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Email:  Overview 
 
Entry Level Skills:    
The student has some experience using a computer and a mouse and basic experience 
accessing and using the internet.  The student has mastered the Basic Computer Skills 
Module competencies, and ideally has completed Module 2: Word Processing and Module 
3: Internet.   
 
 

Module Competencies: 
The student will create an email account.  The student can login to and logout of his email 
account.  The student understands some risks with using email & knows how to protect his 
privacy and his computer while using email.  He can read, create, and send emails.  He can 
respond to emails by using reply or forward functions.   The student demonstrates 
knowledge of handling email attachments by adding and sending an email with an 
attachment and by receiving email with attachments and opening or saving the received 
attachments.  The student understands the basic rules of email etiquette.  The student can 
use email functions such as the contacts list.   
 

Module Lessons: 
Lesson 1:  Getting an Email Account 
 
Lesson 2:    Introduction to Email 
 
Lesson 3:    Sign In & Out of Your Email Account   
 
Lesson 4:    Exploring Email 
 
Lesson 5:    Email Addresses 
 
Lesson 6:    Compose & Send Email 
 
Lesson 7:    Reading an Email 
 
Lesson 8:    Dealing with Received Emails 
 
Lesson 9:    Replying to Email (reply and forward) 
 
Lesson 10:  Adding Attachments to Email 
 
Lesson 11:  Contacts 
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Module Guidelines: 
 
Help the student to access and create a free email account with Yahoo!Mail.  Even if the 
student already has an email account setup for them, it is important to have them go 
through the exercise of actually creating an email account from the beginning and 
understanding all the various privacy options & settings.  The tutor can explain why it is 
useful to have more than one email account. Spend sufficient time discussing the risks 
associated with email and explain in detail the safety tips to follow when using email.  The 
safety aspect may need to be revisited more than once to ensure that the student does 
understand how to protect his privacy and the computer while using email.   Talk about net 
etiquette when composing and replying to emails.  When the student is comfortable using 
the basic Mail functions, you can also introduce more advanced functions such as the use of 
the Address Book and how to manage your email account.    
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LESSON 1:  Introduction to Email  
 

Objective:    
 
The student will understand what email is and how it works.  

 
 

Electronic   mail                                      Uses for email                                  
Internet service provider (ISP)                 internet connection 
email program or service                        email address  

 

Procedure:   
1. Explain that email works in a way similar to regular mail.   

 
With email, a person composes an email message addressed to the receiver’s 
email address.  It may include a computer file or photos to be shared by attaching 
these to the email message.     The receiver’s email address is a unique address 
which is used to route the email through the internet to the receiver’s mailbox.  
 

2. Explain the different uses such as: 
 sending or receiving text messages 
  sending or receiving files which may contain computer files, pictures, 

music, or video clips, 
 sending a message to groups of people at the same time 
 forwarding a message to others without retyping it.  

  
3. In order to use email you need to have 3 things: 

 an internet connection 
 an email program or service 
 an email address  

 
4. Briefly review what email is used for and what is needed to use email.   
 

Assessment: 
The student is able to explain briefly what email is without assistance.     
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LESSON 2: Signing Up for Email  
 

Objectives:    
The learner will be signed up for an email account on the internet.  If the learner 
already has an email account, you may choose to skip this lesson or use it as a review 
if the learner wants a second account or if someone else opened the account for 
him/her.     
 

Gmail                                       sign in 
Username                                 sign out 
Password                                  “Create New Account” box 

 

Preparation for Instruction:   
This lesson uses Gmail to describe the process.   If another email provider is to be 
used then the tutor should adapt the details in the lesson accordingly.  It is 
recommended to have the learner sign up using a free web based email service such 
as Yahoo!, Hotmail, or Gmail.  
 

Procedure: 
1. In order to use email you need to have an email account with an email provider.  

Explain that there are many companies that provide email services and 
choosing an email provider is a matter of personal choice.    
 

2. In this lesson the learner will learn how to sign up for the free web-based email 
service with Gmail.   

 
To set up a Gmail account:  
 

 Open Internet Explorer and type in  
                        www. gmail.com  

 
 Click on  “Create An Account” .   An email registration form appears which 

asks you to enter several items of information.  Explain what information 
should be entered at each step.   

