EMAIL BASIC

Presented by Jen Schlegel
Ohio Tech Ambassadors

A simple guide to
choosing an email
provider, setting up
an account, and
sending your first
email.



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

Email?




Choosing an Q‘
Email Provider

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.
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Which Email Provider
is Best for You?

EXAMPLES:

-

Best Free Email Service
Providers

—Ji b
YAHOO!

S ProtonMail Aol Mail B@m
P ,
= Vonder [ 208

« Gmail - Best for general use, easy access,
and Google services.

e Outlook - Great for work and Microsoft
users.

 ICloud Mail - Ideal for Apple users who want
a sedmless experience.

e Yahoo Mail - Good for personal use and
large storage needs.




\L_ How to Sign Up

for an Email
Account

Step-by-Step Guide to Creating an Email
Account

Example: Creating a Gmail Account
B Go to the email provider’s website

« GmMmail: www.gmail.com

e Outlook: www.outlook.com

e iICloud: www.icloud.com

« Yahoo Mail: www.yahoo.com



https://www.gmail.com/
https://www.outlook.com/
https://www.icloud.com/
https://www.yahoo.com/
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How to Sign Up for
an Email Account

- B Click on "Create an Account" or
' "Sign Up."

<
<

Google

Signin

with your Google Account

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more

Create account




How to Sign Up
for an Email
Account

Google

Create your Google Account

First name Last name

Elena Casarosa

Username

ecasarosa3 @gmail.com B Enter your information

» First & last name

» Desired email address (username)

» Strong password (mix of letters,
numbers, and symbols)

You can use letters, numbers & periods

Available: -
casarosaeb elenacasarosa895 casarosaelenal06 ,
Use my current email address instead

Password Confirm password N

................ Q

Use 8 or more characters with a mix of letters, numbers &

V¥ N

symbols
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How to Sign Up for
an Email Account

1 Verify your identity:

e Provide a phone number for
security.

- Enter the verification code sent
to your phone.

Google

Verify your phone number

For your security, Google wants to make sure it's
really you. Google will send a text message with a
6-digit verification code. Standard rates apply

E= 9195559555

Enter verification code

G- 346205

Back

Call instead m



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
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How to Sign Up
for an Email
Account

Elena, welcome to Google

/,
. e
(]
[} /

¢ ecasarosa3@gmail.com

Phone number (optional)

. == - 9195559555

We'll use your number for account security. It won't be visible to
others.

I3 Set up recovery options (optional but
* Recovery email address (optional) ‘
- - ! recommended).
- elluseltto kEEp your account secure
_— - - ) - Add an alternative email or security
March v 02 1982 v guestions.

Your birthday
Your |

Gender

Female v

Why we ask for this information




How to Sign Up for
an Email Account
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@ Agree to terms & conditions, then
~ click "Next" to finish!

Your email account is how ready
to usel

Google

Privacy and Terms

We also combine this data among our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we
can derive from your use of Search and YouTube, and
we use data from trillions of search queries to build
spell-correction models that we use across all of our
services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking "More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

MORE OPTIONS w

Cancel

B e

You're in control of the dat
collect & how it's used



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 Draft and

Send an Email

Composing an Email - The Basics

B8 Log in to your email account

¥1 Click on "Compose" or "New Email"

KJ Enter recipient’s email address (e.g.,
example@gmail.com)

L3 Write a subject line (e.g., "Meeting
Reminder")

3 Write your message in the email body
I3 Add attachments (optional) (e.g.,
pictures, documents)

Click "Send" to send your email!

Photography Studio Grand Opening!

To Olenna Mason X @ Julia Fillory X Henri Rousseau X
Cc Bcce

Photography Studio Grand Opening!

Hi Everyone,

| have exciting news for you! This Saturday will the the grand opening of my
new studio, EC Photography! It will be from 10:00 to 4:00. There will be
entertainment and lots of food, so come out and enjoy the festivities!

Hope to see you there!
Elena
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Email Tips &
Best Practices

v Use a professional email address
(for work).

V| Check your spelling & grammar
before sending.

v Be cautious with links &
attachments to avoid scams.

V| Use strong passwords & enable
two-factor authentication.




Summary & Next Steps
' Q&A — Any « Choose the best email provider for
o yOou.
queStlcnS? » Follow the step-by-step guide to

sign up.

» Practice composing and sending
emails. /

» Stay safe and use email

responsibly! | '




