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Module Overview 

This module provides instructions for receiving emails, managing email volume with folders, 
and identifying suspicious emails. 

The tasks are aimed at learners with limited to some experience using a computer. 

 

Tech Tasks  

Learners can…  

1. Find & open new emails 
2. Reply to an email 
3. Delete & restore a deleted email 
4. Use search to find an email 
5. Make folders, move emails to folders, and create folder rules 
6. Notice & report scam emails 

 

Vocabulary Required 

In the “Getting Emails” module, the words below may require visual supports (see Learner’s 
Dictionary) or translation for LINC 1-4 learners. 

Prior to meeting with the learner, consider how you could explain or demonstrate these words 
if they are unfamiliar, based on the learner’s current skills and language level. 

Some of the vocabulary in the list below is specific to the email provider (Gmail, Outlook, or 
Yahoo).  It will not be necessary for the learner to understand all of the words in the list. 

 bold 
 left-hand menu 
 inbox 
 reply 
 delete 
 option 
 filter 

 restore 
 scam 
 spam 
 junk email 
 unsubscribe 
 phishing 
 block 
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Prior Tech Skills Needed 

The learner may or may not have all of these tech skills prior to providing support for this 
module.   

If there are gaps, you may need to give additional step-by-step instruction in these areas for the 
learner to complete the tech tasks selected from the “Getting Emails” module.  You can find 
support materials for each of these tech skills in other modules in this resource.   

Computer Basics 

 Keyboarding (letters, using shift + for capitals, enter, backspace) 
 Use a mouse/touchpad (click, move the cursor around the screen) 

Internet 

 Identify navigation drawers (to open side menus) 
 Use the scroll bar 
 Open and close new windows, pop-ups, or tabs 
 Zoom in/out 

Email 

 Sign in 
 

Session Recommendations 

 The support sessions for the tasks in this module can be provided in person or 
remotely.  This should be determined based on the learner’s preference and comfort 
using their device.  If the session is held remotely, it is beneficial for the learner to 
know how to screenshare on Zoom. 

 In order for the learner to complete the tasks in this module, they need to have at least 
one new email.  Prior to the session or at the start of the session, send the learner one 
or more new emails for the purpose of the session.   

 If the learner is interested in learning how to use email folders, it may be helpful to ask 
them to identify what kind of emails they want to go to a folder and why.  For LINC 
learners at MOSAIC, they may receive several emails daily from their online classroom 
and/or their teacher.  This is an example of a sender that a separate folder may be 
helpful for.   
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o NOTE: Depending on the email provider and how the folder is set up, these 
emails may not appear in the inbox.  The learner needs to be aware that they 
need to regularly check if there are new emails in the folders they set up. 

o Folders are beneficial is a learner receives a large quantity of emails but should 
not be used until the learner is confident checking received emails in their inbox 
and using the left-hand navigation pane (ex. inbox, drafts, sent, trash, etc.). 

 For some of the tech tasks in this module there are varying degrees of complexity.  You 
may choose to focus primarily on only one part of a specific task.  For example, with a 
learner who is unfamiliar with using email, you may want to cover how to reply to an 
email, but not using reply vs. reply all. 

 For specific email providers, it is also important to highlight the default filtering that 
occurs.  For example, in Outlook there will be a focused and other inbox.  In Gmail, there 
are 3 categories: primary, social, and promotions.  In Yahoo, there is only on inbox used 
as the default for all emails. 
 

Session Resources 

The following reference documents and videos should be shared with the learner prior to or 
following the support session.  Only send the learner the relevant reference materials for the 
email provider they are using, as well as, for the tech tasks covered during your session.  This 
will reduce confusion and provide easier review. 

The following instructions were developed using a Windows computer.  If learners are using a 
mobile device or MacBook, some steps may vary and may appear differently on their device.  
For learners using a different device it may be more efficient to provide support in person and 
highlight areas of the instructions that differ. 

Learner Instructions:  

 Learner Instructions – Getting Emails (Gmail) 
 Learner Instructions – Getting Emails (Outlook) 
 Learner Instructions – Getting Emails (Yahoo) 

Discrete tech tasks include: 

1. Find new emails 
2. Open an email 
3. Reply to an email 
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4. Reply all 
5. Delete an email 
6. Restore a deleted email 
7. Use search to find an email 
8. Make folders 
9. Move an email to a folder 
10. Make rules for email folders 
11. Notice scam emails 
12. Report spam emails 

Videos for Learners: 

See the Email - Videos for Learners Playlist for the URLs. 

 How to reply to an email in Gmail 
 How to delete & restore an email in Gmail 
 How to make a folder in Gmail 
 How to make a folder with rules in Gmail 
 How to reply to an email in Outlook 
 How to delete & restore an email in Outlook 
 How to make a folder in Outlook 
 How to make a folder with rules in Outlook 
 How to reply to an email in Yahoo Mail 
 How to delete & restore an email in Yahoo Mail 
 How to make a folder in Yahoo Mail 
 How to make a folder with rules in Yahoo Mail 

Learner’s Dictionary: 

 Learner’s Dictionary – Getting Emails 
 

Next Suggested Task 

 Email – Send Emails 


