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What is Email? 

 
With today’s dependency on technology, you may find that many industries and employers use 
email to communicate with their clients and staff, as well as potential employees. Increasingly, 
employers are asking work seekers to apply for work by email because it is more convenient 
for them and it illustrates the applicant’s computer knowledge. 
 
Email stands for “Electronic Mail”.  It involves sending and receiving messages and documents 
anywhere in the world, electronically.  Messages are sent through a computer via the Internet.  
To use email, you need a computer that is connected to the Internet and your own email 
account. 
 
When you have an email account, you have your own online mailing address to send/receive 
digital letters, photos, documents, magazine articles, and even junk mail.  Like the postal 
system, you can also send electronic documents, images, etc. to anyone with an email 
address on the Internet, anywhere in the world. 
 

Using Email For Your Job Search  

 
Email can be a very useful tool for you to use for your job search. You can use it to: 

 
 Send copies of your resume to employers 
 Send copies of documents to employers 
 Apply for jobs online 
 Receive job descriptions or postings from employers 
 Communicate with potential local employers, or with employers out of town 
 Network 

 
Email can be very effective for the job searcher and the employer because it is fast and an 
inexpensive way to communicate and send documents, especially over long distances.  Plus, it 
is easy to access from any computer in the world that is connected to the Internet. 

 
Email does have its disadvantages though, so use it with care: 
 
 Although email can be convenient for some job seekers and employers, some 

employers find it to be impersonal.  Therefore, be sure that you add that “in person” 
touch by following up by phone or in person to be sure that the application or 
email was received.  In other words, try not to depend on email for your job search.  

 
 Email is not always a dependable format to use.  It is common for emails to be re-

routed, computer systems to be down, and sometimes employers are unable to open 
attached files.  Therefore, if you are using email to apply for a job, be sure to follow up 
by phone to ensure that the application was received, or send a hard copy (paper copy) 
by mail as a backup. 
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Creating an Email Account  

 

This handout will guide you through creating a new email account and checking your email 
inbox.  First, choose any one of the following free email providers: 
 

 Yahoo ( page 4-7 )  
 Hotmail ( page 8-11) 
 Gmail (page 12-13) 

 

Creating an E-mail Account with Yahoo  

 
 Once you have logged on to a computer, open up the Internet by double clicking on the 

Internet Explorer icon   
 

 In the “address bar” at the top of the page click once in the white space to highlight the 
text in blue then delete it.  Type “yahoo.ca” and then click “enter” 

 

 
 
 
 On the Yahoo webpage, use your mouse to click on the “Mail” button near the top left 

hand corner of the page. This will take you to the email login page.   
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Yahoo Registration Process 

 
 It is here that you can either sign up for the first time (click here) 
 Or sign in to your account (if you already have one) 

 
 

 
 
 On the registration page, you must fill in all the required information to register and 

create a username and password for your new email account.  Follow the next steps to 
complete the registration process. 

 
 
 Use your mouse to click in the first white space and type in your first name as you want 

people (& employers) to see it.  This information will appear when you send people an 
email. 

 

  
 
 Continue through the application to enter all of the information required.  Some boxes 

you have to fill in with text and some you will pick from the drop-down menu by clicking 
the little black arrow.   
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Yahoo Registration Process 

 
 Next, you will create an email address for yourself.  Choose something professional as 

you may want employers to contact you by email, for example your name, 
johnsmith@yahoo.ca and then click “check” to make sure no one else is using that 
email address.  

 

 

 
 

 
 

 If someone is already using the email name you want, you can add numbers or symbols 
to find something slightly different that works (email addresses are not case sensitive, 
so capital letters will not count), some examples are: 
 
john.smith john_smith smithjohn j-smith      johnsmith24     j.a.smith 
 

 Then create a password you will be able to remember for the next time you log in and 
retype it below to confirm (passwords are case sensitive so if you use capital letters, 
make sure you remember for the next time you log in). 
 
 
 
 
 

 

 Choose a friend’s email account or 
a secret question in case you forget 
your password and need yahoo to 
re-send it to you or allow you to re-
set the password in order to access 
your account 

 
 The final step is to verify you are 

not a hacker or a computer, type 
the coded numbers and letters you 
see in the box provided.  If this one 
is too difficult to read, click “Try a 
new code” to find one you can 
decipher  
 

 When you have completed all of 
these steps, click “Create My 
Account” 

 
 

 If you made any errors on the registration page, red lettering will appear asking you to 
fix the errors.  When you are done, click on “Create My Account” again. 

