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Intro to Email
What is Email?

Hi! I'm Belle!

Hi, 'm Belle, and I'm here to help you get started with email. We will follow along with
Amy, who is setting up an email account.

There are many different email providers. In today’s example, Amy is setting up a
Gmail account.

Let’s begin by talking about what email is and how it works.
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If you've never used email before, it’s just like mailing someone a letter at the post
office, except that the letter is mailed digitally through the internet, and the person
receives the letter instantly.

You can include all kinds of things in an email. In addition to a letter, you can include
pictures, documents, videos and other computer files.
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You can send an email to one person, or to multiple people at the same time.

You can access your email on any device that has the internet, like your computer or
your mobile phone. Best of all, sending an email is free.
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Email providers also provide apps that can be used to check and send email from your
mobile phone and tablet devices.

In order to receive emails, you will have to sign up for your own private email account,
which is an electronic mailbox just for you. That account will have its own email
address so that people will know where to send you an email.
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LeighSmith82@gmail

Amy Leigh Smith
82 Evergreen Terrace
pringfield, OR 97477

Like a real address, the email address has to be typed correctly, or the other person
will not receive their mail.

An email address will always have two main parts, which are connected by the “at”
symbol.

LeighSmiths2 | @ gmai

[ Amy Leigh Smith |
82 Evergreen Terrace
ringfield, OR 97477

The first part of the email address is the person’s username. This is similar to the
name you write on a regular mailing address.
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Amy Leigh Smith
82 Evergreen Terrace
ingfield, OR 97477

The second part of the email address is the location. It could be the name of an email
provider, the organization the person works for, or a website that the person is
associated with.

yLeighSmith82 (@|gmail.c

| Amy Leigh Smith |

(82 Evergreen Terrace
ingfield, OR 97477

To recap, an email address is made up of who you are sending the email to, the “at”
symbol, and the location for their email, just like a regular mailing address is made up
of who and where.
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Your email account is protected by a password of your choice, so that the only person
who has access to your email is you. Think about your password as the key to your
mailbox. This provides you with protection and privacy.

In the next lesson, Amy is going to create an email account so she can communicate
with others.
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Signing Up for Email

In this lesson, Amy will create an email account to communicate with other people,
like her children’s teachers and her family. If you don’t have an e-mail account, you
can easily set one up for free. You can do that with a variety of different e-mail
providers, such as Gmail, Yahoo! or Outlook.

In today’s example, let’s follow along with Amy as she sets up a Gmail account.
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First, Amy opens her internet browser and goes to the address bar.

In the address bar, Amy types “gmail.com” and then presses enter to go to the Gmail
website.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Google

Create your Google Account

1o cantinue 1o Gmall

[B| Lastname
@omailcom
Iatars, PurTers & parods P F
Password @/ confiern ® .
e o e s e One account. All of Geogle
warking for you

[0  snow password o
— =3

Engian Linsed States) = belp sy Tems

When Amy clicks on the link to Create an account, a form appears.

If you'd like the website to display in a language other than English, you can change
the language using the drop-down menu at the bottom.

Google

Create your Google Account
1o continue 1o Gmall

o— -
Amy B | Smit

.......

@gmail com
™ ® -
T C—— B S
warking for you
— =
[T — " S

At the top of the form, Amy enters her first and last name.
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Google

Create your Google Account

1o cantinue 1o Gmall
Amy B | smir

Usemame
(@omail com

AN s JaMars, P & paogy

° Y

Password @ | Canfim ]

Use % of mare chiracters with & i of htters, rmbers &

symbals One aceount. All of Google

O e warking for you,
i
— =3
English (Unfed States) ~ Help  Prvacy  Temns

Next, Amy will choose a username, which will become a part of her email address.