 
 Enter personal information (name, gender, birth date, country, and postal 

code).  Explain that if you do not enter all the required fields, you will get 
an error message prompting you to enter the missing info. 
 

 Next, choose a username (your email address) and password. Discuss how to 
create a strong password.  

 
Note:   
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 the importance of keeping a password safe so no one can access 
and read your email unless they know your username and 
password.   

 
 that it is important to write down the password and keep   

              it in a safe place  
 
 

Signing in to your account 

To sign in: 

1. Go to www.gmail.com. 

2. Type your username (your email address) and password, and then  

   click Sign in. 

 

When you first create your account, you will be automatically signed in.  

Most of the time, however, you'll need to sign into your account, and then sign 
out when you're done with it. Signing out is especially important if you're using a 
shared computer (for example, at a library or office) because it prevents other 
people from viewing your emails. 

*If the learner already had an email account prior to this lesson, explain the 
benefits of signing up for a second account.    

 

 
Assessment: 
The learner is able to access an email service provider’s site and sign up for an email 
account.  
 

Reflections on the Lesson: 
 

 
 

 
 
 

http://www.gmail.com/
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LESSON 3:  Sign In and Out of Email 
 

Objectives:  
The student will be able to sign in to and sign out of his email account.      
 

ID box                                                          password 
Sign in                                                          sign out 
Clearing browser history 

 

Resources needed: 
Student should have an email account, user id and password 
 

Preparation for Instruction:   
This lesson uses Gmail to describe the process.   If another email provider is to be 
used then the tutor should adapt the details of the lesson accordingly.    
 

Procedure: 
Signing in to your account 

To sign in: 

 Go to www.gmail.com. 

 Type your username (your email address) and password, and 

then click Sign in. 

 

When you first create your account, you will be automatically signed in. Most of the 
time, however, you'll need to sign into your account, and then sign out when you're 
done with it.  

1. Explain that they will be able to use this same process to access their Gmail 
account from any computer.  

   
2. By way of review, have the student open Internet Explorer and access 

Gmail.com and the email sign in page. 
 
3. If necessary, talk the student through the sign in process. 
 
4. Demonstrate where to locate the sign out option in the email account window.   
 

Reminder for learners: Signing out is especially important if you're using a 
shared computer (for example, at a library or internet café) because it prevents 
other people from viewing your emails. 

5. Click on the “sign out” button to sign out of your email account. 

http://www.gmail.com/
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Clearing Browser’s History 
 
6. When using a public computer, it is recommended to clear your browser’s history 

to protect the safety and security of your email account.  
   
7. Demonstrate how to clear your browser’s history.  

 From the Internet Explorer window, click on the Tools menu and select the 
Internet Options.    

 From the Internet Options window, click on the Delete button in the Browsing 
History section.  This will bring up a Delete Browsing History window.  

  Click on the “Delete” button at the bottom of this window.  
  When your web browser has finished clearing the browser history, it will 

display the Internet Options window again and you should click on the “OK” 
button at the bottom of the Internet Options window to complete the process. 

 
8. Have the student practice going through the steps to sign in to and sign out of 

his email account.   The student should also practice the steps to clear his 
browsing history.  Practice the steps as many times as needed until they feel 
comfortable doing this on their own. 

 

Assessment: 
The student is able to access their email service provider’s site and sign in to and 
then sign out of their email account without assistance.  The student knows how to 
clear his browsing history in order to protect the safety of his email account when 
using a public computer.   
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LESSON 4:  Exploring Email  
 
This lesson an overview only and involves a great deal of new terminology so should be kept 
brief. 
 

Objectives:    
The student will explore some of the features of an email window.  This is an introduction 
and will need to be explored in greater detail once the student becomes more familiar with 
email.   
 

Compose   Inbox     
Settings   Drop-down menu 

   

Preparations: 
Tutor should be familiar with Gmail and comfortable explaining the main features.  If 
another email provider is to be used then the tutor should adapt the details in the lesson 
accordingly.   
 

Procedure: 
1. Have the student sign into his email account.  Review and assist as necessary.   
 
