Malteser

... weil Nihe zdhlt.

Malteser Computer Training

Workshop 3: Emails




Malteser

...weil Nihe zihlt.
Content

Content 1
What is an Email and Why use it? 2
1. Creating a Google Account 3
2. How to use Gmail: 6
2.2 Receiving, reading and replying 10

2.3 Delete and restore emails 12

3. Read your emails on your Smartphone 14

4. Basic E-mail security 15
4.1 The different dangers of emails 15
4.1. How to Reset & Change Email Password 17



Malteser

...weil Nihe zihlt.

What is an Email and Why use it?

Email is an electronic mail to send and receive messages across the
Internet. Just as sending a traditional letter via post, email is a means of correspondence
electronically. It is quicker — your recipient receives your email within seconds and they
can collect their mail as soon as they go online. It's also secure. You can send and receive
emails for free from any corner of the world, communicate with multiple people and share

your photos, documents and other files.

To be able to send emails, you need an email account and an email address. Email accounts are
hosted by email providers also known as web domains, the most popular of which today are
Google, Yahoo!, MSN, Outlook, Hotmail and some other.

Many people also have an email accounts hosted by their company, school, or
organization. These email addresses are usually for professional purposes. Many hosted
web domains end with a suffix other than .com. Depending on the organization, your
provider's domain might end with a suffix like .gov (for government websites), .edu (for

schools), .mil (for military branches), or .org (for non-profit organizations).

Also, depending in which country you or your company is located, web domains may end
in .de (Germany), .fr (France), .co.uk (United Kingdom), etc.

For convenience, we will be using Gmail to describe most features and functions of an email

@
- m Av I
by Google

Before you create email account think of your username. Will you use your email as
private or professionally? Make sure your username defines your purpose.

account.

Email addresses are always written in a standard format that includes a user name, the @
(at) symbol, and the email provider's domain. The user name is the name you choose to

identify yourself.
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Standard email address format includes:

user name + @ (at) symbol + email provider's domain
) I
(the name you choose to identify yourself) gmail.com

username@gmail.com

In other words, email address - electronic address containing @ symbol; email account -
the electronic mailbox itself; email provider - web domain that hosts an email account.

Here are some examples of email usernames most appropriate for professional purposes:
- Name+Surname,
- Name+Surname+Number,
= (Short Name) + (Surname) + (Number),
=> using name and surname initials, etc.

In this way it is easy for other colleagues, managers and CEOs to identify the user within
the organization.

Also, if you want to send emails to other people, you will need to obtain their email
addresses. It's important to learn how to write email addresses correctly because if you do
not enter them exactly right, your emails will not be delivered or might be delivered to the

wrong person.

1. Creating a Google Account

> Visit the Google Account creation page (or type “Gmail Sign Up” into search bar of
your browser)
> Follow the steps on the screen to complete your account setup.
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Google [ Signin |

Create your Google Account

“count is all you neec Name

0 free it gets you eve g Google 0
Lhoose Your username
G T oo * > €
faric us . s il ol

Create a password

Tonfirm your password

BTy

Month =

Gender

I am... -

> After you've created your Google Account, you can use it to sign in to Gmail on

your computer, phone, or tablet.

You won't be able to get a certain Gmail address if:

=> The exact username you requested is already being used.

—> The username you requested is very similar to an existing username. For example,
if example@gmail.com already exists, you can't use example@gmail.com.

—> The username was used by someone in the past, and they deleted their account.

—> The username you want is reserved by Google to prevent spam or abuse.

IT IS VERY IMPORTANT TO PROTECT ANY PERSONAL INFORMATION!!!

By creating strong passwords, you can greatly reduce the chance that your personal or

financial information will be stolen.

Many people create passwords based on their spouse's names, a hobby, or a simple
pattern. To create a strong password, you will need to avoid these types of common

mistakes.

Strong passwords:
e Never use personal information, e.g. date of birth, parents” or spouses’ names, pets’
names etg;
e Use alonger password;
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e If you need to write down your passwords, keep them in a secure place; NEVER
share your passwords with anyone!
Don't use the same password for each account;
Try to include numbers, symbols, and both uppercase and lowercase letters if the
site allows it;

e Avoid using commonly used words, e.g. “save the planet”, “happy Tom” or
similar;

e Random passwords are strong e.g., H=jNp2#

CONGRATULATIONS!!!

Now you have an email account and a Google Account which also gives you free access to
such useful applications like:

il
LI
>

All you need to do is to sign in your Google Account from PC or tablet and find the

Applications menu.