Google
Create your Google Account
1o cantinue to Gmail

——

Lattname
Amy B Smith

amysmith @gmail.com ]

@ That usemame issken Try anather

Avallable: amy752545 38978961 amys34013

One account. All of Google

Password @ canfiem warrking for you
Use 3 or more characters with a i of eters, rambers &
symbalz
O  snow password
e e
Engllsh {Unfed States) ~ Help  Prvacy  Tems

Keep in mind that usernames are unique to each account, so it may be hard to find
something that is not already taken.
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Google

Create your Google Account

1o continue to Gmail

Amy [ smith

en——
amyleighsmitheZ @gmait com

Wous can use letlars, rurmisers & peviods i_ i

Available: amy752545 as8978961 amys34013

One account. All of Google
@ || Canfiem warking for you,

I8 i O e, raribers &

Signin nstead

Engiish (Unted States) =

You may have to be creative with your username and add numbers or other
identifying factors to it.

.
I!
3

o BigCatLover1980@gmail.com

° AuntA@gmail.com

° AmyLeighSmith82@gmail.com

Here is a tip on usernames: Since usernames become a part of your email address,
you will want to use something that is appropriate to share with anyone you may give
your email to, such as your child’s teacher or an employer.
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Google
Create your Google Account
o continue to Gmail

Amy [ smith

r—
amyleighsmith82 (@gmail com

Vo £ e JeTars, rurribers & periods

* [

One account. All of Google
@ warking for you.
[Emep—

Signin nstead

Available; amy752545 asB978961 amys34013

Engiish (Unted States) =

el Terms.

Next, Amy chooses a password for her account.

Passwords are secret because they are like the lock to your mailbox. To keep your

password secret, it will be masked with symbols as it is typed so that others watching
can’t see the characters.
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Google

Create your Google Account

1o continue to Gmail

Amy [ smith

S
amysighamitne? @grmait com
Woul can use lellers, rumbers & periogs F.; |
e C

Available; amy752545 asB978961 amys34013

One account. All of Google
warrking for you.

Signin nstead

Engiish (Unted States) = Help  Pivery  Tems

A password on Gmail must be at least 8 characters long and should not be a word
that is too easy to guess. You can add capital letters, numbers, and symbols to make
your password more secure. You should not use your name or other common words
that people could easily guess.

After setting up an account, it is important to remember your email address and
password. You will need these to access your account later. It's a good idea to write
them down and keep them in a safe place until you have memorized them.
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Google

Create your Google Account

1o cantinue to Gmail

Gne account. All of Geagle
warking for you.

Engish {Unted States] = Help  Brwvacy  Temms

When Amy enters her password, she is prompted to type it in one more time; this
confirms that it was typed correctly by making sure both entries are the same.

Then, Amy clicks Next.

Google
Amy, welcome to Google

@ amyleighamithe2egmail com

Vour personal info is private & safe

Menth = Dey Year

our birthday

Gender -

Why we ask for this information

Amy now has the option to enter her phone number.
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Google

Amy, welcome to Google

@ amyleighamithaamgmail com

e
-~ | 202-555.0162 ]
¢ orby or 80C0UM SECUTTY. Your
cthers. ons can choose lster hether Yo

address {optional)
it CCOE SHCUT

=P

Your personal info is private & safe

Why wa ask for this information

Engiizh (Unsed States) = Help  Privecy  Tems

There is also an option to enter an alternate email address. The phone number and

recovery email address will be used if she loses her password and needs help
accessing her account.

Google

Amy, welcome to Google

@ amyhighemitne2egmall com

=P

Your personal info Is private & safe

Why wa ask for this information

Engitzh {Unsed States) = Help  Prvecy  Tems

Amy adds her date of birth, typing all 4 digits for the year.
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Google
Amy, welcome to Google

@ amyleighamithaamgmail com

B nusniss st
2025550162

el 191 OGO BRCURTY. Your
oehers. Wou can choase Iste

=P

Your personal info is private & safe

Engiizh (Unsed States) =

Help  Privecy  Tems

Next, Amy selects her gender from the drop-down menu.

Then she clicks on Next.

Google
Verify your phone number

To make sure this number is yours, Goagle will send you
 text message with a 6-digh verification eode. Standard
rales apply

-

Back

Mot now

Engish (Uneed States) =

Now Amy verifies her phone number. This shows that this is her phone number and
sheis a real person and not a robot automatically creating accounts.

