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5-14 ICT in Learning & Teaching

Communicating and Collaborating - Email

	Teacher Guide


	Attainment Target
	· Carry out a simple shared activity, e.g. group communication, collaboration by email
· Demonstrate integration of email with other software attachments


	Exemplification of Strand
	· Attach a previously prepared file to an email message
· Download a previously prepared file sent as part of an email message

	Resources Needed
	· RM Window box PC

· RM EasyMail Plus – using the STANDARD template
· Email accounts for class/teacher to access


	Outline of Activity

	By this stage pupils should be using email independently.  The skills they have learned should be transferable to other email software packages.
Activities at this stage should centre round using email to help carry out tasks from cross curricular activities. They should be using email for a purpose and not just to consolidate skills in using RM Easy Mail Plus or other email applications.
This activity centres on sending and receiving emails with attachments added to them.  To carry out this activity, pupils will either have to prepare a file or files to attach to an email or use files they have saved in their work folder.  The teacher will take the pupils through the process of attaching a file to an email and the process of browsing to find the file to be used.  This should not be a new skill as they should be familiar with doing this to open files to work on and edit.  They should send the email with the attachment to themselves so they get the opportunity to receive and open an email with an attachment.
If a class is sharing one email address then you should encourage the pupils to put the name of the person or the group name the email is intended for in the Subject line of the email.  Pupils in S1 will probably have their own email address that they can use.



	In this activity you will learn to:

· receive an email with an attachment and open and save the file.



Activity 1: Sending and Receiving Emails with Attachments
One of the advantages of using email is that you can attach other files to them so that you can share files with other people.  You can send and receive email attachments which contain text files, graphic files, spreadsheets or photographs for example.  The larger the file that is attached, the longer it will take to send and receive.  If you are using RM EasyMail Plus you will only be able to add attachments that are smaller than 4MB in size.

Sending an Email with an Attachment
1. To carry out this activity you will need to have a file already saved in your My Work folder.  If you do not have a suitable file you can use open RM Talking First Word and save a document with the name Email Attachment.
2. Log on to the internet and connect to the RM EasyMail Plus website. http://mail.yourschool*.aberdeenshire.sch.uk   (* insert your school’s name)
3. Enter your User Name and Password and click on Log In or press enter.. 
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4. Click on the Create button to open a new email window.
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Enter your class email address in the To box as you are going to send the email to yourself.
6. Type your name and a title in the Subject box.
Type a message in the Message box explaining that you have attached a file to this email.  
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To attach a file click on Attachments.  This will open a new window in front of your email. 
a. Click on Browse and locate the file in your My Work folder.
b. Click on the file to highlight it.  Its name will appear in the File Name box at the bottom.  Click on Open.  This will send the file to the Attach Files window. 
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c. Click on the Attach Files button.
d. Click on Done.  The window will close and the email window will reappear.
e. Click on Send and the email will be sent along with its attachment.
Receiving an Email with an Attachment
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1. You are going to open an email with another file attached to it.  Click on Check Mail to see if there are any new emails.  When an email with an attachment is received it will have a picture of a paper clip next to the unopened envelope.
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2. Open the email in the normal way by clicking on the underlined text in the Subject section.  The attachment will be under the Subject area of the email.
3. To open the attachment click on the underlined text next to the picture of the file.  The file should open directly in the software application that it was sent in.
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4. If the file does not open directly it will ask you if you want to open or save the file.  You should make sure that the file is from someone you know and that it is unlikely to contain any viruses.  Click on Save to save the file in your My Work folder.  When the file is saved a message will appear asking you if you want to open the file.  Click on Open to open the file or Open Folder to open the folder where the file was saved.

5. Open and check it is the same file that you sent as the attachment.
6. Close the attachment and log off RM EasyMail Plus.
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