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3.18 USING EMAIL TO ACCOMPLISHTASKS (SUCH AS  

COMPLEX EMAILS OR INSTANTMESSAGING)

LO81: Demonstrate the ability to use email and communication software  

tools, Skype, instant messaging, and to use different options (e.g.  

attachments, voting buttons, etc.) and link to other office tools (e.g.  

address book and diary); archive email messages efficiently and  

securely and carry out troubleshooting ofusers’ problems.
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tails

Work AreaCode: 9

Work areatitle: ICTSKILLS

UnitCode: 3.18

UnitTitle: USING EMAIL TOACCOMPLISH TASKS(SUCH AS COMPLEXEMAILS OR  

INSTANTMESSAGING)

Learning OutcomesNos: LO81

Learning Outcomestitles: Demonstrate the ability to use email and communication software tools,

Skype, instant messaging, and to use different options (e.g. attachments,

voting buttons, etc.) and link to other office tools (e.g. address book and

diary); archiveemail messagesefficientlyand securelyand carryout

troubleshooting of users’problems.

RecommendedDuration: 3hours

Trainer:



• Outlook (Windows, $399 for Office StandardSuite)

Main types of emailprograms
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• Apple Mail (Mac,Free)

Main types of emailprograms
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• Thunderbird (Windows/Mac/Linux, Free)

Main types of emailprograms

This project has been funded with support from the  

European Union. This project reflects the views only of  

the author, and the Commission cannot be held  

responsible for any use which may be made of the  

information contained therein

Co-funded by the  
Erasmus+ Programme  
of the European Union



• Gmail (Web-based, Free)

Main types of emailprograms
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Basic options of email and software tools

Instant messaging, or chat, which  

lets you have text-based  

conversations with other users
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Instant messaging

• Many social media  

platforms, apps and  

other software (skype,  

whatsapp, viber, gmail,  

hangouts, etc.) allowus  

to instantly message  

another user

• Their interface issimilar
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An online calendar to help organize your schedule and share it

with others

Basic options of email and software tools
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Attachments (gmail)
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Attachments (Outlook)

1.On the File menu, click New, and  

then click Mail Message.

2.On the Message tab, in the  

Include group, click Attach File.

3.In the Insert File dialog box,  

browse to and choose the file that  

you want to attach, and then click  

Insert.
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Combining inbox folders from different accounts

1.Open the Account Settings dialog;

File-> Account Settings-> AccountSettings…->

tab E-mail

2.Select the POP3 account for which you want  

to change the delivery location.

3. Press the “Change Folder” button at the

bottom of the dialog.

4.Select the folder to which you want your  

new messages delivered for that account.  

This can be an already existing folder such as  

the Inbox of your main mailbox or a separate  

(sub) folder.
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Configuring Gmailsettings
• Log into your Gmailaccount

• Click the gear icon at the top  

right, then chooseSettings

• Click Forwarding and  

POP/IMAP to bring up thePOP  

and IMAPsettings

• Click Enable IMAP

• Click SaveChanges

Configure Gmail to work withOutlook
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• Configuring theOutook  

Gmail settings
– Start Outlook: from themain Outlook  

window, go to Tools -> Email  

Accounts

Configure Outlook to work withGmail
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• Configuring the Outook Gmailsettings

– On the Outlook popup window, select to

"Add a new e-mail account" and click on

Next.

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

– On the server type step,  

select POP3 or IMAP  

(depending on yourneeds)  

for the Outlook email  

account type, then clickon  

Next.

– There is no need to select  

the IMAP type, becausethe  

Gmail web based account  

will anyway keep a copy of  

all emails, just like an IMAP  

account would do.

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

Specify your Outlook Gmail settings,  

such as your Gmail username and  

password, and Outlook Gmaildisplay  

name.

On the User Information section, enter  

your Name (it can be anything, but  

remember this is going to be the  

name/text that people will see when  

you will send them an email via your  

Outlook Gmail account) and your Gmail  

email address.