= 4

Your personal info is private & safe
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Verify your phone number ¢ 6

T make sure this number is yours, Goagle will send you
4 tet message with 2 6-dight verification eode. STandany

Areecaply (e osnert
[ |
rm————
G 301845
Back
Your pe
Callinstead m
a o
PSR, Welp  Pracy  Tems

In most cases you will need to have your phone with you when you complete the step.
Amy clicks on send to have the verification code sent to her phone.

Amy receives a text message from Google with a code, and she types the code in this
box.
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Google

Verify your phone number

Tio ke sire this number s yours, Goagle will send you
a texl message with 3 6-dig venfication code. Standard
rates apoly

-

-
G 301845

=p

Your personal info IS peivate & safe

Back

=
b

Engitsh (Lot States) = Welp  Prvesy  Tems

To receive a phone call instead of a text, click the link to call instead. When you
answer the phone, you will hear an automated message reading the verification code.
If you don’t have a cell phone you can try using a home phone and selecting the Call
Instead option.

Amy clicks Verify to show she has a working phone number.

Goagle

Privacy and Terms Q

To create a Goagle Account, youll need to agree 1o the
Tarms o F Service beks,

In addition, when you Greate an account, we process your
information as described in our Privacy Pelicy, including
these key paints:

Data we process when you use Google

+ Whan you st up a Gongle Ascaunt, we store
information you give us ke your name, email
address, and telephone rumber.

+ When you use Googie services o da things ik Yau're in contral of the data we
writa 3 message in Gmall or carmment e a callect & how its used
YouTube video, we stoce the information you

restaurant on Goagle Maps
Tubse, far example, we

jon about that activity - including
e viceo you walched, device 1Ds,

n
+ We also process the kinds of information
described above when you use apps or sites thet
use Goagle services Hke ags, Analytics, and the
VauTube videa player.
Why we process it

We process this data for he purposes describedin
ur policy, including 1o:

+ Hali?\lr services deliver more useful, customized £

Finally Amy reads Google’s Terms of Service and Privacy Policy.
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* Improve security by protecting against fraud and
abuse; and
+ Conduct analytics and measurement bn

about these specific advertising
and measurement pariners.

Combining data

We also combine this data among our services and
across your devices far these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
desive from your use of Search and YouTube, and e use
daita from trillions of search queries to build spell-
comection models that we use scross all of our services.
You're in control

Degending an your sscount sellings, some of this data
may be associated wilh your Google Account and we
treat this: data as personal information. You can control
haw we collect and use this data now by clicking "More
Options” below. You can always scpst your controls
Eater or withdrew your consent for the future Ly visiting
Wy Account [mysccount google com).

More options w

Cancel
&

Engiizh {Lrited States) =

This explains how Google can use your information while you use Google services.
After she reads it, she clicks the button labeled | Agree, since she agrees...

= M Gmail Q,  Search mail °
o- ¢ ¢ 1-10f1 ¢ -
4 compose C
O Primary &% Social ¥ Promotions o
0 inbox 1
* Samed Google Community Te, Amy, finish setting up your new Google Account - Hi Army, 426 PM Q
@ snoozed
> sent [:]
B Drafis
~  More
+
Meet

W New meeting

B Joina meeting

Hangouts
q»\rw - + Tarms - Privacy - Program Policies Last account activity: 12 minutes aga

0oBof 1568 used B Dotails

No recent chats
Start a new one

»

2 9 4

. and goes to her inbox for the first time.

In the next lesson we will follow along with Amy as she reads and responds to email in
her inbox.
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Logging In
L

About  Store

Gos:izgle

Google Search T Feeling Lucky

Stay updated on the Olympics with Goagle

Advertising Business How Search works. N Carbon neutral since 2007 Privacy Terms Settings
In this lesson, we'll continue following Amy who is has been using email for a little

while now. In today’s example, Amy is using Gmail. She wants to log in to check her
email account, and to see if she has received any new mail.

