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- Text messages  

- Phone calls  

- Emails  

- Letters  

- Facetime  

 

 

We then looked at some images together of different forms of communication throughout 

history.  

 

 

 

 



 

 

 

 

We found out that…  

 

 

 

 

 

We discussed how emails are used and 

who usually uses emails in their day to day 

lives.  

 

 

 

We worked in pairs to write out an email that we 

would send to someone to tell them about us.  

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Year 3 – Microsoft 365: Emailing  

Spring 1  

 

 

 

 

 

For our recall today we had to revisit the space bar, caps lock and enter.  

Lots of children needed support logging in to the laptop using their own logins.  

 

 

We revisited who uses emails in their lives 

and were introduced to the fact that we will 

be writing emails and learning how to be a 

responsible digital citizen by being kind, 

honest and responsible.  

 

Main event:  

We needed to follow steps including…  

- Clicking on Microsoft  edge  

- Searching for outlook  

- Clicking login  

- Typing in our email addresses  

 

 

 

 

 

 

 

 

 

 



We were able to customise our login how 

we wanted which was fun!  

 

 

 

 

 

 

 

 

We were introduced to the different 

folders within our emails.  

 

We then sent emails to our teacher.  
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Main event:  

 

 

 

 

 

 

 

 

 

We worked in pairs to add attachments to an email – this was quite hard to do for some of us as we 

had to download and save the attachment first and the internet was being very temperamental!  
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We discussed as a class how online you 

cannot tell someone’s tone of voice or body 

language. You also cannot tell if someone is 

being jokey or sarcastic with how they are 

saying something and even using hand 

gestures or different facial expressions.  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

We spoke about the importance of not 

getting rid of or deleting anything like that 

online so that an adult can see and help us to 

be able to solve the situation in the best way 

possible.  

 

 

 

 

 

 

 

 

 

 

We received a kind 

email from our 

teachers and were 

tasked with replying to 

it  and sending one of 

the adults in year 3 a 

positive email.  

 

 

 

 

 

 

 

 

Just because it’s not 

physical doesn’t mean that 

it does not hurt!  

We should always tell a 

trusted adult.  
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We discussed why someone might want to send a fake email …  

 

 

 

 

 

 

 

 

Someone might 

want to hack you 

and steal your 

personal information 

and find out where 

you live.  

Someone might 

want to use your 

bank details if you 

buy things online.  

Someone might 

want to steal your 

Robuck’s on Roblox!  



We were shown some examples of fake emails…  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 


