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LESSON 1 Communicate with Others, Lesson Opener, p.1

(21st Century Skills Answers will vary. Students should identify a method they can use to make sure they arrive on time for things. Encourage students to share their ideas with each other.

LESSON 1 Reading Guide, p. 2

(See page TM42 of the Teacher Annotated Edition for English Language Learner

activity suggestions.

EXERCISE 1-1 Identify Parts of the Outlook Screen, p. 3

Step-By-Step Tip  In Step 4, explain to students that they can preview an e-mail message quickly without  opening each one in the Inbox pane, and that they can view entire messages in the Reading pane.

EXERCISE 1-2 Compose and Save a New message, p. 4 
Troubleshooting Point out to students that the underlined name shown in the To box after Step 3 indicates that the e-mail address is already recognized as a contact by Outlook. Outlook recognizes previously used names and allows for the use of nicknames to stand for a full e-mail address. If students key the first few letters of a previously used e-mail address, Outlook will autofill the rest of the name.

EXERCISE 1-2 Compose and Save a New Message (Continued), p. 5 
NCLB/Language Arts (NCTE 5) To reinforce how e-mail can be saved as a draft that can be used at a later time or date, ask your students why a company might save an e-mail as a draft. For example, a draft of an e-mail can be used as a template.  Ask students to come up with more examples of when an e-mail draft might be helpful to businesses to allow for edits and/or revisions or updated information), and why creating a draft of an e-mail in Outlook might make more sense than composing the e-mail in a word processing application. Then, ask them to come up with examples of other documents that can be saved as drafts. Have them share their examples with the class.

EXERCISE 1-3 Save an E-Mail, p. 6
NCLB/Language Arts (NCTE 5) To reinforce how e-mail can be saved as a draft that can use be used at a later time or date, ask your students why a company might save an e-mail as a draft. For example, a draft of an e-mail can be used as a template.  Ask students to come up with more examples of when an e-mail draft might be helpful to businesses to allow for edits and/or revisions or updated information), and why creating a draft of an e-mail in Outlook might make more sense than composing the e-mail in a word processing application. Then, ask them to come up with examples of other documents that can be saved as drafts (. Have them share their examples with the class.

EXERCISE 1-5 Preview an Attachment, p. 8
NCLB/Language Arts (NCTE 4)  Emphasize the importance of proofreading all written communication. Essays, reports, and other items should always be proofread, but so should all e-mail messages, attachments, memos, and letters. A well-written, proofread message reflects an organized and careful individual.

EXERCISE 1-7 Set Message Options, p. 10
Point out to students that the person receiving a message in Outlook will see the options that they set in a gray bar at the top of the message.

EXERCISE 1-9 Preview, Print, and Send a Message, p. 12
NCLB/Language Arts (NCTE 4)  To emphasize the importance of proofreading, ask students to think of additional reasons for why they might want a hard copy of an e-mail.
NCLB/Language Arts (NCTE 5) Compare various types of business documents, including e-mails, letters, memos, and formal reports. Explain to students that e-mails, like memos, are used for efficient communication and require less formatting than a formal letter. Ask students to compare and contrast the various documents. Then, ask them to describe the style elements in each document that are specific to that type of document.
EXERCISE 1-12 Create and Modify a Signature, p. 15
NCLB/Language Arts (NCTE 5) Compare and contrast various types of signatures used in business documents, including e-mails. Explain to students that they need to consider the intended recipient as they create signatures. Part of this consideration should include making certain that the information is appropriate for the audience. To reinforce this idea, have students create signatures that communicate to several different audiences, such as a business signature, or a personal signature to send out to family and friends. Ask students to compare and contrast the signatures. Then, ask them to describe the elements that are geared specifically to a particular recipient and why they are appropriate for that recipient.

EXERCISE 1-15 Forward a Message, p. 20
NCLB/Language Arts (NCTE 5) Reinforce the difference between resending a message and 

forwarding a message by having students practice both skills with another classmate.

EXERCISE 1-22 Forward a Message, p. 27
Troubleshooting  Students will not be able to complete this exercise unless they have a digital certificate from an external Certification Authority.