B EH N

- +Greg Search Mail

e =
- Drive Calendar Sites
Google Apps are also available as mobile applications. Feel free to explore their useful

functions to organize and optimize your time, schedules, documents, pictures, books and

many more!
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2. How to use Gmail:

After successfully creating a gmail account, you can now work with gmail. The
standard interface looks like this:

Google [ a | # 0 @

Klicken Sie hier, um Desktop: ichtis fir Gmail zu aktivi Weitere
Gmail ~ = C Mehr = Q-
W Q Aligemein 24 Soziale Netzwerke b Werbung +
e
Markiert
Gesendet
Entwiirfe Der Tab "Allgemein” enthalt keine Nachrichten.
Mehr ~ -
Hier werden personliche Nachrichten sowie alle Nachrichten angezeigt, die nicht in anderen Tabs
erscheinen
@ jlona +
@ Wenn Sie Tabs hinzufiigen oder entfernen méchten, kiicken Sie auf Posteingangseinstellungen

= Mehr Uber die
Konto wurde erstellt Verwendung von Gmail

10 % @ erfahren @
Design wahlen Koniaids fin EMalis @ Profilbild andern
Einrichtungsfortschritt importieren

0 GB (0 %) von 15 GB belegt Nutzungsbedingungen - Datenschutz
Verwalten

Gmail Mobile
Keine aktuellen Chats herunterladen

Neu starten

)e
-]
<

Gmail offers you some useful services: inbox, labels, files, filter options and a to-do-
list. And you can navigate your contacts.

You can access you gmail account with any computer, tablet or smartphone. One
condition is access to Internet, though.

This is a detailed picture of gmail’s interface:

Google o | 2l O €O
[emai-] s [ L 1—3uf3

7 10 » .

I &a Primary 2a Social Q Promotions + I
Inbox (3)
Starred s Gmail Team Three tips to get the most out of Gmail - Hi Alan Tips to get the most out of Gmail Bring your contacts and mail into Gmail On y 3:27 pm
Sent Mail Gmail Team Stay more organized with Gmail's inbox - Hi Alan Gmail's inbox puts you in control Inbox video Meet the inbox Gmail's inbox s 3:27 pm
Drafts
More ~ Gmail Team The best of Gmail, wherever you are - Hi Alan Get the official Gmail app The best features of Gmail are only available on your p 3:27 pm

® Alan - Q 11

L 4
-~
Account Created Learn how to use Gmail @ Get Gmail for mobile
9 10%
Choose a theme Import contacts and mail Q Change profile image
Setup progress

1— Search box: with this you can search for emails by words
2 — Menu: the menu offers you different Google services (from left to right: link

Google+, button for Google Services, a button for Google messages, a button to
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share information, a button for Google services, a button to log-in/ log-out) )

3 - Drop-Down-Menu: Choose between gmail, to-do-list and contacts.

4 — With these buttons you canapply different functions to your emails.

5 — With the arrows , back” and ,forth” you can open different pages of your email list.

6 — Click on “Einstellungen” and you will get access to further gmail options.

7 — Click on “SHREIBEN" to create and write a new email.

8- This menu on the left side contains different areas of your email account (inbox,
labeled emails, sent emails, etc.)

9 - Gmail-Chat

10 - Tabs: There are three tabs: (1) primary, (2) social, (3) promotions. You can add

further tabs that are useful for you.

2.1Writing an email

How to write an email:

Login to you gmail account.
E-Mail - .
# 1. Open your inbox

2. Click on ,,Schreiben”. A new window

& Neue Nachricht —
- will appear on the right side.

3. Type the email address of the recipient,
subject and the text of the mail in the
window that has appeared.

Some words on the “subject”: this is more

important than you might think. In this

field, write a few words that describe what
the email is about. Some people receive many mails every day, especially when they
work at an office. The “subject” of you emails help them to correctly categorize the
email. An email with a wisely chosen “subject” looks professional. For example: when
you apply for a job, your subject could be: “Bewerbung als Elektroniker”.

Emails that you wrote but not yet sent, will automatically be saved in the file named
“Drafts” (german: “Entwiirfe”)

4. Formatting text: If you want to highlight some details of your text, make a list or
change the font, you can use the formatting tools at the bottom of the mail-wondow.

5. You can also add attachments.
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How to format a text in Gmail:

You find the text formatting tools at the bottom of the “New Mail”-Window.

== .

Vaon

Betreff Volitdidansicht ais

Standard festiegen
Textausrichtung Label
Schriftarten andern auswahlen e
\ l Nur-Text-Modus
| | I I Druckan
SaeSert - T B 7 U A i= = 0 W'Y L

Rechtschreibung prifien

md D B W ooo @ 5

Adding attachments Adding links
Adding documents from Google Drive Adding pictures
Attachments:

You can send documents and pictures by email as attachments.