2. Point out the Inbox, Compose, Geer icon, Gmail drop-down menu tabs and explain 

briefly the purpose of each. 
 
3. Have the student click on each tab to see what happens. 
 
4. Now click on Settings (geer icon on top right).  Briefly describe some of the features 

including changing font size and themes.   
 
 

Assessment: 
The student can locate the Inbox, and can point out or describe some of the other features 
of his email account.  
 

Reflections on the Lesson: 
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LESSON 5:  Understanding Email Addresses  
 

Objectives:    
The student will understand how email addresses are composed and how they differ 
from web addresses.    
 

User name 
@ 
Email provider’s domain 
Differences between email address and web address 

 

Preparation for Instruction:   
The tutor should prepare a list of some different email addresses and a few web 
addresses to use with this lesson to assess the student’s understanding. 
 

Procedure: 
 
1. Discuss: 

 how every email address is unique 
 you need an email address to receive emails and you need the email 

address of other people if you want to send them emails 
 an email address is made up of different parts just like a postal address.   
 Email addresses are always written in the format:   username @ email 

provider’s domain.   
 Here is a sample email address: 

 
mary.jones@gmail.com  Mary Jones is the username, @ (at symbol on the 
computer), and gmail.com is the email provider.   
 
Spend a few minutes discussing some other examples of email addresses and 
identifying which part is the username and which is the email provider domain 
for each example. 
 

2. Explain to the student that it is very important to type email addresses in 
correctly, because if you don’t your emails might be delivered to the wrong 
person or not delivered at all.   Stress that an email address is always written in 
lowercase with no spaces. 

 
3. Point out to the student that email addresses are not the same as web 

addresses.  Email addresses always contain the “@” sign but you will not find 
this symbol present in web addresses.  Give some examples to clarify. 

  
 

mailto:mary.jones@gmail.com
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4. Using a prepared sheet with some email and web addresses, have the student 
identify which are email addresses and which are web addresses.   For each 
email address, ask the student to identify which part represents the username 
and which part represents the email provider’s domain name. 

 

Assessment: 
The student is able to explain the format of email addresses and identify the 
appropriate parts from example email addresses without assistance.   The student 
demonstrates an understanding of how email addresses differ from web addresses.       
 
 

Reflections on the Lesson: 
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LESSON 6: Compose and Send an Email 
 

Objectives:    
The student will be able to compose and send an email from his email account.      
 

Compose button                       compose screen                    AutoComplete 
“to” box                                    “subject” box 
Cc, bcc                                     message box 
“send”                                       checking to see if it was sent 

 

Procedure: 
1. Have the student sign in to his email account. 
 
2. Main email window and some of its elements:  

 

 Compose button: explain that to compose a message means to create one and 
we do this by clicking on the “compose” button. 

 

 Clicking on the compose button will open another window called the compose 
screen.  The compose screen is the one that you use to actually type in your 
message. 

 
3. Spend a few minutes discussing the most relevant items in the compose screen.   
 
4. Explain that the “To” box is where you type in the email address of the person 

that you want to send a message to.  Remind the student that it is important to 
type in the person’s email address correctly or else the message may get lost or 
delivered to the wrong person.  Demonstrate by typing in a valid email address 
(e.g. the tutor’s email address) in the “To” box.    

 
5. At this point you may want to explain AutoComplete.  That if they start to type an 

address or name that is already in their contacts, AutoComplete will drop down 
a list of complete email address choices that match what they have typed. They 
just need to click the one they want from the list, and Mail will fill it in for them. 

 
6. To add another address, type a comma after the one you just entered, and then 

start typing another address.   
 
7. Point out the “Subject” box.  Explain that this is where you type in the subject of 

your email.  It is always a good idea to enter a subject to let the receiver know 
what the message will be about.  Some recipients may delete emails that are 
received with no subject because they may think such emails are junk email.  
Demonstrate by typing in a subject in the box.   
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8. Point out the “Cc” box and explain that this is used if you want to copy an email 
to go to another person besides the one in the “To” field.  

 
9. Explain that the “Bcc” box means blind copy and is used if you want to copy the 

email to someone else besides the person in the “To” and “Cc” fields but you 
don’t want them to know you are also sending a copy to the “Bcc” person.  The 
tutor may want to briefly discuss when you might want to use the blind copy.   

