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This manuscript is to be used together with the PowerPoint presentation Learning to Use Email (Outlook). The numbers correspond to those in the presentation. Point 1 corresponds to slide 1 (page 1) in the PowerPoint presentation, point 2 to slide 2 etc. The text can also be found as notes under each slide. 
Text in bold is comments for the course instructor. Text in CAPITAL LETTERS is headings. The rest of the text can be read aloud or used as a guide for the course instructor while teaching. 
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1. In this course, we will learn how to use Outlook. 

Many email services upgrade their services regularly. Because of this, it is possible that what you see when you are creating an account, logging in and using other functions may not look exactly like in the illustrations shown in this presentation. So try to create a user account yourself and to send and receive email with Outlook before teaching the course. If you see any changes, you should update the presentation in order to make it easier for the course participants to follow. 

Go through the learning objectives with the course participants before you begin teaching. This will make it easier for them to focus on and remember the most important information.

2. CREATING AN EMAIL ADDRESS

3. In order to send and receive email, you need an email address. You get one by creating an account with an email service. This process might be a little complicated, but luckily it’s something you only have to do once. You’ll need to concentrate, but don’t worry too much about trying to memorise this part of the course.

There are a lot of email services out there. It’s possible to have more than one email address with more than one email service.

To send and receive email, you first need to create an email address.

To create an email address, open your web browser and type in the web address of the email service. 

4. The address is www.outlook.com.

Ask everyone to go to this address.

5. If you have typed in the correct address, one of these images should appear on your screen.

Make sure everyone has reached the sign-in screen before you go on.

This is the page you’ll see whenever you use your new email address, but since we don’t have email addresses yet, first we need to create accounts and sign up with the service.

6. Click on the link to register and create an account.

7. We have to fill in these forms to get a user account and an email address. We will go through them step by step and fill them in.


8. In the next field, we create a username. Your username is what distinguishes your email address from all other email addresses. Your username can be whatever you want it to be, but it’s a good idea to have a username that is a bit similar to your real name. That will make it easier for you and others to remember your username and your email address. 

9. Your username cannot contain spaces or the Norwegian letters ‘æ’, ‘ø’ or ‘å’. If you want a username consisting of your first and last names, you need to replace any such letters with for instance ‘aa’ or ‘o’, and instead of a space between your first and last names, it’s common to use a full stop.

10. Ask everyone to try to enter a username they want to use.

When you have entered a username, press ‘Enter’ or ‘Next’ on the keyboard. The service will then check if anyone else is already using that username or if you can use it the way you have written it. 

11. If someone is already using the name you have entered, a message telling you this will appear in red underneath the username field.

12. If someone is already using this name as their username, you’ll have to change it a bit. A lot of people choose to add an initial or some numbers at the end of the name. Try until you find a name that no one else is using. 

Wait for everyone to find an available username before you move on. Take the time to help anyone who has trouble finding a good username.

Now that everyone has a username, it can be a good idea to write it down so that we don’t forget it. 

13. To create a password, tap or click on the next field.

14. A password must consist of at least eight characters. A password must also contain at least two different types of characters. You password should be easy for you to remember and difficult for others to guess. 

A password can be changed later, and it is possible to have a new password sent to you if you should forget yours, but the best and quickest solution is to have a password you are sure that you’ll remember. 

Just like the PIN for your debit card, your password is private.

Enter the password you’d like to use. The characters in your password will not be shown on the screen as you type. Instead, you will see one black dot for each character you type in the password field. This is to prevent others from seeing your password.
When you are done, press ‘Enter’ or ‘Next’ on your keyboard.


15. In the next field, we need to enter our birth month. Use the drop-down list.

16. Then we select the year field. Use the drop-down list. 



17. Further down the page, you’ll see some strange letters or a picture of some numbers. To prove to the email service that you are a real person and not a computer program, you need to type in the letters and numbers you see in the field below. Then press ‘Enter’ or ‘Next’ on your keyboard. If you have made a typing error, you’ll need to try again.

Some participants might find it difficult to read the characters shown. Take the time to help them to get it right before you go on.

18. Congratulations! You now all have a user account and an email address.

19. Your email address is as follows:
The first part is your username. 

20. After the username comes an at sign (@). All email addresses contain this sign. This is how we distinguish an email address from a website address.
 
21. After the at sign comes the name of the email service you’re using (in our case, Outlook), followed by a full stop and the letters c-o-m.

22. LOGGING IN AND OUT

23. You are now looking at your Inbox. Different email services look a bit different, but the main features are the same. I am using a simplified version to make it easier for you to see what to do. 

The inbox is where the emails people send to you end up. This is also where you can find what you need to send emails. We’ll look at that a bit later. Now, we are going to log out.

In the top right-hand corner of your Inbox you’ll see your name or email address. Click on it once.

24. A menu will appear. On this menu, you’ll find an item called ‘Log out’ or ‘Sign out’. Click on that menu item to log out.