When Amy wants to check her email, she can type gmail.com in the address bar, or,
she can visit Google.com and click on the link that says Gmail.
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G.oug-le

‘to continue to Gmail

Emalcr ghane
[ amyleighsmithB2@gmall.com| -]

Forget email?

Mat your computer? Use Guest mode 1o sign in privately
Learn more

Create account

Engiien (Ueited STates) * wep Py Terms

Now that Amy is on the Gmail login page, she types her email address into the box.
Then she clicks on Next.

Google
Hi Amy

@ smyleighsmithaz@gmail. com

O shew pasaward

i =

Englien (Untea Sates) = Welp  Privesy

Now, Amy types in her password, and clicks on the blue button that says Next.
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= M Gmail Q Searchmail = o ® s @

O~ ¢ 1-zof2 < » B
+ compose

O Frimary 2% social ®  Promotions o
0 inbex 1
+ Stared Ms. Thempson Welcome New Students - | am Ms. Thompson and | would 448 PN o
© snoozed Google Community Te. Amy, finish setting up your new Gooegle Account - Hi Amy, . 426 PM
= St o
B oDrafs
v More

+

Meet

W New meeting

B Join s mesting

Hangeuts

a»\mu - +* Terms - Privacy - Program Policies

0680 1568 used [ Dotails

Na recent chats
Start a new one

PRI :
| B
And there you have it! Amy is logged in to her email account.

Now we can see a list of email messages in the middle of the screen.

= M Gmall Q,  Searchmall = o @ # @
o- ¢ ez > C
-|- Compaose
O Primary 4% Social @ FPromotions o
Inbox
iy Ms. Thompson Waelcome New Students - | am Ms. Thompson and | would 448 PM
snoozed Google Community Te. Amy, finish setting up your new Google Account - Hi Amy, .. £26FM
Sent [ ]
Drafts
v More
3

W New meeting

B Join a meeting

Hangouts

aAm - + Terms - Privacy - Program Policies Last account activity: 27 minutes ago
068 of 15GB used [ Details

Na recent chats
Start a new one

¥

2 9 4

The menu on the left side allows you to switch between folders that organize your
email messages, such as the Inbox, Sent Mail, Drafts, and Deleted Messages.
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- ¢ 1-2of2 ¢ > B
-+ compose
O Primary % Socil ¥  Promotions ]
O inbex 1
*  Stared Ms. Thempson Welcome New Students - | am Ms. Thompson and | would 448 PN o
© snoozed Google Community Te. Amy, finigh setting up your new Goegle Account - Hi Amy, £26PM
= sent o
B oDrafs
~  More
+
Meet
m New meeting
B Join a meeting
Hangouts
a»\m - * Terms - Privacy - Program Policies Last account activity 27 minutes age
06Bof 1568 used [ Dotails

Na recent chats
Start a now one

>

29 4

You can look for specific messages using the search box at the top ...

= M Gmail Q,  searchmail

O- ¢ i 202 ¢ -
4 compose 5]

O Primary 4 Social ¥  Promotions L]
L] inbex 1
#  Stared Ms. Thempson Welcome New Students - | am Ms. Thompson and | would 448 PM Py
© Snoozed Google Community Te. Amy, finish setting up your new Google Aceount - Hi Amy, 426PM
> Sent -]
E Drafts
~  Maore

+

Meet

W New meating

B Juina meeting

Hangeuts

aAnvr - + Terms - Privacy - Program Policies Last account activity: 27 menutes ago
0GB ol 1568 used [ Details

Mo recent chats
Start 3 now one.
2 9 4

...and access your account settings on the top-right.

In the next lesson, we'll continue to follow Amy as she reads and responds to emails
she has received.
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Opening and Replying

= M Gmail Q. Search mail
o- ¢
| compose
O Primary &% Social
[ inbex 1
%  Samed Ms. Thompson Welcome New Students - | am
© Snooze d Google Community Te. Amy, finish setting up your re
> Sent
B oOnafis
v More
+
Hengouts
QM"‘ + Terms - Privacy - Program Policien Last accaunt activity: 27 minutes aga
08B of 1568 used BB Dotails
No rec: s

In the previous lesson, Amy logged into her email account. In this lesson we’ll continue
to follow Amy as she reads and responds to emails she has received.