 
10. Point out where the message box is and demonstrate by clicking to put the 

cursor in this box.  Now type in a short message.  Explain that it is always a good 
idea to review the message you typed in before actually sending it.  
Demonstrate spell check. 

 
11. Point out the “Send” button.  Demonstrate by clicking “Send” to actually send the 

email message. 
 
12. You may also want to briefly discuss the use of the Sent messages box and go 

there to verify that a copy of the sent message has been stored there.  Note:  You 
may need to adjust your account settings to have all sent emails stored in your 
Sent box. 

 
13. Sign out of the email account.    
 
14. By way of review, have the student practice composing an email message and 

sending it to a specified email recipient (e.g. the tutor).  Provide help as needed 
to the student.  For some students it might be helpful to have a short prepared 
email text that they can type in as practice.  Some students may find it difficult 
at first to decide what to include in an email message.   

   
15. Now have the student compose and send an email message to a specified email 

recipient without help from the tutor.    
 
16. Briefly review with the student the procedure for composing and sending an 

email message.  Discuss any questions the student may have regarding the 
various fields and boxes in the Compose window.     

 

Assessment: 
The student is able to compose and send an email from their email account without 
assistance.   
 

Reflections on the Lesson: 
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LESSON 7: Reading an Email  
 

Objectives:    
The student will be able to access and read messages from his email account.  
 

Inbox    unread or new emails   attachments 
From, Subject, Date  buttons for managing read emails      safety 

 
 

Preparation: 
The Tutor should send the learner several messages in advance of the lesson to ensure he 
has something to open during the session.  At least one message should include an 
attachment. 
 

Procedure:       
1. By way of review, have the student open Internet Explorer, access Yahoo! Mail and 

open to the email sign in page.  Have the student sign in to his email account. 
 
2. Review the email window and its elements, pointing out the location of the Inbox and 

the numbers that show total number of emails as well as number of new or unread 
emails.  Point out that in the list of messages, unread email will be in bold and those 
already opened will be in regular text.  Also point out the paper clip icon for 
attachments and explain that an attachment is a file that may accompany an email 
message.  

 
3. Spend a few minutes discussing the safety aspects of opening an email and the need to 

be very careful when we open emails because of the potential for viruses.  Explain that 
if you receive an email with an attachment from someone you do not know and trust, 
you should delete the message immediately without opening the attachment.  If you 
know and trust the sender, email the person to verify that they meant to send the 
attachment.  (Lesson 10 covers attachments in depth). 
 

Opening an email: 
 

With your student 
 

 Point out the From, Subject and Date headings and that the messages are listed in 
the order they arrive.   
 

 Have the student open a message by clicking anywhere along the message line of the 
email.  Once the message is open, point out the header information, the full text, 
including that of any earlier sent messages that might be included in the email, and 
any attachments the sender included. 

 

 Point out the buttons that run across the top and bottom of the message including 
delete, forward, reply, spam, print and next message arrows.  Explain how you can 
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use these options to deal with each message after it has been read.  After a while 
they may have a long list of emails and will want to delete them or move them to 
another folder to stay organized.   

 

 Have the student return to the list of messages in the mail folder, by clicking the 
Inbox tab. 

 
4. As practice, the student should open the rest of the unread emails.  The tutor can mark 

some of the opened messages as unread to give the student more practice, if required. 
 
5. Briefly review with the student the procedure for opening and reading an email 

message.  Discuss any questions the student may have regarding the process.     
 
6. By way of review, have the student sign out of his email account.   
 

Assessment: 
The student can demonstrate an ability to access and read messages from his email 
account.  The student can point out and describe the purpose of the buttons used to 
manage read emails.    
 

Reflections on the Lesson: 
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LESSON 8:  Dealing with Received Emails  
 

Objectives:    
The student will understand some of the options available to deal with received emails.   
 

Permanent folders             drafts                          spam                           trash 
Creating new folders          emptying folders        retrieving messages     print 

 

Procedure: 
1. Have student open his email window and open his Inbox. 
 
