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To send email, you need:
• An email account through an email provider; an email address; and 

the email address of the recipient.

• The Email Provider / Host:
- Does NOT need to  be the same as your internet provider;

- Your Internet Service Provider might be Comcast; 

- Yet, you might get free email online through “webmail”,  i.e. Gmail, 
Yahoo, Hotmail, Outlook, etc.

• Other email providers can be:
Companies           (trainer@A4TD.org), 
Schools                  (mary.smith@uvm.edu), and   
Governments        (mary.smith@state.vt.us) 
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Address Format:  
• Username@Email provider

• Be sure there are no spaces!
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Message Format and 
Elements

• To; CC; BCC

• Subject

• Greeting

• Message

• Closing

• Name and contact information

• Send button

• Attachment / paper clip

• Trash 6
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 Credit:  Slides and content from the Good Will Community Foundation’s “Email 
Basics Tutorial”, https://edu.gcfglobal.org/en/email101/

 Credit:  Slides and content from the Good Will Community Foundation’s “Email 
Basics Tutorial”, https://edu.gcfglobal.org/en/email101/
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