
The Joys of 

Email
How does it work?

What's their handle?



What is email?
 Electronic mail (email or e-mail) is a method of exchanging messages ("mail") between 

people using electronic devices. Email was conceived as the electronic (digital) version of, or 

counterpart to, postal mail, at a time when "mail" meant only physical mail (hence e- + 

mail). Email later became a very widely used communication medium, to the point that in 

current use, an e-mail address is often treated as a basic and necessary part of many 

processes in business, commerce, government, education, entertainment, and other spheres 

of daily life in most countries. Email is the medium, and each message sent is called an 

email.

 See: Email - Wikipedia

https://en.wikipedia.org/wiki/Email


Email clients / Webmail
 When opening email you open an email client like Outlook, Gmail or Mail, or you open a webmail 

interface.

 The email interface allows users to process email.

 Using an email interface a user can:

 receive and read emails

 Reply to emails, with updates to the existing text if required

 Forward emails to other people

 Compile and send emails

 Add attachments to an email

 Please note most email systems have a size limit (10MB is a common one)

 Webmail needs an internet connection, a client can work offline.

 See Comparison of email clients - Wikipedia

https://en.wikipedia.org/wiki/Comparison_of_email_clients


Types of email engine

 There are a number of types of engine:

 Exchange server like Outlook

 Web mail

 Google mail

 The engine is where the emails are actually stored.
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Gmail webmail



Gmail – replying to an email



Gmail – creating subfolders to store emails 1

 Gmail uses labels instead of folders to organize emails, but labels function 

similarly to folders.

 Method 1

 How to create a folder in Gmail on desktop

 Go to the Gmail website. ...

 Click the gear-shaped Settings icon at the top-right of the screen, then select 

See all settings. ...

 In the Labels tab, scroll down to the Labels section and click Create new 

label.

 Enter the name of the label you want, then click Create.



Gmail – creating subfolders to store emails 2
 On a Folder/Label at or below the Notes                                                

folder click on the 3 vertical dots

 From the displayed menu select ‘Add sublabel’

 This is displayed

 Enter the name of the label/folder you want

 Untick the nest label under box to create a new top 

level folder.

 Or select a folder you want to create a subfolder 

for.

 Then press the Create button…….viola.
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A webmail interface



Phishing

 Phishing (pronounced: fishing) is an attack that attempts to steal your money, 

or your identity, by getting you to reveal personal information -- such as 

credit card numbers, bank information, or passwords -- on websites that 

pretend to be legitimate. Cybercriminals typically pretend to be reputable 

companies, friends, or acquaintances in a fake message, which contains a link 

to a phishing website.

 Visit How to Recognize and Avoid Phishing Scams | Consumer Advice (ftc.gov)

 If you suspect an email as being a phishing attack please forward the email 

to: report@phishing.go.uk

https://consumer.ftc.gov/articles/how-recognize-and-avoid-phishing-scams
mailto:report@phishing.go.uk


In Summary
 An email client runs off your own computer, and you can also back up your 

emails in the cloud. This is opposed to webmail which hosts everything on 

a server. Email clients are more common for business purposes, while 

webmail is more for personal use.

 In both email clients and webmail environments subfolders(/labels) can be 

created to organise your emails.

 Multiple mailboxes can be accessed from the same platform in both email 

clients and webmail environments. 



Appendix – useful / interesting links

 Email - Wikipedia

 Comparison of email clients - Wikipedia

 Best email hosting 2023: Top providers compared

 Best email hosting providers of 2023

 Outlook vs. Gmail: Which is Better? 

 Differences: Microsoft Outlook Mail Vs Apple Mail

 What is Phishing

https://en.wikipedia.org/wiki/Email
https://en.wikipedia.org/wiki/Comparison_of_email_clients
https://www.zdnet.com/article/best-email-hosting/
https://www.techradar.com/news/best-email-hosting-providers
https://emailanalytics.com/outlook-vs-gmail-which-is-better/
https://www.stellarinfo.com/article/outlook-vs-apple-mail.php
https://en.wikipedia.org/wiki/Phishing

