Email Basics
This document will walk you through setting up an email account and checking and sending email. It
focuses on Gmail but the steps are similar for any email service you would use. (Yahoo, AOL, etc.)
Signing up
The first thing you will need to do is sign up for an account.
• Go to http://www.google.com.
• You should see a series of links at the top of the page.

•
•

Click on the Gmail one.
When the page opens click on the create account button.

•

The account creation page will open. You will be asked to give your name, location, and
birthday. Next, you will need to choose a username and create a password. Lastly, you will need
to choose a security question and enter an alternate email address if you have one. (That can be
left blank if you don't.)
Scroll down and look at the terms of service and click on the button to accept and create your
account.

•

Checking mail
•
•

Go to http://www.google.com
There is a log in window on the right side of the page.

•
•

Enter your email address and password.
Do not check the stay signed in box. (On your own computer that is fine. It is not a good idea
on a shared computer though.)
Click sign in.
You will be taken to your inbox.

•

To read a message just click on it and it will open.

•

Scroll down and you will find links for replying and forwarding and for downloading any
attachments that are there.

•

At the top of the window are options for deleting or archiving the message and the link to return
you to your inbox.

•
•

Sending an email
•
•

At the left side of the window you will see a button labeled compose mail.
This is available from the main inbox or any message screen.

•

Click on that button and a new message window will open.

•
•
•
•
•

Enter the email address of the recipient in the to box.
Enter the subject in the box below it.
Type your message in the provided space.
There are also links for attachments and for adding addresses to CC or BCC lists.
Once your message is ready click the send button at the bottom of the window.

Attaching a file
•
•

To attach a file to an email click on the attach a file link below the subject box.
A box will pop up.

•

Use the drop down menu at the top to choose the location and then choose the file you want to
attach to the email.

•
•

Click on it and then click open.
The file will be uploaded and attached to your message.

•

Click on the attach another file link if you have more files to add.

Safety reminders
•
•
•

•

Be wary of opening any spam emails.
If you do look at messages from people you don't know do not open any attachments or click on
any links. (They may be fine. They may also be infected with a virus or worm.)
Be careful with unexpected attachments from people you do know. Some viruses and Trojan
horses replicate themselves by sending emails to everyone in the address book on the infected
computer. It's a good idea to contact the sender and ask if they meant to send you that file. (This
is only for people you know, not for spam emails.)
You should never give out password or account information in an email. Banks, credit card

•

•
•

•

•

companies, and legitimate websites will not ask for that kind of thing in an email.
If you do get a legitimate looking email from your bank or a site like Paypal saying your
account needs updating or there is a problem you should go to the site directly (not through a
link from the email) and check it out. In the case of companies like banks you can also call and
ask about it.
These emails are often part of what is called a phishing scam.
Scammers will create a copy of a site like Paypal and then send emails saying your account
information needs updating or there is a problem with something. When you log into the fake
site your account information (login and anything you enter) is collected and can be used to
steal your identity.
Beware of .exe files received attached to emails. They are a common way to spread viruses.
(Most email providers won't allow them to be sent because of that. You can usually upload them
but you will get an error message when you go to send the email.)
No one is giving out free money. Emails claiming to be from foreign royalty who need to get
money out of their country or saying you won a sweepstakes or prize are almost always scams.
(Publishers Clearing House is an exception to this. The chances of winning are about as good as
the lottery but it is legitimate.)

