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Introduction to Email
Email (Electronic Mail) is a
way to send and receive
digital messages.
Used for communication,
work, and personal use.
Accessible via web
browsers, apps, or desktop
programs.

What is
Email?



Popular Email Providers
There are many free email providers, including:
✅ Gmail (by Google) – Most popular,
integrates with Google services.
✅ Outlook (by Microsoft) – Works well with
Windows and Office 365.
✅ iCloud Mail (by Apple) – Best for Apple
device users.
✅ Yahoo Mail – Offers large storage and
classic email features.

Choosing an
Email Provider



Gmail – Best for general use, easy access,
and Google services.
Outlook – Great for work and Microsoft
users.
iCloud Mail – Ideal for Apple users who want
a seamless experience.
Yahoo Mail – Good for personal use and
large storage needs.

EXAMPLES:

Which Email Provider
is Best for You?



How to Sign Up
for an Email

Account
Step-by-Step Guide to Creating an Email
Account
💡 Example: Creating a Gmail Account
1️⃣ Go to the email provider’s website

Gmail: www.gmail.com
Outlook: www.outlook.com
iCloud: www.icloud.com
Yahoo Mail: www.yahoo.com

https://www.gmail.com/
https://www.outlook.com/
https://www.icloud.com/
https://www.yahoo.com/


2️⃣ Click on "Create an Account" or
"Sign Up."

How to Sign Up for
an Email Account



How to Sign Up
for an Email

Account
3️⃣ Enter your information

First & last name
Desired email address (username)
Strong password (mix of letters,
numbers, and symbols)



4️⃣ Verify your identity:
Provide a phone number for
security.
Enter the verification code sent
to your phone.

How to Sign Up for
an Email Account

https://media.gcflearnfree.org/content/55e0738f7dd48174331f5194_01_17_2014/create_verify_phone.jpg
https://media.gcflearnfree.org/content/55e0738f7dd48174331f5194_01_17_2014/create_verify_phone.jpg


How to Sign Up
for an Email

Account
5️⃣ Set up recovery options (optional but
recommended).

Add an alternative email or security
questions.



6 Agree to terms & conditions, then
click "Next" to finish!
✅ Your email account is now ready
to use!

How to Sign Up for
an Email Account
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Composing an Email – The Basics

1️⃣ Log in to your email account
2️⃣ Click on "Compose" or "New Email"
3️⃣ Enter recipient’s email address (e.g.,
example@gmail.com)
4️⃣ Write a subject line (e.g., "Meeting
Reminder")
5️⃣ Write your message in the email body
6️⃣ Add attachments (optional) (e.g.,
pictures, documents)
7️⃣ Click "Send" to send your email!

How to Draft and
Send an Email



✅ Use a professional email address
(for work).
✅ Check your spelling & grammar
before sending.
✅ Be cautious with links &
attachments to avoid scams.
✅ Use strong passwords & enable
two-factor authentication.

Email Tips &
Best Practices



Summary & Next Steps
Choose the best email provider for
you.
Follow the step-by-step guide to
sign up.
Practice composing and sending
emails.
Stay safe and use email
responsibly!

📌 Q&A – Any
questions?


