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What is Email?

• Short for “Electronic mail”

• Send & receive digital messages and content over the internet

• Free Email Account Providers:
• Yahoo

• Microsoft’s Outlook

• Google’s Gmail
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Parts of  an email address:

ictcmed@gmail.com

• user name : ictcmed(you may create your own) 

• @ symbol : common to an  email addresse

• email provider’s name(mail server ): gmail

• Top level domain : .com

mailto:ictcmed@gmail.com
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Log in to your Gmail account
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Log in to your Gmail account
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Create a Gmail account
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Mail Inbox
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Inbox

Reading email

• Unread emails :- bold. 

• You can also see the name of  the sender, the subject of  the 
email, and the first few words of  the email body.

Conversations
• When you're viewing your inbox, you can tell how many messages 

there are in each conversation by finding the number next to the 
name of  the sender.
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Sender

Subject

Unread mail

Read mail

Messages in the conversation (thread)
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Tabs 

• Primary

• Social

• Promotion
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Move messages 
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Compose mail
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Identify the compose window
Recipients

Click here to add 

recipients
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Add Recipients

• You'll need to add one or more recipients to the To: field. 
There are two ways to do this:

1. Type one or more email addresses, separated by commas.
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2. Click “To” to select recipients from your contacts, then click Select.

• If  the person you are emailing is already one of  your contacts, you can start 
typing that person's first name, last name, or email address, and Gmail will 
display the contact below the To: field. You can then press the Enter key to 
add the person to the To field.
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Cc and Bcc
CC and BCC fields 

will be visible after 

click on this area
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Subject and Body
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Bottom bar
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Sample
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Activity 01

1. Find three email addresses of  your friends in this class.

2. Send an email to one explaining about the Diploma course 
you are following now.

3. Copy this same message to the another email address.

4. Send a Blind Carbon Copy(Bcc)  to the 3rd email address.
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Bottom bar
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Email formatting

• Gmail allows you to add various types of  formatting to your 
text.

• Click the Formatting button at the bottom
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Font Style

Font Size

Bold, Italic, Underline 

Bullets and Lists

Alignments

Remove formatting

Font and Background Color
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Activity 02
Write a email similar to below and apply the text formatting.
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Adding attachments

• An attachment is simply a file (such as an image or 
document) that is sent along with your email. 

• Remember to attach your file before you click Send. 
Forgetting to attach a file is a surprisingly common mistake.

• To add an attachment:

• Click the paperclip icon at the bottom of  the compose 
window.
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Activity 03

• Suppose you want to send a picture to friend via email.  
Attach the picture in Common Files folder on Desktop and 
send to friend.
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Download Attachments

• Click Download or the icon of  the file to save the 
attachment to your computer. 

• If  your computer asks whether you want to Open or Save it, 
choose Save.
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Activity 04

• Ask the friend next to you to send a email with  an 
attachment and try to download it.
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Adding a signature

• A signature is an optional block of  text 
that appears after every email you send. 

• It will typically include your name, 
designation, and some contact 
information.

• Click the gear icon in the top-right 
corner of  the page, and select Settings.



UNIVERSITY OF KELANIYA

Add signature

• Type your signature here
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Activity 05
• Add a signature to your email.  That should include your 

name, address and telephone numbers as the below example.
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Add an image as the signature
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Reply or Reply All

• Reply
• your message will automatically be sent to the person who sent you the email 

• Reply All
• When you click on Reply All, your message will automatically be sent to the 

person who sent you the email AND everyone in the TO and CC fields in the 
header.
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Activity 06

• Send a reply message to a sender of  an email you received 
today.
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Activity 07

• Send a reply message to an email you received today using
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Forwarding an Email

• Forward
• Share an email message with another individual

• You may add your own message before sending.

• You can change the subject 



UNIVERSITY OF KELANIYA

Activity 8

• Get an email you received today and Forward the message to 
ictcmed@gmail.com

mailto:ictcmed@gmail.com
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Activity 9

1. Get an email you received today with a subject.

2. Change the subject as you want

3. Forward the message to ictcmed@gmail.com

mailto:ictcmed@gmail.com
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Managing Emails
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Manage your emails

• Delete/Achieve

• Starred

• Labels

• Filters

• Report spam

• Vacation reply
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Deleting email & trash can

• Deleted Items
• To delete click on the “Delete” 

Command

• Trash Folder
• Items in the trash folder are 

accessible

• Once it is deleted from the trash 
folder “it’s gone”
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Draft Emails & Saving For Later
• Drafts:

• When creating an e-mail the computer will automatically save your work 
periodically.