LESSON 1, After Your Read, p. 29
Review Vocabulary

1. A signature is information about yourself that appears at the end of messages you create. (p. 15)

2. To send an e-mail that you have received on to other recipients is to forward the message. (p. 20)

3. You can edit messages that you have saved in the Drafts folder. (p. 3)

4. The Inbox pane is where you can see a list of messages you have received. (p. 3)

5. A(n) attachment is a separate file that you can include with an e-mail message. (p. 6)
Answer to Vocabulary Activity  Students answers will vary, but should comprise an e-mail dialogue of at least two Vocabulary words and definitions.

Review Key Concepts

7. What is the part of the screen that reveals the text of an e-mail message in the Inbox? (p. 3)

A. The To Do bar

B. The Reading pane

C. The Navigation pane

D. All of the above

8. Which of the following can you do with Outlook? (p. 9, 20, 22)

A. Save an attachment

B. Forward a message

C. Delay delivery of e-mail message

D. All of the above

9. What is the quickest way to add your contact information to an e-mail message before sending it? (p. 15)

A. Key your name and phone number at the end of the message

B. Paste your name and phone number from another application

C. Attach a file containing your contact information

D. Insert a signature

LESSON 1 PRACTICE IT ACTIVITIES

1. Create an E-mail Signature, p. 30
Solution The solution for this file activity is o1rev1-SF.xlsx.

2. Compose an E-mail, p. 31
New Student Strategy If a student did not complete Practice Activity 1, then the solution

file for that activity can be used as a data file for this activity.

Solution The solution for this file activity is o1rev2-SF.xlsx.

3. Preview an Attachment, p. 32
New Student Strategy If a student did not complete Practice Activity 2, then the solution

file for that activity can be used as a data file for this activity.

Solution Figures 1.57 and 1.58 can be used as solution files for this activity. 
LESSON 1 You Try It Activities

4. E-mail an Attachment, p. 33
Solution The solution for this file activity is o1rev4-SF.xlsx.

5. Resend a Message, p. 34
Solution The solution for this file activity is o1rev5-SF.xlsx.
Critical Thinking Activities, p. 35
Beyond the Classroom Activity  Students’ e-mails should be brief notes stating that the requested interview schedule is attached. The e-mail should have an attached file named Schedule.docx. The message should be flagged as important. 
Standards at Work Activity  Students should create an automatic personal e-mail signature. Student signatures should contain a name, the company’s name, and the business telephone and e-mail address. The signature name should be formatted in a different font and the telephone number should be formatted in a different color.

21st Century Skills Activity  Students’ e-mails should propose a time to meet; explain why it is important to be punctual; offer methods of assuring punctuality; and have a flag to indicate that a reply is required by the end of the day.
Challenge Yourself Projects, p. 36
9. Evaluate E-mail
LEVEL This is an intermediate level project.

Solution Student essays will vary, but should state their opinions about e-mail. Students should 

Back up their argument with at least two examples. Students’ e-mails should be brief and have an attached essay.  

10. Keep in Touch
LEVEL This is an intermediate level project.

Solution Students’ e-mails will vary, but should include three recipients and a request to have the attachment sent via e-mail. The e-mails should be digitally signed and request that the recipients send the attachment encrypted so that others will not intercept the message.

NCLB/Language Arts (NCTE 3) Be sure students understand that summaries are meant to be brief documents. The purpose is to convey specific information about their essays in a shortened form. As such, it should be clear, concise, and free of unnecessary information.

11. Think about Technology

LEVEL This is an advanced level project.

Solution Students’ e-mails will vary, but should include a brief summary of what they learned in the interview. The e-mail should have an attached file that includes the interview results. Students’ interviews should include at least four or five questions.

NCLB/Language Arts (NCTE 4) Reinforce language arts skills by allowing students to read their summaries and interview results to the class.

Answers Rubrics for each Challenge Yourself Project and the Before You Begin

questions are available at glencoe.com. You may want to download the rubrics and make

them available to students as they complete each project.
