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What is Email?

Email (electronic mail) is a way of sending messages
using the internet.

Emails can be sent to one person or many people at the
same time and can include text, pictures,
and files.

Vocabulary:

Email — A digital message sent using the internet

Outlook — A Microsoft program used for email, calendar, and
tasks

Compose — To write an email

Inbox — Where received emails are stored

Subject — The title of an email that explains what it is about
Attachment — A file sent with an email

Cc — Sends a copy of an email to another person

Bcc — Sends a hidden copy of an email

Parts of an email:

To — The email address of the person you are sending the
message to

Cc — Sends a copy to another person

Bcc — Sends a hidden copy (other people cannot see it)
Subject — A short title explaining what the email is about
Body — The main message

Signature — Your name at the end of the email

Calendar — A tool used to plan events and appointments
Event — Something planned in the calendar

Reminder — A message that helps you remember something
Task — A job that needs to be completed

From: bshaw@jamesbateman.staffs.sch.uk -

To @® Ryan Birtles (James Bateman Middle School) x
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How are you?

Draft saved at 7:45 PM

Hello Mr. Birtles,

I hope that you are well? | am just emailing to ask a few questions. My first question is how are you feeling as I've heard that

you have had an amazing time over Christmas.
I was wondering if you would be able to tell me what you did during your two weeks off?

Hope to here from you soon!

With thanks,
Mr. Shaw

How to Stay Safe When Using Outlook

Never share your password

Use strong passwords (letters, numbers, symbols)
Do not open emails from people you don't know
Be careful with links and attachments

Log out when using shared computers

What Can the Qutlook
Calendar Do?

Create events and appoint-
ments

Set reminders
Invite other people to events

See your schedule clearly
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Stay Safe Online:
Use strong, unique passwords for each account.
Think before you post; do not share personal information.

Check privacy settings so only the right people can see
your posts.

Be kind and respectful; do not respond to unkind mes-
sages.

Do not click unknown links or open attachments from
strangers.

Only chat with people you know in real life; never agree
to meet someone from online.

Keep location sharing and webcams off unless a trusted

Cyberbullying

« Their behavior may change

« Increases or decreases in their device use

« Visible emotional responses (laughter, anger,
upset) to what is happening on their device

adult says it is safe.
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Vocabulary:
Personal information- Your full name, address, phone,
school, passwords, photos.

Password- A secret word or phrase that protects your
account.

Two-factor authentication (2FA)- An extra code or step
to prove itis you.

Privacy settings- Tools that control who can see your
information.

Digital footprint- The record of what you do and share
online.

Cyberbullying- Repeated unkind or hurtful behaviour
online.

Phishing- Tricky messages that try to steal information or
passwords.

« Hide their screen or device when others are mvm
near & avoid discussion about what they're
doing PREVENTION

« Social media accounts are shut down or new
ones appear

« Start to avoid social situations, even those
they enjoyed in the past

« Withdrawn or depressed or lose interest in
people and activities

WHAT 10 DO

« Notice q
« Talk & Ask questions d
+ Document 8

« Monitor a teen’s social media sites,

apps & browsing history

« Review or re-set your child’s phone

location & privacy settings

« Follow or friend your teen or have

another trusted adult do so

« Stay up-to-date on the latest apps,

social media platforms & digital slang

« Know your child’s user names &

passwords

« Establish rules about appropriate

digital behavior, content & apps

« Block b = ; s
«+ Report N o - « Teach your child good digital
« Support citizenship skills
i \ « Use a parental monitoring software
Vocabulary: Vocabulary:

Prezi — An online presentation tool used to
create visual presentations

Presentation — A way of sharing information
using text, images, and videos

Canvas — The main workspace where a Prezi
presentation is created

Frame — A section of the presentation that
holds information

Path — The order that frames are shown in
during a presentation

presentation

Zoom — Moving closer to or further away
from content on the screen

Template — A ready-made design that can
be edited

Text — Written words added to a presenta-
tion

Image — A picture added to help explain in-
formation

Video — A moving image added to a presen-
tation

Insert — To add text, images, orvideos
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HTML Information

The internet is an international network of computers

all linked together.

When we open a web page, we link to a computer
hosting that page.

The web address directs us to that specific computer
hosting it.

The browser turns the HTML code we download from
there into the images, text and video that we see.

<!DOCTYPE html> Tag Description
<html> <b> Defines bold text
< h(?ad > ) A <em> Defines emphasized text
<title>Page Title</title>
</head> <i> Defines a part of text in an alternate voice or mood
<body> <small> Defines smaller text
<strong> Defines important text
<h1>My First Heading</h1l>
. <sub> Defines subscripted text
<p>My first paragraph.</p>
<sup> Defines superscripted text
</body> <ins> Defines inserted text
</htm1> <del> Defines deleted text
<mark> Defines marked/highlighted text
Vocabulary HTML: Vocabulary YOLA:

Website — A collection of web pages linked together YOLA — A website-building platform used to create and
edit websites

Editor — The area where a website is created or edited
Block — A section of content added to a web page in YO-
LA

Template — A ready-made website design

Web page — A single page on a website

HTML (HyperText Markup Language) — The code used to
create web pages

Tag — A piece of HTML code used to structure content

Element — A complete part of HTML made from a tag and
content

Opening tag — The start of an HTML element

Closing tag — The end of an HTML element

Attribute — Extra information added to an HTML tag
Source code — The HTML code used to build a web page

Layout — How text, images, and sections are arranged

Heading — A title or subtitle on a web page

Paragraph — A block of text on a web page

Hyperlink (Link) — Text or an image that links to another
page or website

Navigation — Menus or links used to move around a web-
site