2. Have him identify the total number of emails as well as the number of new emails in 

his Inbox.  Point out that each message he receives will remain in his Inbox until he 
chooses to move it.  If he leaves all of the messages in the Inbox, he will end up with a 
long list of messages, many of which he does not want anymore.  It may also be 
difficult to find the ones he wishes to keep.  Therefore, there are ways of dealing with 
messages. 

 
3. Print: 

Have the student open an email.  Point out the Print button at the top of the message.  
Have the student press the print button to demonstrate the procedure for printing an 
email.  

 
4. Folders: 

Point out the 5 permanent folders on the left side of the window: Inbox, Drafts, Sent, 
Spam, and Trash.  Explain the purpose of each of these folders and have the student 
give examples of emails they might find there. These folders cannot be removed or 
renamed. 
 

 Inbox: you can read your mail in the Inbox, then delete it, move it to another folder, 
or leave it in the Inbox. 

 

 Drafts:  holds messages that you are in the process of composing but haven’t sent.  
 

 Sent:  saves copies of emails already sent. 
 

 Spam:  Mail identified as junk mail is sent directly to the Spam folder. 
 

 Trash:  When you delete messages, they go to the Trash folder.  The Trash folder 
messages are deleted automatically at certain intervals but you can also empty the 
Trash folder yourself.  Once messages are emptied from the folder, they’re 
permanently deleted so you can’t get them back. 

 
5. Have a discussion about senders who the student might get emails from and 

what types of emails he might like to save for the future.  For instance: family 



November 2016 

 

members, friends, work, clubs, jokes, etc.  Explain that he can create new folders 
to organize and keep these emails. 

 
6. Have the student decide on 3 folders he would like to create.  Once he had 

chosen a name for each folder, guide him through the process for creating the 
first folder.  On the left hand side find Folders.  Beside it is an add sign (+).  Click 
on it and a window will open to Add a New Folder and Name it.  Have the 
student name the folder and press OK.  Show the student where the folder is 
located by looking under Folder. 

 
7. Have the student repeat the process to create and name 2 more folders. 
 
8. Demonstrate to the student how he can move the messages from his Inbox to a 

folder.  Click on box on the left in the message which will highlight the message 
and will show a  in the box.  Then click on the folder icon at the top of the 
message list.  A list of folders will drop down.  Click on the desired Folder name 
to move the message. 

 
9. Have the student practice moving messages from the Inbox to the folder of his 

choice.  Then open the folder to see that the messages have been moved. 
 
10. Demonstrate how to retrieve the messages from the folders by clicking on the 

folder and then the individual messages.  
 
11. Explain the difference between Spam and Trash and how, when and why to 

empty them.  Discuss how and when a message is permanently deleted. 
 

Assessment: 
The student can demonstrate some of the options available to deal with received emails 
including how to print a message, create a new folder, and how to move an email from one 
folder to another without assistance.    
 

Reflections on the Lesson: 
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LESSON 9: Replying to Email (reply and forward)  
 

Objectives:    
The student will understand what email is and how it works.   
 

Reply                              Reply to sender                Reply All 
c.c.                                  bcc                                    Compose window 
subject line                   Re:                                    send 
Forward                       Forwarding etiquette  

 

Procedure:   
1. By way of review, have the student open Internet Explorer and access Yahoo! Mail and 

open to the email sign in page.  Have the student sign in to his email account. 
 

2. Replying: 
Explain that when you want to answer a message you reply to it.  Have the student 
choose and open an email that he wishes to reply to.   
 

3. After choosing the message, have the student click on the Reply button.  Point out that 
he can chose to Reply to Sender only, to everyone who was sent the email being 
replied too (Reply All), or to added people as well. Take a few minutes to review c.c. 
and bcc and when it might be appropriate to use them.   

 
4. The Reply button will take him to the Compose window.  If he wants to include others 

in the email he can add their addresses.  
 
5. The curser will be at the top of the message box ready for the message to be typed. 
 
6. Have the student use the scroll bar to see the rest of the original message.  Explain 

that you can chose to erase the previous message or leave it, as desired.  Review how 
to erase by using the delete or backspace.   

 
7. Have the student return the cursor to the top of the message and write a sentence or 

two in reply to the email.  Also have him point out the subject line and suggest he may 
want to change the subject to reflect his new message.  One way of doing this is to 
write Re:  to show what the message is replying to. 

