
Tutorial: Email Account: 

Overview:  

If you are running a classroom with students, whether your content is distributed synchronously 

or asynchronously, maintaining contact with your students is key. An email account is a great 

avenue of communication with your students. Email works in the same way as regular mail, yet 

instead of writing a letter with pen and paper, your students can type their message and 

questions on the computer, and send their message to a digital email address rather than a 

mailing address. This tutorial will teach you how to create an email address, how to access 

emails sent to you, and how to send your own emails to others who have an email address. This 

tutorial will be using the Gmail email service as an example. 

Creating an email account: 

-Go to www.gmail.com. This website is how you can sign in to your email account and create 

your email account.  



-If you do not already have an email account set up, click on the “create account” blue link at the 

bottom left of the textbox. This will bring you to a new web page where you can create your 

email account. 

 

-To create your account, type in your name into the first two textboxes. The third textbox is 

where you choose the name of your email address. For example, say you type in the third 

textbox “abc”. This will create an email address for you where your students can send their 

emails to the address “abc@gmail.com” and you’ll receive them. Your email address is unique 

to you. As such, if you want to access the messages sent to your email address, then you’ll 

need a private password that only you know in order to login to your email account. After 

deciding on the name of your email address, type in your choice of password for your email 

account. For Google email services, they require passwords to contain uppercase and 

lowercase letters, numbers, and special characters. In the final textbox, retype your password to 

confirm that you didn’t misspell your intended password in the fourth textbox.  

 

-After creating your password, click the next button. The next web page covers your recovery 

options. 

 



 

-The recovery options are present in case you forget your password which you need to login to 

your email address. By listing a phone number or another email address, gmail will send a web 

link to that email address or phone number which will let you reset your password for your email 

so you can reaccess it. These recovery options are optional yet are very helpful in case you 

might forget your email password. Following the recovery options, Google services asks for your 

date of birth and gender to create your email account. 

 

-Following putting in your recovery information, Google will ask you to agree to a privacy 

statement. In order to create your email with google services, you must agree to this privacy 

statement. Once you agree, that's everything! Your email address is now created. 

 



How to use your email account:  

-The most basic use of an email account is to send and receive emails from your students. 

When you first login to your email account, you will see your email inbox. Just like a mailbox, 

your email inbox is where you will receive all your emails. 

In your inbox, you can click on an email, like the example pictured here, and read any message 

that a student has sent you. You also have the option to reply to their email, which will let you 

create your own message and send it directly back to them. You can also forward the email, 

which lets you create your own message, and you can send the students message and your 

message to any other email address. Whenever you’d like to go back to your email inbox, you 

can click on the inbox button on the menu to the left of the webpage. To compose your own 

email, click on the “compose” email button. 

 

 

 

 



 

-When you compose your email, the first text box is where you will type out the email address 

you’d like to send your message to. The second text box is for your subject line, where you can 

let the receiver know what your email is about. The third textbox is where you can type in your 

message. At the bottom of the pop-up is where you can include additional attachments to your 

email. You can include photo files which are saved to your computer which will be displayed in 

your message, and you can include computer files as well if you’d like to email a word document 

to your student. Once you’ve finished composing your email, click on the blue send button to 

send the email to that address. 

Other resources: 

-Email is a very powerful tool and Gmail includes many other services as well. If you’d like to 

learn more about what you can do with email, Google also offers tutorials to help teach you how 

to use more advanced features. On the top right side of the Gmail web page, click on the 

question mark button, and it will pull up a menu. The first two options, help and training, will help 

teach you more about how to use Gmail. 



 


