
HANDOUT 3B: EMAIL TERMS

Part I – Email Terms

1. Email Address

Email addresses consist of three parts. 

1.1. The contact name is before 

1.2. The '@' character, followed by 
1.3. The Internet Service Provider (ISP) domain.

Examples: contact name @ ISP Domain

jane.doe @ theisp.org

student @ stkate.edu
1.1. Contact name

A unique username.

1.2.ʻ@ʼ (at) sign

The standard character separating the contact from the ISP domain.

1.3.Domain

The domain is the identity of the email service provider.

Examples: @gmail.com

@yahoo.com

@stkate.edu

@state.mn.us
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HANDOUT 3B: EMAIL TERMS

Part I – Email Terms

2. Compose

Most email programs have words such as new, compose, or create to 

open/begin a "new" message window.

3. Subject

Include a subject that is clear, concise and informative.

4. Reply (& Forward) 

Once an email is open and read, you can then reply (to the sender) or 

forward the email (to someone else).

5. Folders

It can be useful to create folders/

labels to store emails. Move 
messages from your inbox to a folder 

using the "Move to" option on the 
menu bar.
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di!erenciate between desktop 
folders and e-mail folders? 



HANDOUT 3B: EMAIL TERMS

Part II – Email Terms

6. Inbox

Your email inbox is similar to your postal mail box.  All new emails are 
delivered to your inbox.

7. Sent Mail

Emails you send automatically copied to your "Sent Mail" folder.  This is a  

handy folder to check when you want to verify if and when your message 
was sent.

8. Spam

In the past, most spam email contained attachments that could infect your 

computer with malicious code often referred to as computer viruses. Now 
email virus spam is less common than spam phishing, which is malicious 

email that may look like a financial institution asking for card numbers, PIN 
or password verifications. Protect yourself by deleting any email that asks 

you for bank account information or personal login information.

9. Attachments

You can send saved documents and/
or photos as part of an outgoing email 

message. The details for uploading 
files to email vary but the process is 

straightforward.
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HANDOUT 3C: CREATING AN EMAIL ACCOUNT

1. In the Address bar type: ʻwww.gmail.comʼ or ʻwww.mail.yahoo.comʼ
2. Press Enter or Return.

3. Click the button marked "Create an account." (or similar) 

 (www.gmail.com)

 (www.mail.yahoo.com)

4. Fill in the form which appears. You do not have to fill out all information 
if you do not want to; any required information will be highlighted when 

you  click on “Next Step” or “Create My Account.” 
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HANDOUT 3C: CREATING AN EMAIL ACCOUNT

Your New Email Account Information

Website to access your email (circle one):  gmail.com # yahoo.com

Your contact name is:   _________________________________________

Your password is:  __________________

Your security question answer is: ________________________________

Your security question answer is: ________________________________

Your email address is : _____________________@__________________

Save this information in a safe place.  Don't give other people your password!
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