, 
documents, etc.) as 
attachments and add 
formatting to the message.















Mention included attachments

Never attach a file without mentioning it in the body of your email. Something as simple as I've attached a few 
photos to this email will help your recipients know what to expect.

Recommended to attach any files before you start writing.



Email safety
Email is not totally secure, so you should avoid sending sensitive information like 
credit card numbers, passwords, and your Social Security Number. In addition, you 
may receive emails from scammers and cybercriminals. The first step in dealing with 
email safety concerns is understanding them so you know what to look for.



Spam
Spam is another term for junk email or unwanted email advertisements. It's 
best to ignore or delete these messages. Luckily, most email services offer 
some protection, including spam filtering.

Phishing
Certain emails pretend to be from a bank or trusted source in order to steal 
your personal information. It's easy for someone to create an email that 
looks like it's from a specific business. Be especially cautious of any emails 
requesting an urgent response.

Attachments
Some email attachments can contain viruses and other malware. It's 
generally safest not to open any attachment you weren't expecting. If a 
friend sends you an attachment, you may want to ask if he or she meant to 
send it before downloading.



Gmail Support
https://support.google.com/mail/?hl=en#topic=

Yahoo Support
https://help.yahoo.com/kb/new-mail-for-desktop

General Email
https://edu.gcfglobal.org/en/email101/

Beyond Email
https://edu.gcfglobal.org/en/beyondemail/
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