 
8. Once he is happy with his email.  He can hit send. 

Have the student practice sending replies to other emails in his inbox. 
 

 
9. Forwards: 

Explain that a Forward is a message that you receive and then send on to other 
people.  Ask the student what things he might receive and want to send on to someone 
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else.  Some examples include: plans for an event, a message that you think will be of 
interest to someone else, pictures, jokes, etc.   

 
Forwarding etiquette:  Have a short discussion concerning things to be aware of when 
sending forwards such as being sensitive to whether the content will be appreciated 
by the recipient, and the difference between a personal and work email account.  Also, 
very importantly, that the email addresses of others who have sent or received the 
forward should be deleted for privacy reasons before forwarding the email. 

 
10. Have the student decide on a message to be forwarded and open it.  Ask him to point 

out the Forward button and click on it.  This will open a Compose window. 
 
11. Have the student identify the subject line and show how it will now have an Fw: 

before the subject.  Also point out how the body of the message now includes the 
email address and information on the sender.  This is also where the information on 
other recipients will be.  Have the student practice erasing the contact information for 
these recipients. 

 
12. Have the student chose an email address (possibly the tutor’s) to put in the To: box.  

Remind the student that it is important to type in the person’s email address correctly 
or else the message may get lost or delivered to the wrong person. 

 
13. Once you are sure that your message is complete and correct then you are ready to 

send it.  Point out the “Send” button.  Demonstrate by clicking “Send” to actually send 
the email message. 
 

14. Explain that when the message has been successfully sent, you will see message sent 
on the screen.  You may also want to briefly discuss the use of the Sent messages box 
and go there to verify that a copy of the sent message has been stored there.  Note:  
You may need to adjust your account settings to have all sent emails stored in your 
Sent box. 
** In Yahoo mail, the in box will show messages that have been replied to with a ← 
and emails that have been forwarded with a → beside the message. 
 

15. Have the student practice forwarding emails until he is comfortable with the method. 
 

16. Sign out of the email account.    
 

Assessment: 
The student can send and forward emails without help.  The student understands the 
importance of email etiquette concerning content and other’s addresses when sending and 
forwarding.  
 

Reflections on the Lesson: 
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LESSON 10: Attachments  
 

Objectives:    
The student will understand how to manage attachments including:  adding an attachment 
to an email, opening an attachment, and attachment safety.   
 

*The student will need to be familiar with saved files and where to find files that have been 
saved in order to complete this lesson. 
 

Resources needed: 
 Files to be used as practice attachments; saved on a memory stick or on the computer 

being used for the lesson. 
 

 A mailbox to receive the practice attachments. 
 

File                                                 paper clip image              attachments 
Download file link                          attachment safety 

 

Procedure:   
1. Have the student open his email so he is on the personal mail homepage. Talk with the 

student about the types of information people might want to send via email and that 
they might want to add something on to their email message.  Some examples: 
including a resume to reply to a job ad, or sending a picture of a vacation.  Explain that 
an email attachment is a file sent along with an email message.   

 
2. Have the student decide on an attachment that he would like to send from a saved file.  

Then, have the student begin to compose a new email, sending it to you or their 
secondary email account, reviewing the steps if necessary.  For example:  “Hi, here is 
the attachment I promised you.”  Have the message addressed to a mailbox that can be 
accessed during the lesson. 

 
A. Demonstrating how to add an attachment:  

 Click the paperclip at the bottom of the compose window.  It will open your 
computer’s file-locating window. 
 

 Find the file you’d like to attach. 
 

 Click Open or OK. 
 

 Point out how you will see the file name appear at the bottom of the Compose 
window.  If you want to add more attachments, repeat this process.  
 

 If you decide not to include an attachment, click Remove or the X, beside the 
name of the attached file.  
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 Once you have determined the correct attachment has been included, press 
Send.  
 

 Now access the mailbox that received the message and open the message so the 
student can see it was successfully sent. 
 

Student practice: have the student repeat the process to compose a new message 
and add an attachment.  Finding the correct file can be a challenge at first, so it may 
take repeated practice until the student is comfortable with navigating the file-
locating window.  
 

