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Creating and
Managing Email
Accounts

Whether you're new to email or just looking
to improve your skills, this beginner's guide
will help you navigate the world of
electronic communication.
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Introduction

Welcome to the wonderful world of
email communication! Email has
become an essential tool for both
personal and professional use.

Jump in and learn the basics of
email communication.
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Choosing an Email Provider

Consider Your Needs Security Matters Reviews and Ratings
Different email Ensure that the Read reviews and
providers offer provider you choose ratings to see how
different features takes securit the provider stacks
and services. seriously and offers up against its
Choose one that features such as competitors.
suits your needs. password protection

and two-factor
authentication.



Creating an Email Account s

Step 2: Register Step 4: Verify Your Account
Register for an account using Follow the instructions to
the provider's website or verify your account and start
mobile app sending and receiving emails
1 2 3 8
Step 1: Choose a Provider Step 3: Set Up Security
Select a reputable emall Create a strong password
service provider and enable two-factor

authentication for added
security



Logging In

* Enter your email address and

password

* |f you're using a public or shared computer,
make sure to log out when you're done

* For added security, consider u

Sing a password manager

or enabling two-factor authent

cation
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Composing an Email

Get Started

Open your email account
and click the "Compose”
button to start a new
email message.

Add Recipients

Type in the email addresses
of the people you want to
send the message to in the
"To" field. You can also add
people to the "CC" and
"BCC" fields.

Write Your Message

Type your message in the
body of the email. You can
format the text, add images
and links, and more.



Receiving Emails

Step 2: Read the Message

Click on the subject line of

the email to open it and
read Iits contents.
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Step 1: Check Your Inbox

Log in to your email
account and click on the
"Inbox" folder to view your
received messages.

Step 3: Take Action

Reply, forward, or delete
the message depending
ontr\]/v.rt\at you need to do

with it.



Managing Emails

Replying

Click the "Reply"
button to respond to
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essage. You
choose to reply

to just the sender or
to all recipients.

Forwarding

Click the "Forward"
button to send a
message to
someone else. You
can choose to
include the original
message with or
without your
comments.
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Deleting

Select the message
you want to delete
and click the
"Delete” button or
move It to the trash
folder.
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Organizing Emails

1 Create Folders 2 Use Filters
Organize your emails by Create filtersto
creatln% folders for different automatically sort incoming
types of messages. For messages into specific
example, you could create folders based on criteria
folders for work, personal, such as the sender or

and spam emails. subject line.



Settings

Additional Tips

Customize Settings

Explore the
seftings menu to
customize your
email account to
your preferences.
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Stay Secure
Keep your email

account safe by using

a strong password
and enabling two-
factor authentication.

<h



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

