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Basic Email Tutorial

This tutorial is an 
introduction to e-mail, with 
an emphasis on setting up 
and using a 
Gmail account. 



What is Email? 

•Electronic mail message 

•Sent from one computer to another 

•Must have e-mail address. 

•You don’t need a computer if you 
have access to one (Library’s 
computers)

•May include attachments



Who are the E-mail providers?

• Your Internet Service Provider (ISP) 
i.e., ptd.net or dejazzd.com

• Free sites
www.yahoo.com
www.hotmail.com
www.aol.com

• Gmail www.google.com



Create an Email Account

We’ll be looking at setting up an Email 
account using Google’s Gmail.

(Other email accounts are very similar, if 
you want to use another one.)

Click on the browser icon 
(Internet Explorer, Safari, Mozilla Firefox) 

on the desktop to open the Internet.

Go to www.google.com



On the Desktop, Open the Browser



Go to www.google.com

Type in 
www.google.com in 
the address bar if your 
browser home page is 
not set to Google.



Click on Gmail at the Top



Click on “Create an Account”

Click here



Create an Email Account

Fill in the boxes with 
the information requested.



Create an Email Account

Remember your 
login name and 
password to access 
your Gmail account 
later.



Create an Email Account

Type in the letters you see. 
This verifies that you are a 
person and not an automated 
computer program.

Click here when you 
are ready to create 
your account.



Now Access your Email Account



The Email Home Page

Make sure the 
Inbox file is 
highlighted.



Compose an Email

Click here to 
write an email.



Compose an Email

Enter an email 
address in the 
To: box.



Compose an Email

Put the subject of 
your email here.



Compose an Email

Write your email 
in this space.

When you’re 
done, hit 
“send.”



Send Your Email!

That’s it! -- You've written
and sent a basic 
Email message!



Create a Contact List

Click here to add new contact



Add Contact Information and Save

Type in the 
name and 
email 
address of 
your contact 
and hit 
“Save.”



Your Contact List Will Save You Time

When you begin typing in the 
“To:” box, contacts from 
your list will appear and you 
can simply click on the 
name of the person you 
want to email.



Attach A File to Your Email
• Click on "Compose" to write a new email.

• Click on the paperclip icon to attach a file. After you click on
the paperclip icon to attach a file a box will pop up onto your 
screen.

• Browse the information on your computer my clicking on the 
folder that contains the file that you would like to attach. When 
you find the needed file, click on it and then click on "open." 
This will start the process of attaching the file to your outgoing 
email message.

• Read the directions on your computer screen. It will most 
likely say that the file was attached successfully.

• Make sure you have inserted your recipient's email address 
and written next, and then click "send."



Email Attachments

Check to make 
sure that your 
attachments are 
inserted on the 
email.



Email Attachments

• When sending attachments, alert the
recipient to the attachment

• Never open an unexpected 
attachment

• Even from someone you know

• Used to spread viruses



Replies and Forwarding

Use the “Reply to” or “Reply to All” option
• Maintains a link to the original message
• Maintains “thread” of correspondence

Forwarding a message
• Not the same as replying
• Mail original message to someone other 

than the sender
• Use caution when forwarding private or 

sensitive email messages without the 
permission of the sender



Basic Guidelines for Email

Length
• Concise, to the point
• Subject Line

Tone
• Avoid using all capital letters
• Review before sending
• Humor, sarcasm – difficult to convey
• Emoticons – use sparingly



Emoticons

:)     Happy

:-(     Sad

;-)      Wink 

:-O    Yell



Spam (not just canned meat!)

• Junk mail

• Unsolicited bulk mailings

• Overloads mailboxes

• Adult content, health promotions, software
offers, investment ads, get-rich quick schemes

• Chain letters, hoaxes, jokes



Now You Can Connect to the World!

Thank You for Joining Us!

Lititz Public Library
651 Kissel Hill Road

Lititz, PA 17543
717 626 2255

www.lititzlibrary.org

Nourishing the Mind – Enriching the Community –
Connecting to the World