• If  for any reason you should be interrupted (i.e. lapse in internet 
connection) you can retrieve your latest work what is called the DRAFT 
BOX
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Report Spams

• Select the message you'd like to report.

• Click the Report spam button           in the toolbar above 
your message list. 
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Report Spams

• To remove spam forever:

• Click the Spam link along the left side of  any Gmail page.

• Select the messages you'd like to delete and click Delete forever.

• Or delete everything by clicking Delete all spam messages now.
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Manage emails (cont.)
• Starred messages

• Stars are a great way to keep track of  messages you want to follow 
up on later

• Add star while reading , writing email

• More star options

• Archive messages
• Remove messages from inbox but keep them in the All mail tab.
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Manage emails (cont.)

• Labels
• Add label, 

Create new label

• View labels

• Color labels



UNIVERSITY OF KELANIYA

Search email
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Activity 10

1. How would you search for emails you received a friend of  
you.

2. Search emails which are having attachment, larger than 5 Mb 
received within last month.
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Activity 11

• Archive the first message you received  today. 
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Activity 12

• Create a new label as “Personal” 

• Create an another label from one of  your friend’s name

• Add colors for your labels
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Manage emails (cont.)

• Filters
• filter messages sent by some one, so open a message from that 

recipient.

• Click the More actions button, and select Filter messages

• In the box that appears, type one or more search criteria

• Click Create filter with this search to select and apply actions to 
the filter.

• Create filter

• Delete filters 
• Settings Filters
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Activity 13

1. Filter the emails received from a friend to a label created by 
his name.

2. Ask your friend to send an email again and check the inbox.

3. Create a filter to skip inbox from Facebook notifications.
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Answer for Activity 13.3

facebookmail.com
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Activity 14

Vacation Reply

You go on vacation for a week, you may be unwilling or unable 
to check your email for several days or more. Set a vacation reply 
to say that you won't receive the message in this particular week.

Hint:  Settings General  Vacation responder on 
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Vacation Reply

When your vacation reply is active, there will be a bar at the top 
of  the Gmail window showing your message. 

To end the vacation reply, click End now.
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Email Security



UNIVERSITY OF KELANIYA

Keep Privacy and Safety

• Privacy: CC vs BCC

• Viruses: Never open attachments from unknown 
senders.

• Safety: Never send personal financial information 
via email, even if  it looks like a legitimate request 
from your bank or financial institution.

• Spam: unsolicited commercial email

Delete

Click on Report Spam

SPAM BOX on Google



UNIVERSITY OF KELANIYA

Protect Yourself  from Phishing

• Don’t reply to emails that ask for personal or financial 
information

• Never click links within emails that ask for personal or 
financial information

• Don’t email personal or financial information 

• Use anti-virus and anti-spyware software, a firewall, and spam 
filters. 
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Spam

• Tips for dealing with spam
• Use a spam blocker.

• Don't reply to spam.

• Turn off  images

• Turn off  your preview pane

• Regularly check your spam folder.
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Email scams

• Popular email scams include work-at-home offers, weight-
loss claims, debt-relief  programs, and cure-all products.

Advance-fee fraud.

• promising you something if  you advance a certain amount of  
money? 
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Dealing with email attachments

• Tips for dealing with attachments:
• Don't open any attachment you weren't expecting.

• Keep your antivirus software updated.

• Keep your computer's firewall on.

• Scan attachments for viruses before downloading.
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Use strong passwords

• Never use personal information 

• Use a longer password. 

• Don't use the same password for each account. 

• Include numbers, symbols, and both uppercase and lowercase 
letters if  the site allows it.

• Avoid using words that can be found in the dictionary. 

• Random passwords are the strongest
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Feedback

1. What did you like about this lesson?

2. What didn’t you like about this lesson?

3. What did you learn from this lesson?
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Thank you


