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Email 101 
 
 
 

 
In this course you will learn about:  

 
 Email anatomy 

 Accessing email from another computer 

 Emailing files, e.g. pictures 

 

 Email etiquette 

 Email safety 

 
 

For the purpose of this course we will be studying three of the major email providers, 
Gmail, Outlook (formerly Hotmail), and Yahoo. Many of the concepts discussed here 
can also be applied to other email providers as well. 
 

 
Section One: Email Anatomy 

Electronic mail, or email for short, is a method of exchanging digital messages from an 
author to one or more recipients. 

 

 

 

Cc: Shows all addresses to the recipient that the email has been sent to 

Bcc: Shows only recipient’s address regardless of who else this email has been sent to 

 

Include more than one email in the address 

bar by separating them with a semi-colon; 

 

Always fill in the subject line. This will help divert your email from 
being sent to the recipient’s junk mail or trash. Make it as 
detailed as possible to describe the contents of the email. 

 

Cc: Carbon copy of 
the message 

 

Bcc: Blank carbon 
copy of message 

 

../../../AppData/Local/AppData/Local/jargon/c/cc.htm
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Section Two: Accessing Your Email from another Computer 

 

You can access your email from any computer or device with an internet connection by 
visiting your email provider’s web site. 

 

For Gmail:  www.gmail.com 

For Outlook:  www.outlook.com 

For Yahoo:  www. yahoo.com - for Rogers Yahoo, https://ca.rogers.yahoo.com/ 

 

NOTE: The ‘www.’ part of these addresses is often no longer required. Just type: 

 gmail.com 

 outlook.com  

 yahoo.com 

 

Alternately, you can search for ‘gmail’ or ‘outlook’ or ‘yahoo’ using a search engine 
like Google or the Address Bar of your browser to access the Sign In screen. 

 

 

 

Click on the link that takes you to your email provider and Sign In using your 

username/email address and password. 

 

Alternately, if you use a mobile device, you’ll have an app (or program) that you can 

download from either the App Store or Google Play. 

 

Note: For security reasons, do not set your computer to remember your username 
and/or password. You will need to be able to remember your username/email address 

and password if you ever need to sign into other computers. 
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Section Three: Emailing Files 
 

Part of the fun of sending emails is that you can attach things to them – documents, 
photographs, songs, videos, etc.  You can attach any file that is saved on your 
computer to an email. 

Here are some general tips to consider when sending any attachment through e-mail, 
including pictures: 

 Only send 1-5 attachments or pictures in a single e-mail  

 Convert the images into formats supported by multiple computers (all computers 
are capable of opening JPEG/JPG, GIF, and PDF files, for instance) 

 
To email a file: 

 

 Log in to your email and compose a new message 

 Fill in the address and subject; include a message if you wish 

 Look for Insert, a picture of a paperclip, or the word “Attach” and 
click. 

 Your computer will open a window that lets you browse your computer for the file 
or picture.  Find the file and give it a double click to attach it to your email. 

 

NOTE: If you can’t find your file, try using the Search programs and files feature of 
your computer 

 

To save a picture or document from an e-mail: 

 Open the email attachment and locate the image or picture you wish to save. 

 Hover over the photo and click the Download icon.  Your photo will automatically 
go to your Downloads library. 

 If there is no Download icon, right-click the image and choose the option to 
Save Picture As, Save Image As, or Save image.  This will open a Save As 
window. In this window, click the location where you wish to save the image and 
click the OK or Save button. 

 

To print a picture sent in an e-mail: 

 Open the picture you wish to print in an image viewer. (Depending upon the file 
type, an attachment will open with a different program - see list on the next 
page.) 

 Once the image has been opened you should be able to print the image from 
the image editor you are using to view it by clicking File and Print.  

../../../AppData/Local/AppData/Local/jargon/j/jpeg.htm
../../../AppData/Local/AppData/Local/jargon/g/gif.htm
../../../AppData/Local/AppData/Local/jargon/r/righclic.htm
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Common file types of attachments: 
 

.dox or .docx Word document – a letter   (Microsoft Word) 

.pdf Adobe document – an online document 

.xls or .xlsx Excel document – a spreadsheet 

.jpg, .gif, or .png An image or photograph 

.mp3 A music file 

.ppt or .pptx PowerPoint presentation – a slideshow 

 
Troubleshooting: 
 

 You need to have the correct program installed on your computer to open a file.  
For example, a file ending in .xls can only be opened by the program Excel.   
 

