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Intro to Email 2: 
Beyond the Basics 

 

 
 

Hi, Iôm Kate.  Iôm going to show you how to view and download files that are 
attached to email messages. Weôll also look at how to attach your own files 
to emails that you send to other people.   
 

You can attach nearly all types of files to an email message, including 
pictures, videos, or documents like a resume. You can attach many files to 
a single message, but sometimes there is a limit on the maximum file size 
that can be sent. 
 
Weôll follow along with Amy, who set up a new email account with Gmail in 
the Intro to Email class.  
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First, Amy wants to view some photos that were sent by her friend Sandy, 
from her vacation to Washington DC. 
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Then, Amy would like to send Sandy some photos of her new flower 
garden.    
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Amy opens her email and sees she has a new message from Sandy in her 
Inbox.  
 
We can tell this message has some files attached to it, because of the little 
paperclip icon located on the far right, next to the e-mailôs date.  
 

This icon indicates that the email includes an attachment. 
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Now that Amy has opened Sandyôs email, she can see that there are four 
attachments. In this case, the attachments are photos. Amy can see small 
previews of them at the bottom of the email. 
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To view full images, Amy clicks on the first picture.  From here, Amy can 
click on the arrows to view each image.   
 
  



  

7 

 
 
To close the images, Amy can click on this ñXò button, or she can click in 
the empty space around the image.   
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Amy wants to download the first photo, so she can have it saved on her 
computer. First, she points at the photo to see several icons appear.  Then 
she clicks the download icon.  
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Right away, the photo is saved into her downloads folder on the computer.  
As a shortcut, she can click here to open it. 
 
Depending on which web browser you are using, you may be asked to 
choose where you would like to save the file before downloading it.  
 
Now Amy has successfully downloaded an attachment to her computer!  
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Now Amy wants to send some photos of her garden to Sandy.  First, Amy 
needs to start a new email message. She clicks on the Compose button. 
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In the New Message, Amy types Sandyôs email address in the To: field.   
 
Since Sandy is in Amyôs address book, her email pops up right away, and 
Amy can click on it, to add it. 
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Then Amy adds a subject to the email, and she types a quick message. 
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Now itôs time to attach the photos of her garden.  To add an attachment, 
Amy clicks on the paperclip icon at the bottom of the message box. 
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This opens a box that will let Amy select the files that she wants to attach. 
First, Amy needs to find where they are located on the computer.   
 
These are saved in the Pictures folder, so Amy clicks there. 
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Now that Amy can see the files, she needs to select them.  Amy clicks on 
the first photo to select it.  
 
Then she clicks on the Open button. In a few seconds, the photo will be 
attached to the email. 
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To add the other photos, Amy clicks on the Attachments icon again.   
This time she will select multiple photos at once, using the Shift key on the 
keyboard.   
 
She clicks on the first photo she wants to select, holds down Shift, then 
clicks on the last photo to select both of them at the same time.  
 
Now, when Amy clicks the Open button, all the photos are attached to the 
email.  
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Amyôs message is complete, now that it includes the recipient, subject, 
message body, and the attachments.  
 
Once Amy clicks on send, her email, including the photos, will be on its way 
to Sandyôs inbox! 
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Reply All & Forwarding 

 

 
 

In an earlier email class, we learned how to reply to an email message, and 
to compose our own email messages. Letôs take a look at some other 
things we can do when we send email.   
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Weôll see how to email multiple people at once, how to use ñreply allò to 
reply to a group of people, and how to forward an email that youôve 
received to send it to other people.   
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Here we are in Amyôs Gmail account.  Amy wants to email three friends.  
To create a new email, she clicks on the compose button.   
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She goes to the To: field in the new message, types the first email address, 
then presses the enter key on the keyboard. She does the same thing with 
a second email address. She types the email address, and then presses 
enter.  
 
If the email address is already in her Gmail address book, it will pop up, 
and she just needs to click on it. 
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Once all the email addresses are in the To: field, Amy adds the subject and 
the message, and clicks on Send.   
 
The email is then sent to all three people at the same time! 
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The next time Amy goes into her Inbox, she sees a new message from her 
friend Sandy.   
 
When she opens it, she can see that it was sent to 2 other people as well. 
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If Amy clicks on the Reply button, it will send a reply just to Sandy. But Amy 
wants to reply to everyone who got the message.   
 