In today’s example, Amy is using Gmail.
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= Mj Gmail Gl Search e = o® i@
o- ¢ 3 1-20f2 ¢ > B
+ compose
i —— —— .
*  Stared Ms. Thempson Welcome New Students - | am Ms. Thompson and | would 448 PM o
© snoozed Google Community Te. Amy, finigh setting up your new Goegle Account - Hi Amy, Aug §
= sent o
B oDrafs
~  More
+
Meet

W New meeting

B Joina mesting

Hangeuts

a»\rw * Terms - Privacy - Program Policies
0GB of 1868 u

Na recent chats
Start a now one

29 4

The first thing that Amy sees when she opens her account is the Inbox. The Inbox is
where all of her messages are received, and where she will be able to manage all of
her messages.
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= Mj Gmail Gl Search e = o® i@
a- ¢ i 1-20f2 ¢ > B
-+ compose
O Primary % Socil ¥  Promotions a
O inbex 1
*  Stared [ Ms. Thempson ] [ Welcome New Btudmlsll am Ms. Thompson and | would I 448 PN ]
© snoozed Google Community Te. Amy, finigh setting up your new Goegle Account - Hi Amy, Aug §
> Sent %
B oDrafs
~  More

Meet
W New meeting

B Joina mesting

Hangeuts

a»\m * Terms - Privacy - Program Policies

06Bof 1568 used [ Dotails

Na recent chats
Start a now one

29 4

Each email lists the name of the sender, the subject of the message, a preview of the
message, and finally, the date the message was sent. The newest emails are always at
the top of the Inbox.

Amy sees that she has a new e-mail from her daughter’s teacher, Ms. Thompson. She
clicks on the email to openiit ...

= M Gmai Q  Search mai = o® & @
« O 6 §F &8 0 ¢ o= ez« > @
4 compose
Welcome New Students i x & B o]
O inbox
* Starred Ms. Thompson <msihompsonmsementschool edu= 448 PM (1 minute ago) T /]
@ Snoozed Lo
> Sent | am Ms. Thompson and | woulkd ke to walcoma your chid. and you, to my second grade class. | will be sendng you
regular updates via email B
B orafis
Please feel ee 1o emal me with any questions, thoUgMS and concerms.
v More
+
Meet
N ti
Sl Thank you! Did you get this? Sounds great, thank you!
B Join a meating
Han ts
il + Reply » Farward

Q- v

...and reads the message.
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= M Gmal Q  Search mail = o @
€« e o § 2 0 € D= Tef2 ¢ 3 B
-|- Compose
B Welcome New Students e = & B o]
# Starred Ms. Thompson <mstempsen{Drosementschoct adis 4az P (Iminmeage) o = |3 /]
@ Snoozed L
= Ssent |am Ms. Thomgson and | would ke to walcoma your child, and you, to my second grade class. | sanding you
“ ragular updates via sl (-]
B oDrofis
Please feel free 1o emall me with any questions, thoughts and concerns.
v More
+
Meet

B New mestin
g Thank you! Did you get this? Sounds great, thank you!

B3 Joina meeting

Hangouts

alnw . *

Start a new one

+ Reply » Forward

L9 :
. B |
Amy is going to reply to Ms. Thompson’s email. She can do this in two different ways:

by clicking on the arrow on the right-hand side of the message, or, by clicking on the
reply link in the box right below the message.
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When Amy clicks Reply, a text box appears in the large box under the recipient’s
name.
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Amy types in her message, then clicks on the Send button. Her reply is sent to Ms.
Thompson.
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Hangouts
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+ Reply » Forward
No rect ats
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Once the reply is sent, a notification appears at the bottom of the screen, and the
email Amy sent appears below the first message.