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

On the Server Information section,  

enter the Google Gmailservers:

POP Gmail servers forOutlook:

- Incoming mail server: pop.gmail.com

- Outgoing mail server: smtp.gmail.com.

IMAP Gmail server forOutlook:

- Incoming mail server: imap.gmail.com

- Outgoing mail server: smtp.gmail.com.

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

Click on the "More Settings" buttonand  

go to the "Advanced" windowtab.

If you use Gmail as a POP Outlook  

account:

-On the "Incoming server (POP3)" field,  

enter 995 and mark the box "Thisserver  

requires an encrypted connection  

(SSL)";

-On the "Outgoing server (SMTP)" field,  

enter 465 and mark the box "Thisserver  

requires an encrypted connection  

(SSL)".

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

If you use Gmail as an IMAP Outlook  

account:

-On the "Incoming server (IMAP)" field,  

enter 993 and mark the box "Thisserver  

requires an encrypted connection  

(SSL)";

-On the "Outgoing server (SMTP)" field,  

enter 587 and mark the box "Thisserver  

requires an encrypted connection  

(TLS)".

Configure Outlook to work withGmail
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• Configuring the OutookGmail  

settings

For both POP and IMAP, you also have  

toenable the option "My outgoing mail  

server requires authentication" from  

the Outgoing Server tab.

You can also change the server timeouts  

period: this defines the time interval for  

which Outlook will wait to establish a  

Gmail connection, before triggering a  

connection error.

The "Delivery" options are not  

important for an Outlook Gmail  

account: no matter what you would  

change here, Gmail will always keep a  

copy of each email on the Gmailserver.

Configure Outlook to work withGmail
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Import contacts fromGmail

• Sign in to Gmail

• Click Gmail >Contacts

• Click More >Export

• In Outlook, click File > Open&  

Export

• Click Import/Export

• Click Import fromanother  

program orfile

• Click Next

• Follow the steps in thewizard

Configure Outlook to work withGmail
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Export a Googlecalendar

• Click the drop-down menu  next to 

the relevant calendar  in the My 

Calendars sectionon  the left

• Choose Calendar Settings.

• Scroll down and click Export

this calendar

• It downloads as a zip, so copy  the 

.ics file out

Sync Google and Outlook Calendars
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Import a Google calendarinto  

Outlook

• Go to File

• Open and export

• Import andexport

• Select the option to importan  

iCalendar (.ics) file

Sync Google and Outlook Calendars
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Example of creating professionalemails

• MailChimp

MailChimp also offers paid  

plans as an ESP, but its free  

service contains some pretty  

useful features too. One of  

the more popular tools  

available from MailChimp is  

the Subject Line Researcher.

This project has been funded with support from the  

European Union. This project reflects the views only of  

the author, and the Commission cannot be held  

responsible for any use which may be made of the  

information contained therein

Co-funded by the  
Erasmus+ Programme  
of the European Union



• With the New Message form open, click the Options  

tab in the Ribbon and then click the Use Voting  

Buttons button.

• A list of suggested voting buttons appears.The

suggested choices include the following:

– Approve;Reject

– Yes;No

– Yes;No;Maybe

– Custom

• If you choose Custom, type your own choices in the

Use Voting Buttons text box. Separate your options

with asemicolon.

Voting button inoutlook
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• Click the set of voting buttons that you want to use.

• The message You Have Added Voting Buttons to This

Message now appears at the top of your message. If

you are adding your own customchoices, however,

you’ll need to click the Close button in the Properties  

dialog box when you are done to return to your  

message.

• Click the Sendbutton.

Voting button inoutlook
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This is a discussion slide
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• What should you do if you receive a chain e-

mail that promises you will receive lots of  

money if you forward it to at least 10 people?



Activities
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• List different emailclients  

(software)

• Identify different options  

provided by different  

email and communication  

software

• How can you merge  

inboxes from different  

accounts?



Let’s communicate
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• Email programs and  

Software tools

– Programs (Free,  

Commercial)

– Online clients

– Other Tools

– Instant messaging

– Attachments
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