TIP:  Remember, if you are using your email to contact employers, keep your 

username appropriate for work search.  “bigjohnny@yahoo.com” is not likely the 
best way to make a good first impression with a potential employer. 
 

mailto:johnsmith@yahoo.ca
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Yahoo Registration Process: Checking your Email 

 
 To log into your new email account to check if you have new email messages, 

simply follow the steps you took to get to the sign up page, but type in the email address 
(Yahoo ID) and password that you created 

 

 
 
 

 Enter your email address (Yahoo ID) and password and click sign in! 
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Creating an E-mail Account with Hotmail 

 
 Once you have logged on to a computer, open up the Internet by double clicking on the 

Internet Explorer icon   
 

 In the “address bar” at the top of the page click once in the white space to highlight the 
text in blue then delete it.  Type “hotmail.com” and then “enter” 

 

 
 

 It is here that you can either sign in to your account (if you already have one) 
 
 Or sign up for the first time (click here) 
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Hotmail Registration Process 

 

 

 Here you will create your 

email address, choose 

something professional as 

you may want employers to 

contact you by email, for 

example, use your name, 

johnsmith@yahoo.ca 

 

 Click the “Check Availability” 

button to make sure no one 

else is using that email 

address.  You also have the 

option of choosing 

example@hotmail.com 

or example@live.com 

There is no difference.  If the 

address you want is taken, 

you can add symbols or 

numbers to differentiate [i.e. 

john.smith, smithjohn45, 

j_smith, (capital letters are 

not recognized)] 

 

 Enter a friend’s email 

address or choose a 

security question in case 

you forget your password so 

Hotmail can email it to an 

alternative address or so you can reset it. 

 

 Enter the letters and numbers you see in the coded message and click “I accept” 

 

 If you made any errors on the registration page, red lettering will appear asking you to 
fix the errors.  When you are done, click on “I accept” again. 
 
 

 

 

  

TIP:  Remember, if you are using your e-mail to contact employers, keep your 

username appropriate for work search. “sexysusie@hotmail.com” is not likely the best 
way to make a good first impression with a potential employer. 
 

 

mailto:johnsmith@yahoo.ca
mailto:example@hotmail.com
mailto:example@live.com
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Hotmail Registration Process: Checking your Email 

 
 To log into your new email account to check if you have new email messages, 

simply follow the steps you took to get to the sign up page, but type in the email address 
(Windows Live ID) and password that you created 
 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

  

  

  

  

 

 To get started with your account, you must verify it first.  To do this, simply send a test 

email to yourself 

 

 

 

 

 

 

 

 

 

 

 

 

 Click “New” 
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Hotmail Registration Process 

 

 Start typing your email address in the “To” spot and it should pop up automatically so you 

can click on it to select that email address 

 

 

 

 

 

 

 

 Click “Send” and a yellow box asking you to verify your account will appear, click on 

“verify your account” 

 

 

 

 

 

 

 

 

 A box will pop up asking you to type the coded letters and numbers again, when you are 

finished, click “Continue”.  If you cannot make out the code, click the refresh button to 

view a different variation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once you have clicked continue, you will get a thank you box in which you will click on the 

“Close” button.  Go back to your inbox and delete the “test” message you created 

 

 Your account is now ready to go! 
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Creating an Email Account with Gmail  

 
 Once you have logged on to a computer, open up the Internet by double clicking on the 

Internet Explorer icon   
 

 In the “address bar” at the top of the page click once in the white space to highlight the 
text in blue then delete it.  Type “google.ca” and then “enter” 

 

 
 

 

 Click on “Gmail” in the top left then click “Create an account” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Fill out your personal information in the application 

form and choose an email address (login name) and 

password.  Choose something professional as you 

may want employers to contact you by email, for 

example your name: johnsmith@yahoo.ca 

 

 Click the “Check Availability” button to make sure no one else is using that email 

address.  If the address you want is taken, you can add symbols or numbers to 

differentiate (i.e. john.smith, smithjohn45, j_smith, etc) 

 

 

mailto:johnsmith@yahoo.ca
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Gmail Registration Process 

 

 

 

 

  

Choose a security 

question or enter a 

friend’s email address in 

case you forget your 

password in the future 

and need to have it 

emailed to you or reset 

 

 Type the coded words 

you see in the space 

provided.  Once you have 

completed the whole 

application process, click 

“I accept. Create my 

account” 

 

 If you made any errors on 
the registration page, red 
lettering will appear 
asking you to fix the 
errors.  When you are 
done, click on “Create My 
Account” again. 
 

 In the next screen that pops up, click “show me my mail”, this will take you to your 

inbox.  

 To log into your new email account to check if you have new email messages, 
simply follow the steps you took to get to the sign up page, but type in the username 
and password you created 

 

TIP:  Remember, if you are using your e-mail to contact employers, keep your 

username appropriate for work search. “sexysusie@hotmail.com” is not likely the best 
way to make a good first impression with a potential employer. 
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Tips For Using E-mail as Part of Your Job Search 

 
 Email your resume to yourself!  The document can stay in your mailbox and then you 

will be able to access it from any computer that has access to the internet for printing, 
editing, or sending to an employer. 

 
 ALWAYS follow up after you have sent a resume to an employer through e-mail, 

phone or in person.  Very frequently emails are re-routed or lost, computers crash, 
systems are down or employers are unable to open your attachments.  Be sure the 
employer received your resume and is able to read it. 

 
 Try not to depend on email for your job search.  Some employers prefer email, others 

prefer to meet you in person.  Make a personal impression with every chance you have. 
 
 When using free email providers such as Yahoo  or Hotmail, be sure to check your  

email inbox regularly.  If your account is unused for as little as a month, companies 
sometimes delete your account, erasing your email address, letters, and documents. 

 
 Remember to always be professional in your job search. You are always making an 

impression on potential employers.  When using email, you need to remember that the 
employer will be receiving and reading whatever you send.  Always proof read for 
spelling and grammar errors, there is usually a spell check option to double check. 