In the next lesson, Amy is going to send a new message to her sister.
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Sending Messages
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»

In the previous lesson, Amy read and responded to an email message sent to her by
her child’s teacher. In this lesson, Amy is going to write and send a message to her
sister.

In today’s example, Amy is using Gmail.
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To send a new email, Amy clicks on the Compose button on the top left.
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A message box appears. Amy will fill in in who the message is to, the subject of the
message, and then what she wants to say.
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In the To field, Amy types in the email address of her sister Nikki.
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But if Amy wanted to send this message to more than one person, she can type
several email addresses, separated by commas.
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Amy types in a subject to let her sister know what the message is about.
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Next, she types in the body of the message. Finally, Amy clicks the Send button to
send the email.
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Once the message is sent, a notification appears at the bottom of the screen.
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Amy can open her sent folder...
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When Amy is finished using her email, she signs out by clicking her account button at

the top right corner.
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She then clicks Sign Out.

Google

Choose an account

Amy Smith Siged out
ampleighsmithi2gmail com

@  Use another account

& Remoue an sccount

English (Urited Stanes) = Welp  Prhmey  Terms

This safely exits her email account, so her messages will not be seen by the next
person using the computer.
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Practice

In this course, we've learned a lot about email as we followed along with Amy. Let’s
see what you remember.
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If Amy wants to set up an email account, what would be the
most appropriate username?

BigCatLover1980@gmail.com

AmySmith82@gmail.com

AuntA@gmail.com

SportsFan1@gmail.com

If Amy wants to set up an email account so she can communicate with her child’s
teacher or contact potential employers, what would be the most appropriate
username?

If Amy wants to set up an email account, what would be the
most appropriate username?

BigCatLover1980@gmail.com

v AmySmith82@gmail.com

AuntA@gmail.com

SportsFan1@gmail.com

Click Next
to continue

That's right! Amy wants to choose an email username that looks professional, that
doesn’t include personal information that might be inappropriate for a potential
employer to see.
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If Amy wants to send the same email to six different people,
what's the best way to do it?

Send an email to all
six people at once

Send six separate emails,
one to each person

If Amy wants to send the same email to six different people, what's the best way to
do it? Should she send a separate email to each person one at a time, or, send one
email to multiple people at once?

If Amy wants to send the same email to six different people,
what's the best way to do it?

Send an email to all
six people at once

x Send six separate emails,
one to each person

Click Next
to continue

That’s right! You can put more than one email address in the “to” field when
composing an email message.
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Where should Amy click to create a new email message?

@@ # @
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0080 1508 used (5
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Start a new one

Let's take a look at Amy's inbox. If Amy wants to send an email to her daughter’s
teacher, Ms. Thompson, what does she click on to create a new email message? Click
on the button in the correct place. Click on the Hint button if you need help.

Where should Amy click to create a new email message?
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Next to
continue
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Amy has a new email from her sister Nikki. Click on the correct

part of the screen to open Nikki's message.
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Amy has a new email from her sister Nikki. Click on the correct part of the screen to
open Nikki’'s message.

Amy has a new email from her sister Nikki. Click on the correct

part of the screen to open Nikki's message.
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Click one of the two places where Amy can click to

send areply.

M Gmail

} compose

Inbox
Starred
Snoozed
sent

Drafis
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More
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B New meeting

B Join a meeting

Hangouts

QRW

No recent chats
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Amy has just read this email from her sister NIkki. If she wants to reply, there are two
places she can do that. Click one of the two places where Amy can click to send a

reply.

Q. Search mail 2 ® @ =@ o
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2
& Reply » Forward

Click one of the two places where Amy can click to

send a reply.
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That's right! ik

Next to
continue
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Amy wants to see an email she sent. Click on the correct

part of the screen to open the sent mail folder.
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Amy wants to see an email she sent. Click on the correct part of the screen to open

the sent mail folder.

Amy wants to see an email she sent. Click on the correct

part of the screen to open the sent mail folder.
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Click

Next to
continue

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Great job! In this class, we learned what an email is, and followed along with Amy as
she set up her email account and started to send and receive messages. Now why
don't you give it try?
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