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Email Communication 
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• D efin e em ai l  and  i ts  importan c e

• N avig ate  Gmai l

• C om pos e and  s en d em ai ls

• Us e  attach me nts

• P ract ic e e mail  safe ty  and  e t ique tte

Learn ing Targets



• Email stands for electronic mail.

• It’s a way to send messages using the internet, like digital letters.

• Emails travel through networks, just like robots follow commands.

• Emails are used in schools, offices, and even by smart devices to share 

updates.

• Never open emails from strangers.

What is  Email?



• G lobal  Re ac h:  C onn e ct  with an y on e  world wide

• Fi le Shar in g:  Attach  d oc ume n ts an d image s to  y our  

image s  and  s hare

• Ec o-Fr ien dly :  Re duc e s pape r  us e

Why is  Email  Important?



• G mai l  i s  a  free em ai l  serv ice  b y  G oog le

• You c an  sen d,  rec eiv e,  an d organ ise  emai ls

• Ac ces s G mai l  from  the  G oogl e app l aunc her

Explor ing Gmail



• Search Mail:  Find specific emails

• Left Menu Pane: Compose, Sent,  Spam, etc

• Inbox: View received messages

• Chat: Instant messaging

• Labels: Organise emails

• Conversation View: Grouped messages

Gmai l  Interface



Gmai l  InterfaceSearch Mail

Inbox

Left menu Pane

Inbox

Labels



•C lic k 'Compose '  to start  a ne w m es sag e

•Fi l l  in  To,  C C,  BC C,  Sub jec t ,  an d Bod y

•C lic k 'Se nd '  to  d el iv e r  y our  e mai l

Composing an Email



Composing an Email

To, CC, BCC

Click Compose

Send



• Font  S tyl e an d Size

• B old,  I ta l ic,  Un de rl ine

• Text  an d B ac k groun d Color

• Alig nme nt  and  L is ts

• M ake  y our  e mai l  c le ar  and  profe ss ion al .

Formatti ng a n Ema il



Formatti ng a n Ema il

Font style
Font Size

Bold, Italic, Underline

Alignment and Lists



• C lick  th e  paperc l ip  ic on

• Select  the  f i le  to  upl oad

• Wait  for  u pl oad  to  c omplete

• C lick  'Sen d’

Adding Attachments
Paperclip icon



•Forward:  Sh are  r ec e iv e d em ai ls  with  oth ers

•L abe ls :  G roup and  c ateg oris e  mess ages

•U se  'C re ate  N e w L abe l '  to  organ ise  y our  inb ox

Forwarding and 
Organising  Emails



Forwarding and Organising  Emails

Forward

Create new labels



• Us e  ant iv irus software

• D ownload  from trus te d s ourc es

• B ack up important  data

• Avoid sus picious  e mail s

• Ke e p pas s words  pr ivate

Email  Safety and Etiquette



Activity
Wri te and fo rmat a  sample 

email  to your  teacher.  Inc lude 

the fol lowing:  

• Su bject l ine

• Greeting and mess age bo dy

• Attachment 

• Use proper  etiquette and

formatt ing
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