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Email Basics 
Email (or electronic mail) is an online service used to 
exchange short digital messages via the Internet.  To 
send and/or receive emails, you will need an email 
address, which is your unique address that you use to 
communicate with other people. 
Email addresses are always written in a standard format 
that includes a username, the @ (at) symbol, and the 
email provider's domain. The username is the name 
you choose to identify yourself, and the email provider 
is the website that hosts your email account. 

 
 

Advantages of Email 
 Access to Web Services: If you want to sign up for 

accounts like Facebook, or order products from 
services like Amazon, you will need an email address. 

 Communicate with multiple people: you can send an 
email to multiple people at once, allowing you the 
option of having a conversation with several people 
or sending out a message to a hundred! 

 Private: your email is delivered to your own personal 
and private account with a password required for 
accessing and viewing emails 

 Access anywhere, anytime: you don’t have to be 
home to get your email! You can access if from any 
computer or mobile device that gets an internet 
connection.  Access it here at the library! 

 

Getting Started 
If you want to sign up for an email account, we suggest 
choosing one of the three most popular providers: 

 Yahoo! Mail (www.yahoo.com) 

 Outlook.com (login.live.com) 

 Gmail (www.gmail.com) 
Simply click “sign up” on the webpage you select and 
follow the prompts to create your own email! 
*TIP: When selecting a username, choose something 
you will remember and something professional enough 
for a résumé.  A good place to start would be your first 
initial followed by your last name and then maybe your 
favorite number! Ex. JBlackstone758@gmail.com. 
*TIP: When selecting a password, choose something no 
one will guess but something you will still remember!  
Keep the password written down somewhere you will 
remember in case you forget! 
To create an email, you will need to provide information 
about yourself such as your first and last name, 
birthday, etc.  Answer all of the required questions. 

Navigating through Email 
No matter which email service you choose, you will 
need to know how to interact with your inbox, message 
pane, and compose pane.  Each email provider’s email 
interface will have a different look and feel, but they all 
function the same way. 
 

Your Inbox 

Your inbox button can be found on the left side of the 
screen. Your inbox shows you all of the emails you have 

received, and also gives you the 
number of new emails that you have 
received since the last time you 
signed into your account.  
The left side of the screen is also 
where you will find buttons for your 
sent mail and drafts, among other 
things.  You will find everything you 
have sent in your sent mail, and all of 
the emails that you have started, but 

not yet completed, in your drafts. 
 

Your Messages 

 
Sending, receiving, and working with email messages 
will be a different experience depending on the email 
provider you use. You will be able to perform the same 
functions, but the way to go about doing them will be 
different. 
When you open an email message, you are given to 
options for what you would like to do with it.  You can 
reply to the sender, print the message, delete it, and 
more. 
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Printing your Messages 
You can print email messages whether you use Gmail, 
Yahoo, or another email provider. It is very important 
that you use the print option given by the email 
provider and not the print option on your web browser.  
By choosing the email provider print option, you will 
print the entire message.  When using the print option 
of the web browser, you may only print part of the 
message. 
When looking for the email print option, the look, 
position and wording will be different depending on 
which email provider you use. 
o In Gmail, you will see a small image of a printer in the 

upper right corner of your email message. This button 
will print your message, and will also print all of your 
messages if you have a thread. A thread occurs if you 
have multiple messages being sent back and forth 
between two people. Think of it as a conversation. 

o Alternately, if you only want to print one single 
message (and not the whole conversation), click on 
the down arrow in the upper right corner of your 
email message. It will be located next to the 
date/time that the message was sent. A drop down 
menu will appear, where you will find the Print 
button.  

o Either way you select Print, a pop-up box will appear 
and you will need to click OK. 

 
Compose an Email Message 
Click the compose button on the menu on the left of 
the screen when you want to write an email.  The 
compose pane 
will open.  Here, 
you will fill in 
who the 
message is for 
(by typing in the 
recipient’s 
email address), 
the subject of 
the message, 
and the body of 
the message. 
The tool bar on 
the bottom of the message allows you to format your 
text, attach files or images, add hyperlinks to the 
message, and more!  When the message looks the way 
you want, click the “SEND” button. 
 
 
 
 

Attachments 
An email attachment is a computer file or image sent 
along with an email message. You can attach one or 
multiple files to an email message. This process enables 
you to easily share files and pictures with others.  You 
can tell if there is an attachment on an email from your 
inbox! This is indicated in your inbox by a paper clip icon 
next to the subject line of the message.  The 
downloadable file is accessible at the bottom of the 
email message. 

 Attaching a Document or Image 
To attach a file to an email message you are composing, 
first begin a new email. Once you have filled in the 
recipient, subject, and message fields, click on the 
paper clip toward the bottom of the message. This will 
bring up a new window, which shows every document 
that you have saved on your computer. Choose the 
document you want, double click on it, and your 
document will attach. 

 Downloading an Attachment 
To download an attachment, scroll to the bottom of an 
email message and 
click the attached file 
you would like to 
download.  It should 
look like the image to 
the right in Gmail.  The 
downloaded file will 
be accessible on your 
computer when it is done loading. 
 

Still need help? 

 Ask at the Reference desk for a quick answer 

 Make a Tech Thursday appointment to work through 
a more difficult problem 

 Come to JBML’s next Email Basics class.  Call the 
Reference desk or visit www.blackstonelibrary.org to 
see a schedule of our classes. 

 

http://www.blackstonelibrary.org/