 Sometimes an email will not work if the attached item is too big, for example a file 
that contains a video or several high quality photographs on a single email.  If 
this happens, try sending fewer attachments on each email, or use the cloud 
service of your email provider (OneDrive, Dropbox, or Google Drive) to share 
large or numerous files. 

 
Section Four: Golden Rules of Email Etiquette 

 
1. TYPING A MESSAGE IN CAPITAL LETTERS IS THE EQUIVALENT TO 

SHOUTING!  
 

2. Bold type is bolding your statement. Use sparingly and primarily for emphasis. 
 

3. Use  emoticons  sparingly  to ensure your tone and intent are clear. 
 

4. Using multiple font colors in one email makes it harder to read.  
 

5. Try to use the most accurate words possible to reflect your tone. 
 

6. A misunderstanding by email can usually be solved by picking up the old 
fashioned telephone to work things out.  With emotionally charged emails, wait 
until the next morning to see if you feel the same before clicking Send. 

 
7. Before getting upset because you perceive someone didn't respond, 

check to see if their reply was inadvertently deleted or sent to your 
Trash or Junk folder.  Check them periodically just in case! 

 

 

8. Don't forward anything without deleting all the forwarding >>>>, other email 
addresses, headers and commentary from all the other forwarders. 
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Section Six: Email Safety 
 

What is spam? 

 slang word used to describe junk e-mail 

 e-mail sent to thousands of people without prior approval, promoting a particular 
product, service or a scam 

 

Remember: If you don’t know the sender, don’t open it. 

 

How can I prevent spam? 

 Be careful where you post your e-mail address. Never post email or personal 
information in chat rooms, news groups, or other public places 

 Never buy products or use services that solicit to you in an e-mail 

 When signing up for any e-mail list, see if the company has any SPAM or e-mail 
sharing disclaimer 

 Don't send or recommend a friends or families e-mail address unless you are 
familiar with the service 
 

When filling out any form on the Internet, watch carefully for any check box that by 
default may be checked for you to receive a newsletter or share your e-mail with a third-
party 

NOTE: When you reply to a spam email, you are indicating to whoever sent the 

spam that your email address is valid. This in turn notifies the sender that 

your email address can be used to receive other spam.  

 
What is Phishing? 

 
Criminals can mimic companies or banks you deal with.  They may send you emails 
making false claims and requesting your personal information.  If you are not sure 
about an email, call the bank or company in question and do not give out account 
information or passwords in an email. 
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What are Viruses? 
 

These are harmful files that can infect your computer.  Viruses are often passed 
through attachments.  When you receive an attachment from someone else, there 
are steps you can take to make sure that it is not malicious: 
 

 Only open attachments from people you actually know 

 If you receive an attachment from someone you know that seems suspicious, call 
or email them to see if they actually sent it to you 

 Look at the attachment type – if it ends with .exe, it’s a program.  Unless you are 
expecting someone to mail you a program, which is unlikely, don’t open it! 

 Always make sure your computer’s antivirus software is up to date 
 

What is ‘chain mail’? 

 Email that asks you to forward an e-mail on to multiple people. 

 Often considered to be a security and privacy risk.  

 Remember: If any email states to forward to all your friends, or just 5 people – 
don’t!  
 

Privacy is important.  Here are a few tips to protect your privacy when using email: 
 

 always log off when using a public computer 

 don’t share your email password with anyone 

 change your password occasionally and make sure the one you choose is hard 
to guess 

 
 
Try this:   www.Snopes.com 
 
If you have questions about an email that has been sent to you, check out Snopes.com 
before you forward it. Type in the name or information associated with the email into 
Snope’s search bar. This can help tell you if it is an authentic email. 
 
 

For more information on how to protect yourself online, visit 
http://www.getcybersafe.gc.ca/ 

 
 
 
 
 

http://www.snopes.com/
http://www.getcybersafe.gc.ca/