To do that, she clicks on the drop down arrow next to the reply button for 
More options.  Then she clicks on ñReply To All.ò   
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You can see that it will be sent to all three recipients listed here.  You can 
click on the ñ2 moreò box to see all the email addresses. 
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Amy types her reply message, and clicks send. The message is then sent 
to everyone. 
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There are times when you receive an email, and you want to pass it along 
to other people.  This is called Forwarding.  Here, Amy decides she wants 
to send this email from Sandy to her mother.   
 
To do that, she clicks on the drop-down arrow next to Reply, then clicks on 
Forward.  
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In the "To" box, she types in her motherôs email address.  She can add her 
own message to go along with the forwarded message.  
 
  



  

29 

 
 
When sheôs done, she clicks on send.   
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CC & BCC 

 

 
 

Weôve already looked at sending emails to more than one person by using 
Reply All or by typing multiple addresses in the ñToò field.  In this lesson, 
weôll look at two other options. You can use the ñCCò and ñBCCò fields to 
include additional recipients as well. 
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First, letôs look at the  CC field, which stands for ñcarbon copyò.  You can 
also think of it as a ñCourtesy Copy.ò 
 

This field is hidden by default, but you can show it by clicking this button. 
You can type email addresses in the CC field just like you do in the ñToò 
field, but they work a little bit differently. 
 

The To: field should be used for the primary audience for a message. The 
CC field is used for other people you may want to be notified that the 
message was sent. 
  



  

32 

 
 
Amy writes a short email to her office manager to request some supplies. 
She will list her supervisor in the CC field, so he will be notified of the 
message and receive a copy. Since her supervisor is not in the ñTOò box, 
however, he will understand that it is just a courtesy copy and he probably 
doesnôt need to reply. 
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Amy writes a short email to her office manager to request some supplies. 
She will list her supervisor in the CC field, so he will be notified of the 
message and receive a copy.  Since her supervisor is not in the ñTOò box, 
however, he will understand that it is just a courtesy copy and he probably 
doesnôt need to reply. 
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The other option is to use BCC, which stands for Blind Carbon Copy. 
This is very similar to the CC field.  The difference with BCC is that people 
receiving the email canôt see who is inside the BCC field. Letôs see this in 
action.   
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Amy wants to send an email to several people. 
In the To: field, she adds her friend Sandyôs address.  
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To Carbon Copy other people, she clicks on the CC link.  
Then she types in her other friendsô email addresses. 
 
  



  

37 

 

 
 
Sheôll use the BCC field to ñBlind Carbon Copyò her parents. That way her 
friends wonôt see her parentôs email address. 
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When she sends the message to this group, her parentsô email address will 
be hidden from view. This is a great way to protect the privacy of other 
peopleôs email addresses when you are sending a message to a group. 
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Next, Amy types in the subject and the message, and clicks on ñSend.ò  
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And the message is sent. 
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Letôs see what things look like for the people receiving this email.  
Here we are in Sandyôs account on Outlook.com.  
She sees a new message from Amy.  
 
  



  

42 

 
 
When she opens it, we see that there are other recipients as well. 
For more details, Sandy clicks the dropdown arrow.  
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Here we can see that Nikki and Mike were CCed on the email message. 
But the BCC email address for Amyôs parents doesnôt show! Thatôs how CC 
and BCC work. 
 

We can always view the CC email addresses, but the BCC addresses 
arenôt visible to anyone but the sender.   
 

Putting an email in the CC field lets the recipient know that it is a courtesy 
copy for their records, and they often donôt need to reply or take any action. 
Putting an email in the BCC field keeps the email address private.  You can 
use multiple email addresses in all three fields any time you send a 
message.  
 
Can you think of a time when this would be useful for you? 
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Saving Draft Emails 

 

 
 

Did you know you donôt have to finish an entire email in one sitting before 
you send it? 
 

You can start an email and have it saved in your Drafts folder, then come 
back later to finish it.  
 
Letôs look at an example. 
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Amy wants to send an email to Antoine, but she knows she wonôt have time 
to finish. 
 

Instead of hurrying, she can start the email, and then save it. 
She can come back to her Draft folder to finish it at any time. 
So, Amy clicks on Compose to start the draft. 
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She types the email address, a subject, and then starts typing the 
message. 
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As she types, Gmail automatically begins to save a draft. We can see that 
thereôs now a 1 showing in the Drafts folder, so we know this email is being 
saved. 
 