1. At the bottom are different symbols. By using them you can attach pictures, files or
documents to your email (see screenshot above)

2. Follow the instructions that pop up by clicking on the symbol. Choose the file that
you want to attach to your email.

3. Click on the file, click “Open” and upload it to your email.

Screenshot: (see below)
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x Open Files
1 O Recent <« Documents PaT BCL BCL-Deutsch gmail-deutsch »
@ Home i i i
Name ~ Size Modified  9mail email antworten.jpg
Fotos hochladen G Desktop
O gmaile... 152,3kB 15:31 T m—
™ Gmailer... 111,9k8 1518~ "Wm
g Hochladen Webadresse (URL) ¥ Downloads GmailEr... 206kB 1516
dd Music gmailin... 1457kB 15:11
® Gmailn... 1,1kB 15:39
m Videos o Gmailst... 82,1kB 15144
+ Other Loc...
| Custom Files ~
Open
_ —p
Fotos zum Hochladen auswahlen
Abbrechen Bilder einfigen  P® Direktin der Nachricht ([} Als Anhang

Successfully attached files will be shown in your email like this:

Gmail ~ - (] [] - 9 - Mehr >

R Vistaprint de - 100 Visitenkarten 4,99 € - Perfekt, um mit dem Marketing fiir Ihr Unternehmen zu beginnen. Zzgl. Versand.
hoatslngang Anhang flr Google Drive Posteingang  x
Markiert

o Egles Chris Grafl
Wichtig
an mich |~

Gesendet Anhang fiir Google Drive

Entwiirfe

Spam
Papierkorb
Mehr~

W Anhang fiir Googl... '

If you use Google Drive, you can also attach documents from your Google
Drive. In this case, you can send lots of attachments. Usually, when you attach
something to your email, you are limited. It is not possible to send something
with more than 25Mb attached. By attaching documents from Google Drive,
you won't have this limit.
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2.2 Receiving, reading and replying

Emails that you receive, will be in your inbox. Emails that you haven’t read yet are

bold. To open an email, click on the message that you want to read.

Google o | = 0 @

Klicken Sie hier, um Desktop. ichti fir Gmail zu aktivi Weitere
Gmail ~ - c Mehr ~ 1-3von3 | o 3

m &a Aligemein 22 Soziale Netzwerke Q Werbung +

| Posteingang (2)

— Gmail-Team Immer alles im Blick — mit dem Gmail-Posteingang - Hallo llona Der Gmail-Posteingang ist jetzt noch Gibersichtlicher! Video zum Posteingant 15:27
lerl
Gesendet Gmail-Team Das Beste aus Gmail - iiberall verfiigbar! - Hallo llona Laden Sie sich die offizielle Gmail App herunter! Das besten Gmail-Funktionen stet 15:27
Entwiirfe .

Gmail-Team Drei Tipps, wie Sie Gmail optimal fiir sich nutzen kénnen - Hallo llona Tipps, wie Sie Gmail optimal fiir sich nutzen konnen Kontakte und 15:27
Mehr ~

Q llona +
B Mehr iiber die
Konto wurde erstellt @ Verwendung von Gmail G Gmail Mobile
10 04 prfahren herunterladen

Replying:

To reply to an email, you can just click o =
in the field below the message. Type i
in your text.

Furthermore, you can choose, how to (vor 2 Tagen)
reply: 6 altere Nachrichten
1. Reply only to the person who
sent you the email
2. “Allen antworten”: Sometimes
an email is sent to several ¥
persons. You can choose to
send your reply mail to all of
them o
3. “Weiterleiten”: you received
the email from person A and
you forward it to person C.

{vor 3 Stunden)

{vor 1 Stunde) o ™ [

‘ 4 o Zum Antworten, Allen Antworten oder Weiterleiten
hier klicken
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Emails are usually structured like formal letters: start with a greeting, continue with an

introduction followed by the text body. Finally write a send-off and your name.

Type in the correct email address,
otherwise the mail will go to the
wrong person.

@n o Missing Shoes

To: wendy@gmail.com = /

Cc: /

[=+] [ subject: Missing Shoes ==

1
Dear Granny

How are you?
We had a lovely time with you in Scotland. Thanks for looking after us so well. It was great to see our cousins and
after such a long time.

me? If so, maybe you could bring them when you visit us in December?
We are looking forward to seeing you and Grandpa again.

With lots of love from us all.

Beth.

