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Emails + Attachments 
 
1 To send and receive emails you need an email account. 

Don’t worry these are free to set up and can be accessed 
on most devices.  
There are several different email accounts providers that 
you can choose from, and some have additional features 
which may persuade you to choose them over another. 
 

 

Question 
 
What is an Email?  
 
 

 

2 Creating an Account:  
 
Each email provider will ask you to enter some details to 
create an account. Our example uses Gmail as it is one of 
the most popular email providers in the UK. 
 
Follow the steps on the right to begin to create your email 
account. 
 
 
 
 
 
 

1. Using your internet browser, enter www.google.co.uk into the 
address bar and press enter. 
 

2. Once the Google page has loaded, left click on Gmail in the top 
right-hand corner. 

 
3. Gmail will now ask you to sign-in. You can’t do this until you’ve 

created an account. To create an account, click on the blue link 
below the sign-in box. 
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3 Personal Details:  
 
Once you’ve clicked on Create an Account, you’ll be asked 
to provide some basic information regarding your 
account. This allows the account to be more personalised. 
Some of these fields are mandatory and so must be 
completed.  
 
Your gender and date of birth are used to better target 
adverts towards items you are likely to want to view 
online. These adverts are what makes services like Gmail 
free.  
 
Your mobile phone number is used in case you forget your 
password. Google would then send you a reset code and 
let you change your password. 
 

 
 
 
 

4 Logging in:  
 
We need to go to www.google.co.uk and click on the word 
Gmail in the top right-hand corner. 
 
You are now able to log in to your google mail account (to 
see your emails). You will need your new email address 
(******@gmail.com) and password. 
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5 Inbox: 
 
Once you’ve created your account, you should be greeted 
with your inbox. Your inbox is the equivalent of your hall 
floor at home. It’s where your post, or emails in this case, 
land. The number of unread emails that are in your inbox 
is displayed next to the word inbox. You can see in the 
image that there is 1 unread email in their inbox. Not only 
does it display any unread emails, but the word ‘Inbox’ 
also acts a link to get you back to the inbox page when in 
different parts of your email account. 
 
To open an email that is in your inbox, you must firstly 
ensure you are on the inbox page. Once you are in your 
inbox, you need to look for the email which is in bold. 
Bold indicates unread. This email may also have an 
unopened envelope symbol next to it also indicating its 
unread. To open the email, you have to click on the name 
of emailer.  
 
Once you’ve done that, you’ll notice that the number in 
the brackets next to ‘Inbox’ has changed and that the e-
mail you have opened has turned changed colour. This is 
to indicate that this email has been read and allow you to 
visually see which emails have and haven’t been opened.  
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6 Folders - We’ve had a look at how to use your Inbox. Your 
inbox is a kind of folder within your email account and 
now we’re going to look at other kinds of folders within 
your email account. 
 
Outbox - Outbox is a folder that stores e-mails that are in 
the process of being sent. As emails aren’t instant, they 
wait in the outbox before being delivered - much like 
letters do in a sorting office. 
 
Sent Mail - Once an email has been sent to the recipient, 
a record of the email is saved in your sent mail. This is 
useful when sending formal emails as it acts as proof that 
an email was sent. 
 
Drafts - Sometimes you start an email but don’t have time 
to finish it. By saving it in drafts, it allows you to come 
back to the email at a later date and finish composing it. 
 
Trash/Deleted Items - Trash or deleted items is where an 
email goes once you have deleted it from your inbox. 
Why? If you delete an email by mistake rather than it 
vanishing immediately, it’ll be store here for 30 days. 
 
Spam - Spam is where all the nuisance emails go to. This is 
due to your email account providing a spam filter. Some 
emails may mistakenly get identified as spam so it’s 
important to check every so often to ensure you’ve not 
missed something. 
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7 Composing:  
 
Now we are going to look at how to send an email from 
scratch. for this you will need to know the person’s email 
account. Within Gmail, you left click on the ‘Compose’ 
button to begin typing an email. Some providers may use 
the word ‘New’ or a pen and paper icon instead of 
‘Compose’. 
 
 
 

 

8 Email Layout:  
 
Once you’ve clicked on Compose and the new window is 
open, you are greeted with a blank email. In this email, 
there are various fields you need to fill in.  
 
To: - This box is where the email address of the recipient 
goes. 

  
Subject – This enables you to give the email a heading, 
so the recipient has an idea what is in the email prior to 
opening it.  
 
Next, is the empty space. This space is where you will 
type the words of the email. Some email providers 
provide spell checks, but others don’t so make sure if 
you are sending a formal email, to check spelling and 
punctuation before sending the email. 
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Activity 
 
Look at this blank email and identify what the symbols mean. 
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9 Adding Attachments: 
 
Emails can also be used for sending electronic files to 
people. These can be Photographs, Videos, Documents 
and even Audio files.  
 
To add an attachment, click on the “Paperclip” symbol 
which will then open your file explorer allowing you to 
search your PC for the files you want to attach. 
 
There are limited to how many files you can attach to an 
email. If you go above the file limit, some will be left 
behind. 
 
When sending a Document, it is advised that you 
transfer to to a PDF format first as this will reduce the 
file size and means it cannot be edited without specialist 
software. 
 

 

Question: 
 
What is the attachment limit on an Email? 
 
What does PDF stand for? 
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10 Sending:  
 
Now we know how to start a new message and how to 
set out an email, we are going to look at sending it. It’s 
important to remember that before sending it, double 
check the email address for any mistakes and reread the 
content of the email as once it’s sent, it can’t be unsent. 
 
If you’re happy, left click on the blue send button at the 
bottom of the email window. 
 
 
 
 
 

 

11 Replying:  
 
Next, we are going to look at how to reply to emails that 
you may have received from others. Using the emails, 
we already have in our inboxes from the Gmail team, 
open an email. Once you’ve opened the e-mail, scroll to 
the bottom of the page and click on the word ‘Reply’. 
Alternatively, there is a symbol (backwards facing arrow) 
that will allow you to reply to the email.  
 
Once you’ve clicked the arrow or reply, you’ll notice it 
automatically fills in the email address. This makes the 
process of replying much easier as all you need to do is 
enter your message into the space and click send 
 

 



 

Page 9 of 10  
Sole property of Starting Point. Permission required for reuse. 
3-4 Woodley Precinct | Stockport | SK6 1RJ | www.startpointwoodley.co.uk | 0161 494 9947 

12 Passwords and Logging Off:  
 
With accounts it is important to remember to be as 
secure and safe as possible. Another aspect of online 
safety is changing your passwords on a regular basis. To 
change your password on Gmail, you need to click on the 
silhouette or letter in the top right-hand corner of your 
inbox page. A small menu appears underneath with an 
option to select ‘Manage Your Google Account’.  
 
The ‘Manage Your Google Account’ section will appear 
as an initial until you (if you choose to) upload an 
alternative image. 
 
You can then select the ‘Personal info’ section on the 
left-hand side which will take you to the section that 
allows you to change your password. Google will tell you 
when the last time your password was changed. 
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13 If you would like to learn more about emails, Learn My 
Way has a course called Using Email. 
 
If you have forgotten your login details, ask a volunteer 
or tutor and they will be able to help you. 
 
 
Account: 
 
Password: 
 
 
 
 
 
 

 

 