25. In this course, you are learning to log in to and use your email account in a web browser. To do this, first you have to open the web browser, then you type in the web address for the email service you use. We did this at the beginning of Part 1 of this course.

Some of you may have a program on your computer or an app on your tablet or smartphone that you can use to check your email. This is often a convenient solution. When you’ve entered your user account and password in this type of program or app once, you won’t have to enter this information each time you go in to check your email. This is a convenient solution, but it only works when you are using your own computer, smartphone or your own tablet. If you don’t have your device with you, you need to go to the web address and log in from there. This might take a bit longer to do, but the advantage is that you can then check your email on other people’s devices. Remember to sign out when you’re done so that others can’t read and send email from your account. 

In this course, we learn how to use email in a web browser because this way, it makes no difference whether you use devices that belong to family members, the course facilities or others. 

26. We are now going to log out of our email accounts again. 

Enter your email address in the first field and your password in the next one.

27. Click on the blue ‘Sign in’ button to log in.

The Inbox will now reappear.

Ask everyone to practise logging off and back in a couple of times.

28. SENDING EMAIL

29. Make sure everyone has successfully signed in.

All email services have a button you can click to begin writing a new email. 

In this service, the button is located at the top of the screen, on the left.

30. Outlook uses a blue button with a plus sign and the words ‘New email’.

Ask everyone to find and click on this button.

31. A window will now appear in which you can write your email.

32. This simplified window will show you all the most important features for sending an email. 

33. A ‘To’ field where you type in the email address of the recipient. 

34. A ‘Subject’ field where you can write a heading for your email.

35. The largest section of the window is the part where you write your message or letter.

36. Finally, there is a button to click when you want to send the email to the recipient.

To help you send your first email, we will go through and fill in all the fields step by step.

37. Now you will all send an email to me.

We’ll start by filling in the email address.

Find the ‘To’ field and click in it.

My email address is: give your own email address or an email address you have created for this course. Before the course, you may want to add a slide with your email address on it to the presentation or write it on the board to make sure everyone writes it correctly.

Wait for everyone to fill in the email address before you go on.

38. Now we can add a subject.

Find the ‘Subject’ field and click in it.

It is always a good idea to write something in the subject field. This will make it easier for the recipient to understand the purpose of the email and to find it again later.

Since you are just testing things out, you can type ‘Test’ in the subject field for this email. Type ‘Test’ in the subject field.

Make sure everyone has typed a subject in the field before you go on.

39. We can now start writing the actual content of the email.

Click in the large blank field.

Now, please type a short message or greeting to me. Just like when you write a letter, it is polite to start with ‘Hi’ and to finish with ‘Regards’.

40. When you are done writing to me, you need to click the ‘Send’ button to send the email so I can see what you have written. 

The ‘Send’ button is located at the bottom left corner of the window.

Click on the ‘Send’ button.

Wait for everyone to send the email before you go on.




41. OPENING EMAILS

42. Make sure everyone has their Inbox open.

On the left side of the screen you’ll see an overview of all the folders in your email account. The most important one is the Inbox. 

When you have unread emails in your Inbox, a number will appear behind where it says Inbox in the overview. If there is no number there, it means you don’t have any new emails waiting for you.

43. The main part of the screen contains a list of all the emails you have received. The most recent emails will be at the top of the list. The oldest ones will be at the bottom. 

Each email contains the name or email address of the sender as well as the title of the email (what the sender has written in the subject field).

Unopened emails will be displayed in bold font.

To open an email and read the contents, click once on either the name of the sender or the heading.

44. To open an email, click on the name of the sender or the heading.

Ask everyone to click on one of the emails in their Inbox.

45. A typical email in Outlook looks like this.

46. The heading of the email is on top.

47. Then you see the name and/or email address of the person who sent you the email.

48. Below that, you’ll see the message from the sender.

49. To return to the Inbox and the list of all your emails, click ‘Inbox’ in the menu to the left on your screen. 
[bookmark: _GoBack]
Make sure everyone is back in their Inbox before you go on.

50. You will also see that the email you have opened is no longer shown in bold font.

51. REPLYING TO EMAILS

52. To reply to an email, select it from the list in your Inbox.

You should all have received an email from me in reply to the email you sent me earlier. Some of you might have looked at it already.

Find it in the list in your Inbox, and click on it.

53. To send me a reply, Gmail users will need to click in the blank field at the bottom of the window where it says ‘Click here to reply or forward’.

54. A reply email is like a new email, except that the ‘To’ and ‘Subject’ fields are already filled in.

55. Also, the text from the email you’re replying to will be visible above or below the field where you will write your reply.

56. All you have to do is write your reply.

57. This is what it typically looks like in Outlook.

58. This is the text from the sender.

59. And this is where you write your reply.

60. When you are done writing your reply, hit the ‘Send’ button.

61. THAT'S IT!
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