You can also see that it is being saved at the bottom of the window.  
 
  



  

48 

 

 
 
When Amy needs to stop, she doesnôt have to do anything except close the 
message.  
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Amy can even log out of Gmail and leave her computer.  The Draft will still 
be waiting for her the next time she logs in.  
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When Amy is ready to finish the message, she clicks on Drafts.   
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The draft email includes the word ñDraftò on the left side, so itôs clear the 
email hasnôt been sent yet.  
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Amy opens the email and finishes typing the message.   
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When sheôs done, she clicks on ñSendò just like any other email.  Gmail 
automatically removes this message from the Drafts folder and puts it in 
her sent folder. 
 
Once Amy is done with drafts, she can click back on the Inbox link to return  
to her regular emails. 
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Spam and Junk Mail 

 
 

Just like with regular mail, you can get junk sent to your email. That kind of junk email is 

referred to as Spam. What is Spam? Spam is considered unwanted online 
communication. 
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Spam emails often contain links to websites, pictures, and other things that you donôt 
need.  Some spam is annoying but harmless.  But other spam can cause a virus or 

serious problems on your computer, or lead you to a fraudulent website. 
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Sometimes itôs not easy to figure out which emails are Spam, and which emails are 
safe. Gmail is already set up to help you figure out what is safe and what isnôt. Thereôs a 

ñspamò folder in Gmail, where most email flagged as spam is automatically moved, so 
you donôt see it in the Inbox. 
 

The best way to tell if an email is Spam is if you donôt recognize the sender. Even if the 

subject line is a friendly Hello, or the sender sounds like a legitimate business, it might 
still be Spam. If the email ends up in the Spam folder, it usually means it is Spam. 
 

Occasionally, you might see a spam email in your inbox. If this happens, click this 
button to mark it as spam. Avoid opening the message, clicking on any links, or viewing 

any pictures in the message.  
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Sometimes malicious spam emails have an attachment with them, shown by a paperclip 
icon.  If the sender is not someone you know and trust, or if something looks suspicious 

about the message, itôs best to just delete the email and not open the attachment. 
Downloading attachments is one way that computer viruses are spread.  
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Sometimes when you sign up for online newsletters, Gmail flags the messages as 
Spam. If you find an email in your Spam folder that you want to keep, you can alert 

Gmail that the message isnôt Spam. 
 

After you open the message, click on the Not Spam button.   
 

From then on, if you get an email from the same email address, it will arrive in your 
Inbox, instead of being marked as Spam. 
 

Occasionally Gmail puts safe emails in the Spam folder by mistake. If youôre missing an 

email from someone, be sure to check the Spam folder to see if itôs there! 
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Organizing & Deleting 

 

 
 

 
When we receive mail through the postal service at home, we keep some 
things, and throw other things away. 
Itôs the same way with email.  Sometimes we want to keep emails, and 
sometimes, we need to remove them.  Removing old emails can clean out 
your inbox and make your important emails easier to find.  
 

Letôs take a look at Amyôs Inbox in her Gmail account. 
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First, Amy will open an email. After she reads it, she can use these icons to 
move the message out of her inbox.  
 
The archive button will save the message inside the ñAll Mailò folder. She 
can still find it later, but it wonôt show up in her inbox. 
 
The Trash button will delete the message.  It will stay inside the Deleted 
Messages folder temporarily-- usually about 30 days-- and then be deleted 
permanently. 
 
You can also use these icons to give the message a label or move it into a 
different folder.  
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Amy would like to create a folder for emails related to her job, so that she 
can find them later.  She clicks the folder icon, then chooses Create New.  
She types in ñWorkò as the name for her folder.   
 

When she clicks ñCreateò the message will be moved into the folder. 
Now she can access it at any time by opening the Work folder on the left. 
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We can also delete or organize emails from the inbox without opening 
them.   
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When Amy checks a message in the list, she can use the same icons on 
the top to archive the message, delete it, move it to a folder, or add a label.   
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You can even select several messages at the same time, then delete or 
move them all at once.  Amy will delete all of these messages. 
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Now, you can see the messages were moved to the trash. 
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Once emails are deleted, you can still view them in the Trash folder for 30 
days before theyôre permanently removed from Gmail. To look at the trash 
folder, Amy goes to the sidebar, and clicks More to see all the folders.   
 
  