Mark emails as important

Important emails can be marke das important. Here’s how to do it:
- Open your inbox

- click on the , star”-symbol next to the email

& Mehr

| markiert

Malteser Hilfsdienst e.V — Di6zese Miinchen-Freising - Integrationslotsendienst
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—— Introduction

— Body

—— Conclusion
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Search bar

You received an email and you need to read it again? No problem! Gmail offers a search

bar! By typing words in the search bar, you can find the email again. Type in words that
are written in the text or subject of the email, that you want to find. Or type in the email
address or name of the sender.

= S

Q, sal
Q  sal
Q sal
Sa
sa @

E] Im Web nach “sa” suchen

2.3 Delete and restore emails
How to delete an email:
First of all: Open your inbox
1) Click the box next to the listed email, that you want to delete
2) Click the trash-symbol

Google e - i O 6
2
= a ] E ] ® More 1-4cf4 Lo
EEE o 2 Secw Q—— :
| oty
Starrad Cristina Costa meeling timea . {10 4 ' 347 pm
Sent Mail Gmail, ma (2) Thuee tips to got the most out of Gmai 11, 2016 a g | 327 pm
Orafts
Niore & Gmail Team Stay more crganized with Gmaif's inbax de 1 327 pm
mail Team e best mail, wherever you are 2 T @ ghure pen
S , o 1| 7] omenr The best of Gmail, wh 327
Alar Q
S 2

Deleted emails disappear from your inbox. But they aren’t ultimately deleted yet. Up to
30 days they are still available — in the folder called “Papierkorb” (engl.:trash””). After 30
days, the emails in this folder will be automatically deleted.

How to restore a deleted email:
Option 1: Directly after deleting an email, Gmail tells you that your email was deleted.

You can click “undo” to restore the email immediately. The email will be in your inbox
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Google | a |
i The conversation has been moved to the Trash and will be permanently deleted in 30 days. Learn mo'g- m I
Gmail - - - TOTE =
Q Pnmary 2o Social % Promotions
| inbox
Starred Cnistina Costa meeting time - Dear all, just to let you know that the meeting has been changed to 4pm.
Sent Mail Gmail, me (2) Three tips to get the most out of Gmail - On Mon, Jan 11, 2016 at 327 PM
Drafts
Moty Gmail Team Stay more organized with Gmail's inbox - Hi Alan Gmail's inbox put

3 Alan Q

Option 2: Move the deleted email back to your inbox:

1. Find your folder “Papierkorb” (trash)

2. Choose the email, that you want to restore, by clicking it
3. Tell Gmail to move the email back to inbox (“Verschieben”)
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130f3 < | > -

347 pm

te: Hi Al 3:27 pm

X0X S0MS 3:27 pm

E-Mail Qv Endgiiitig I6schen Spam Als gelesen markieren [+
Kontakte Weitere Aktionen v c
Aufgaben 1-6vonetwva6 4 »p
E-MAIL SCHREIBEN Papierkorb jetzt leeren (Nachrichten, die langer als 30 Tage im Ordner "Papierkorb” waren, werden automatisch geléscht.)
Posteingang 0 > 25. Jul.
Markiert 7
s 0 » 25. Jul.
Wichtig C
= 1 4. Jul.
Gesendet Om 24
Entwirfe o W » 24. Jul.
Spam
O 24. Jul.
Papierkorb

- D - M
Verschieben nach
Sozale Netzwerke
Werbung
Benachnehtigungen

Foren

Posteingang

Spam

Neu erstellen

Labels verwvaiten
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3. Read your emails on your Smartphone

No matter what type of mobile device you use, it's easy to send and receive Gmail
messages on the go. It is possible to set up Gmail with the native email application on
your device. If you are using only the Gmail then the official Gmail -— S—
app for iPhone and Android is what you need to download and install Account setup

via Google Play Store (Android device) or App Store (iPhone). e,

accounts in just a few steps.

test@nctutorial.com

A_— Option 1: Use the native email app on your ~ ......

device. Navigate email app and enter your Manial sanp Nea
email address and password and follow the
instructions of signing in.
If: you have multiple email accounts through different email providers
(such as a personal email and a work email) it might be more
convenient to choose this option because it allows you to view and

manage all of your messages in one place.

Option 2: The official Gmail mobile app, available for iOS and Android.
If: you're already a Gmail user; the official Gmail app looks and feels similar to the
desktop version, and it includes some custom Gmail features that may not be available in

the native email app on your device.

-> Download and install Gmail App via Google PlayStore on your Android device or App
Store on iPhone.

=> Open Gmail App and follow the instructions of signing in

Each app gives you access to the same basic features of desktop Gmail.