When composing the email message, you should point out that it is a good idea to 
mention what is in the attachment to help recipients decide whether they want to 
open it. 
 

B. Opening attachments: 
Demonstrate how to open an attachment by opening the message and clicking on it 
in the Inbox.  Show the student where he would see the name of the attached file 
above the message text.  
 

Depending on the browser settings, it will either begin downloading automatically 
or will display a Download File link or image (usually a downward facing arrow). 
Click it. 
 

Photos attached to an email appear as links above the message text as well as 
thumbnail images beneath the message.  Click the link or the thumbnail image or the 
title of the image below the thumbnail to download the photo.  
 

C. Attachment safety: 
Discuss how not all email comes from trusted sources and that some email messages 
contain viruses.  Virus scanning might not be able to detect all viruses so there is a 
risk involved whenever downloading email attachments to your computer or 
sending email attachments to others.  It is very important that the student not open 
unexpected email with attachments particularly if not known to be sent by a trusted 
source.  
  
However, sometimes even people they know may have their accounts compromised 
and send dangerous emails, so students need to be cautious of suspicious emails 
from known senders as well. 

If you receive an email attachment from someone you do not know and trust, delete 
the message immediately without opening the attachment.  If you know and trust the 
sender, email the person to verify that they meant to send the attachment. 

 

Assessment: 
The student can demonstrate how to manage attachments including: adding an attachment 
to an email, opening an attachment, and attachment safety.   
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Reflections on the Lesson: 
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LESSON 11:  Contacts  
 

Objectives:    
The learner will be able to add and manage Contacts in an email address book.   
 

New Contact          All Contacts                          categories 
Lists                        Choose contact                      View 

 

Preparation for Instruction: 
This lesson uses Gmail .  If another email provider is to be used, the tutor should familiarize 
himself and adapt the instructions accordingly. 
 

Resources needed: 
 Learner should have several emails in his inbox from a variety of email addresses. 

 

 A list of 3 or 4 email addresses to add to the Contact list. 
 

Procedure: 
Explain that Contacts make it easy to access email addresses without having to remember 
them or look them up each time.  There are different ways to save these addresses.   
 
A. From a Message Sender: 

 
To add a contact from a message sender, have the learner click on a message in his 
inbox.  Have the learner hover their cursor over the sender’s name. A box will appear. 
In the bottom right hand of the box click on “add to contacts”. 
 

 

As practice, have the learner add to the Contacts list from the senders in his email 
inbox. 

 
B. Adding a Contact 

 

To add a contact by typing in an email address:  
 

Click on Contacts tab.  Click the New Contact button at the top of your Contacts page. A 
blank detail card appears on the right. 
 

Enter the contact's information.  You must type a name and email address; all other 
information is optional.  Click Save. 
 

C. Contact Lists 
 
To manage your Contacts by using categories to organize them into meaningful 
groups or lists:   
 

http://address.yahoo.com/
http://address.yahoo.com/
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Brainstorm with your learner group lists that might be helpful such as Work, Friends, 
Clubs, etc. Make a list of 3 or 4. 
 
Now, have your learner create lists for his email account: 
 
 In Contacts, click on the New Contact button at the top left. 
 Click on  Group at the top and Create New.  Add new contact list name  

 

 Add contact to the group by clicking on My Contacts, check the box beside the 
person’s name and then on Groups at the top.  
 

 You can then create new contacts and assign them to a list, or copy contacts from 
the All Contacts section to your new list. 
 

Have the learner practice assigning contacts to the various lists he has created.  
Mention that the same contacts can be in more than one list. Then have him click on 
each list to see that the contacts are there. 
 

D. Using Contact lists while sending an email. 
The learner can now practice sending emails using the contact lists he has created.  To 
do this,  
 
 Have the learner open the Compose Message screen.   

Have him chose a group from his Contact Lists that he wishes to practice sending a 
message to.  Then, have him begin to type the List name (family, friends, dog club, 
etc.) in the To: box.  Show how the names from his Contact List will be 
automatically added.  

 
 

Assessment: 
The learner should be able to independently add contacts to his Contact List and create a 
new Contact List grouping.  He should also be able to compose an email using contacts from 
his Contact List. 
 

 


