
EMAIL 101
EVERYTHING YOU NEED TO KNOW

ABOUT CREATING AND MANAGING 

AN EMAIL ACCOUNT 



òWHY DO I NEED AN EMAIL?ó

ÅTo communicate with people and businesses on the web.

ÅTo establish an online identity

ÅMany businesses and services online require you to submit an 

email address in order to create a profile or account.



EMAIL PROVIDERS:

Outlook Gmail Yahoo!

https://www.google.com/gmail/about/
https://outlook.live.com/owa/
https://login.yahoo.com/?.src=ym&.intl=us&.lang=en-US&.done=https://mail.yahoo.com




WHEN CREATING ACCOUNTS ONLINE 
TRY TO USE NAMES AND PASSWORDS 
YOU CAN REMEMBERé

THEN WRITE THEM DOWN ANYWAY

ÅYour email account is the most important of these

ÅIf you forget your information for other accounts 

they will email you reminders or links to reset them





CHOOSING YOU EMAIL ADDRESS

ÅAvoid capitals & the symbols above 1-0 (  . - and  _ are okay)

ÅTry using something that provides a certain level of anonymity 

ÅNOT  - johnadamssmith@outlook.com

ÅMaybe j.a.smith.52@outlook.com instead



òWHY CANõT I HAVE THE NAME
I WANT?ó

ÅTheir can be restrictions on your email address

ÅSome one else may already have that name

ÅIt could be too simple

ÅOften this can be resolved by adding a number after the main portion

(but before the @)     

like the 52 in the previous j.a.smith.52@outlook.com



CHOOSING YOUR PASSWORD

ÅIt needs to be easy enough that you can remember

ÅBut not so easy that it can be guessed

ÅDo NOTuse;

ÅòPasswordó

Å00000000

Å12345678

ÅYour address, phone number, birthday, anniversary, or social security #



òWHY SO COMPLICATED?ó

ÅMost email providers will ask for

Åa 8 digit minimum

ÅAt least 1 capital letter

ÅAt least 1 symbol

ÅThis is a imposed measure for your security

ÅAnyone who can guess your password can then impersonate you.





ÅNew: compose a new message

ÅReply: directly respond to a message

ÅForward: sent a message to a 3rd party (or parties)

ÅAttaching means sending a file with the message

ÅContacts/address book: 

saved email address of people you know

EMAILING:



KEEPING IT CLEANé
WHO (NOT) TO GIVE YOUR EMAIL 
TO:
ÅYou should assume anyone (or thing) you give your email to

can (and will) email you back. 

ÅSometimes you can opt out as you are signing up (by unclicking a box)

ÅIf not, You can usually opt out, after the fact (more on that later).

ÅSometimes these people or businesses can sell your email address

to a third party, thatõs when things get messyé