If you use iPhone, you might need to add a Gmail account first. Navigate email app
settings and choose the option “Add Account” and then sign in! Choose Google and
follow the instructions of signing in.
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see ATAT 404PM v -

< Mail Add Account

MiCloud
@& Exchange
, Google
Settings < Mail Accounts YAHOO!

m Mail Aol.

@ Outlook.com

8k ACCOUNTS
| Contacts =
Outlook
Calendar Mail. Contacts, Calendars, Reminders, Note:
Notes Add Account

* You must be a Gmail user to be able to sign in, otherwise sign up first!

4.

Basic E-mail security

4.1 The different dangers of emails

It's important that your personal information that you have provided while creating your

email account remains secure and safe and that you aren’t open to viruses or hackers.

To achieve that:

*

Change your password regularly and make sure it’s strong (see §11).

*

Don’t share your password with anyone.

*

Log out or sign off from your account when you’ve finished looking at/sending

your email. Especially if you don’t use your own computer, tablet or mobile phone.

Beware of Spam and Phishing emails:

*

Don’t open emails and their attachments from a suspicious source (Spam)

Keep your personal information personal — don’t share bank or credit card

information via email.

Your bank will not discuss your private financial situation by email. If you receive
any correspondence that claims to come from your bank, telephone your branch to

verify it and discuss the matter over the telephone instead.

*

Make sure that you have antivirus software installed and keep it up to date.

You can reset or change your passwords anytime by using the corresponding account
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settings, SMS services or alternative email accounts. It is highly recommended to change
passwords frequently for better protection of your data.

Spam is another term for junk email or unwanted email advertisements. Today, a
majority of emails are spam. Phishing scams and malware are often included in spam, so
it is important to be able to effectively manage the spam we receive in our inbox

Here some tips for dealing with spam emails

Use a spam blocker

Don't reply to spam

Turn off images. An email can contain images spammers can track

* % % %

Regularly check your spam folder and make sure you are not missing important
emails

Phishing is a type of scam in which an email pretends to be from a bank or another
trusted source to trick you into handing over your personal information. Scammers can
use this information to withdraw money from your bank account or steal your identity. A
phishing email will often have a sense of urgency. For example, it may claim that
"unauthorized charges" were made on your credit card and that you need to immediately
verify your information

Tips for dealing with phishing;:
* Don't follow the link

* Report scams and spam. Some email service providers have a This is Spam button
or another method for reporting spam
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4.1. How to Reset & Change Email Password

You can change your password for security reasons or reset it if you forget it.

Vil

Google

One account. All of Google.

Sign in to continue to Gmail

) gmail.com

Password ‘

Wrong password. Try again

[] Stay signed in Forgot password?

if you need!

CLICK “Forgot password”
Follow the instructions of Google to verify that the account is yours!
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You will receive a verification code to your mobile phone number as SMS or
Voicemail (if you have provided it in your Gmail)
Or use an alternative email to recover your password! (create a new email account

To change your Gmail password, go to Gmail Settings/Accounts and Import tab and
follow the instructions to change your password.
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General Labels Inbox§ Accounts and Importll Filters Forwarding and POP/IMAP Chat Web Clips Labs

Change account settings:

Import mail and contacts:
Leam more

Send mail as:

(Use Gmad 1o send fom your other emad addresses)

Leam more

Check mail from other accounts
(using POP3):
Leamn more

Using Gmail for work?
Grant access to your account:

(Allowr ohers 1 read and send mail on your behalh)
Leam more

Add nddisianal atavamas

. - %
This import has no

Import from anothe

Add another email

When replying to a
Reply from the s3
® Always reply fro

(Note: You can change the a8

@gmail.com)

Add a POP3 mail a

Businesses can power their email with Gmail for Work. Leam more
Add another account

* Mark conversation as read when opened by others
Leave conversation unread when opened by others

wiki
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SOURCES used for creation of this Handbook and Useful Links for Further Learning;:

http://www.gcflearnfree.org

https://www.avc.edu/administration/its/techtraining/Google

Howcast YouTube channel
Teacher’s Tech YouTube channel
https://www.fastmail.com/help

A e

https://www.namecheap.com/support/knowledgebase/subcategory.aspx/2175/priva

te-email-client-setup
http://www.androidemailsettings.com/setupgmail.php
. https://www.mycyberwall.co.za/get-smart/english/grade-4/writing-friendly-

© N

letteremail

9. LinkedIn SlideShare: https://www.slideshare.net/lilianamonserrat/what-shall-we-
do-to-write-an-email

10. http://www.wikihow.com

11. http://www letters.org

12. Virginia Evans: Successful Writing Intermediate, Express Publishing, 2000
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