
Intro to Email



What is E-mail?

 E-mail = electronic mail

 E-mail is the process of sending and receiving 
messages over the Internet

 E-mails are permanent and will be stored 
somewhere until deleted, usually by the 
recipient.



How Does E-mail Work?

Bob sends an e-mail to Susan:

Bob’s message starts at Gmail. 
(His e-mail provider).

Gmail forwards it to Yahoo. 
(Susan’s e-mail provider)  

Yahoo stores the message in 
Susan’s mailbox until Susan 
checks her e-mail. 

Yahoo

gmail



What is E-mail Used For

1. Communication- Send your resume, 

quick messages, share photos

2. Notification- Bank statements, shipping 

confirmations, library notices 

3. Accounts- Retrieve account information 

such as password



To send or receive e-mail you will need:

 A computer or device

 Internet access

 An account with an e-mail provider

Email accounts can be obtained through:

Free e-mail providers such as Gmail, Yahoo, Hotmail or 

your Internet Service Provider, e.g. Comcast or AT&T



E-mail Address

E-mail address consists of three parts: 

1. User name - A unique name that identifies your account 
with the mail server

2. "at" symbol: @ - Separates your account name from 
the name of your mail server

3. Domain name - Identifies the mail server

username@domainname.com

annthelibrarian@gmail.com

mailto:username@domainname.com


Change your password often, keep it in 
a safe place, and don’t share the 
password with anyone

Don’t open any attachments from 
anyone unless they are run through an 
anti-virus program

Delete all e-mails, unread, from people 
you don’t know 

Avoid following links or buy anything 
advertised in spam mail

Never send personal information over e-
mail

Install a virus protection program and 
delete any suspicious mail

Change your password often, keep it in a safe place, and don’t share the 
password with anyone

Don’t open any attachments from anyone unless they are run through an 
anti-virus program

Delete all e-mails, unread, from people you don’t know 

Avoid following links or buy anything advertised in spam mail

Never send personal information over e-mail

Install a virus protection program and delete any suspicious mail

E-mail Basic Safety Tips



Passwords



Create a Safe Password

 My Favorite Color Is Green Like Money

 MfcisGl$

 I Like Hot Fudge Sundaes At Dennys

 iLhfSaD!



Unsubscribing



Spam and Phishing



Spam and Phishing



Spam and Phishing



Netiquette

 A few good Netiquette tips

 Do include a descriptive subject line 

 Keep it Simple and Get to the Point 

 Proofread your e-mail

 Avoid the ALL-CAPS MODE,.



More Netiquette

 SPAM- Unsolicited bulk e-mail.
 . 

 Privacy- E-mail is not a private form of communication. Some   

companies monitor employee e-mail. 

 Use emoticons sparingly- Emoticons, or smilies, are keyboard 

characters used to convey an emotion. Examples: 

:-) = happy

:-( = sad 

;-) = wink 

:-o = shocked, surprised 


