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Module Overview 

This module provides instructions for how to create and send basic email messages. 

The tasks are aimed at learners with limited to some experience using a computer.  The discrete 
tech tasks focus on reinforcing email layout conventions and following cultural expectations 
related to who is communicated with, succinct subjects, and the urgency of a message. 

 

Tech Tasks  

Learners can…  

1. Create and send an email message 
2. Understand expectations for a subject line 
3. Use Cc and Bcc 
4. Cancel a sent email 
5. Choose priority 

 

Vocabulary Required 

In the “Send 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 words below are specific to an email provider (Gmail, Outlook, or Yahoo).  The 
learner may not encounter or need to understand all of these words to complete the tasks in 
this module. 

 compose 
 pop-up window 
 subject line 
 Cc 
 Bcc 
 schedule send 

 undo send 
 draft 
 modify 
 priority 
 cancel 
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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 “Send Emails” module.  You can find 
support materials for each of these tech skills in other modules in this resource.   

Computer Basics 

 Keyboarding (letters, symbols, numbers, punctuation, using shift +, return, backspace, 
using keyboard shortcuts to copy and paste an email address) 

 Use a mouse/touchpad (click, use a scroll wheel, move a cursor around the screen) 

Internet 

 Use the scroll bar 
 Maximize a window 
 Zoom in/out 
 Open and close tabs and pop-up windows 

Email 

 Sign in 
 Identify a contact’s email address 

 

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. 

 For learners who have no experience or very limited experience using email and/or 
lower English language skills, it may be helpful for the learner to write the message they 
want to send on paper first.  This will help them to craft the message they want to 
communicate without the added stress of the digital barrier.  As the learner becomes 
more confident, this will no longer be necessary. 
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 At the beginning of the session, clarify the purpose of the emails the learner wants to 
learn to write.  This will dictate whether some of the tasks in this module are relevant.  
For example, if the learner wants to develop email writing skills for the workplace, using 
priority and Cc/Bcc may be new and highly useful.  If the learner is mostly interested in 
using email for social purposes, this would not be as necessary to spend time on. 

 Encourage the learner to become familiar with accessing the “Drafts” folder.  This will 
allow them to re-visit emails if they need more time to compose and edit them. 

 Emphasize to learners the importance of a clear, useful, and appropriate subject line as 
part of the email writing process. 

 Demonstrate the discrete tech task and then have the learner attempt the task.  Provide 
verbal and visual support and clues as needed.  If the learner has more than one email 
account, they could also practice sending emails to the other email address they use. 
   

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 learner 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 – Send Emails (Gmail) 
 Learner Instructions – Send Emails (Outlook) 
 Learner Instructions – Send Emails (Yahoo) 

Discrete tech tasks include: 

1. Create an email message 
2. Use a good subject line 
3. Use Cc and Bcc 
4. Send an email 
5. Cancel a sent email (Gmail & Outlook only) 
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6. Choose priority (Outlook only) 

Videos for Learners: 

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

 How to use Cc and Bcc in Gmail 
 How to use schedule send in Gmail 
 How to use Cc and Bcc in Outlook 
 How to use schedule send in Outlook 
 How to set priority in Outlook 
 How to use Cc and Bcc in Yahoo Mail 

Learner’s Dictionary: 

 Learner’s Dictionary – Send Emails 

 

Next Suggested Task 

 Email - Attachments 


