
Compose an Email with Microsoft Outlook 
 

MS365 Tool: Microsoft Outlook Activity Description: Compose and structure a 
professional email using Microsoft Outlook 

Subject: Literacy Learning Objectives: Students will be able to… 
• Compose an email which includes the main 

structural components 
• Maintain a professional tone 
• Proofread a draft of an email 

 
Before the Lesson: 

• Ensure students have a working email address, preferably an Office 365 Education Account 
• Ensure students have an appropriate PDF document to be used as an attachment 
• Send students the email (see APPENDIX A) and attachment (see APPENDIX B) to reply to (Note: ensure email 

is sent using BCC to avoid students replying to each other) 
• Receive permission from school administration to allow students to CC them in their emails 

 
Introduction: 

• Explain the purpose of learning how to write a professional email 
o i.e., Proper communication skills within professional settings 

• Explain the lesson objective 
o In this lesson, we’ll be exploring how to write a professional email using the five main structural 

components. We’ll also learn how to maintain a professional tone and add an attachment. Finally, 
we’ll discuss how to proofread a draft of an email before sending it out. 

 
Activity: 

• Log-in to Microsoft Outlook 
• Open the email that has been sent by the teacher 

PAUSE to allow students to login and open the email 
• Read the email out loud. Then, ask students to reread the email on their own or using immersive reader 

PAUSE to allow students to reread the email 
• State that the email is formal/professional – explain the difference between formal and friendly emails 

o i.e., notice the language and the structure of the email – we speak differently with friends than we do 
with our superiors 

•  Open the attachment 
PAUSE to allow students to open the attachment 

• Explore the main structural components of an email 
o Email header, salutation, email body, closing, signature 

• Return to the teacher’s email and begin replying to it 
PAUSE to allow students to click reply to email 

• Guide the students through the process of replying to the email 
o Provide students with scaffolds on how to commence each component (sentence starters) should 

need be. 
o To keep in mind… 

§ Email header: Clear subject line, CC school administration 
§ Email body: State the purpose of the email, include follow up information 

PAUSE following each structural component to allow students to mirror the task 
• Proofread the email using editor 

PAUSE to allow students to proofread their email 
• Include the attachment 

PAUSE to allow students to include the attachment 
 

Closing: 
• Send the email to teacher and school administration 

PAUSE to allow students to send the email 
 

Assessment: 
• Format: Does the student include all five structural components? 
• Language: Does the student maintain a professional tone? 
• Conventions: Is the student mindful of grammar and mechanics? 



APPENDIX A 
 

Compose an Email with Microsoft Outlook 
 

Teacher’s Email 
 

 
 
 
 
 
       
 
 
 
 
                          
 
  
 
 
 
 
 
 

< ENTER STUDENT EMAILS HERE > 

Dear Students, 
 
I am writing with to offer an opportunity to retake the final exam on Monday, June 14th, 2021. For those interested, a valid 
reason will be required. Please reply to this email by Thursday, June 10th, 2021, should you be interested.  
 
Best, 
 
< ENTER TEACHER’S NAME HERE > 

Opportunity to Retake Exam 



APPENDIX B 
 

Compose an Email with Microsoft Outlook 
 

Teacher’s Email - Attachment 
 

 
 
 
 
 
 
 
 
 
                
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

< SUBJECT LINE > 

< RECIPIENT’S EMAIL > 

Dear Mr. Smith, 
 
I am writing to request permission to retake the final exam on Monday, June 14th, 2021. Due to personal health reasons, I 
was unable to perform to my potential. I have documentation from my doctor to support my request.  
 
Please do not hesitate to contact me should you require further explanation. I look forward to receiving your reply. 
 
Best, 
 
John Morton 

jsmith@education.com 

Permission Request to Retake Exam  

Email Header 

Salutation 

Email Body 

Closing 

Signature 



Journals Using Microsoft Word 
 

MS365 Tool: Microsoft Word Activity Description: Write a journal entry using Microsoft 
Word 

Subject: Literacy Learning Objectives: Students will be able to… 
• Develop a journal entry using proper sequencing of 

time 
• Write a journal entry in response to a prompt 
• Use both written and visual elements to create 

meaning 
• Proofread a draft of a journal entry 

 
Before the Lesson: 

• Ensure students have a working email address, preferably an Office 365 Education Account 
• Ensure students have an appropriate image that would complement their journal entry 
• Have students complete a graphic organizer (see APPENDIX A) of a memorable event(s) within the 2020-2021 

school year 
 

Introduction: 
• Explain the purpose of writing a journal entry 

o i.e., Remembering details from a particular time, preserving memories 

• Explain the lesson objective 

o In this lesson, we’ll be exploring how to write a journal entry, in response to a prompt, using proper 

sequencing of time. We’ll also be learning how to add visual elements to a digital journal to create 

meaning.  Finally, we’ll learn how to proofread a draft of a journal. 
 

Activity: 
• Open Microsoft Word 
• Open a new document from template – search for “Journal” 

PAUSE to allow students to open a new document 

• Before diving into the written content, explore the layout of the document 
o i.e., theme, page color, borders, font, etc. 

o Journaling allows for self-expression. This shines through the written content as well as the visual aspects. 

The layout of the document can be a place to begin including visual expression. 

PAUSE to allow students to explore the design options 

• Edit the title and heading(s) 
o The title refers to the entire journal, whereas the heading refers to the entry in question 

PAUSE to allow students to edit the title and heading(s) 

• Using the graphic organizer, begin writing the journal entry 
o Be mindful of the time sequencing when writing the journal entry. The event(s) discussed should be in 

chronological order. 

PAUSE to allow students to write their journal entry 

• Use visual cues to emphasize certain words or phrases 
o Linking back to the idea of visual expression, you can use certain formatting options to place emphasis 

(i.e., bold, italics, underline, highlight, font size/color/style, etc.) 

PAUSE to allow students to explore formatting options 

• Insert a picture 
o An image is another way to include visual expression within a digital journal 

PAUSE to allow students to insert an image 

• Proofread the journal entry using editor 
PAUSE to allow students to proofread their email 

 
Closing: 

• Save the document to OneDrive and share it with the teacher 
PAUSE to allow students to save and share the document 

 
Assessment: 

• Subject: Does the student clearly respond to a given prompt? 
• Content: Does the student include event(s) in a sequential order? 

• Visual elements: Does the student include visual elements in order to compliment the entry? 
• Conventions: Is the student mindful of grammar and mechanics? 



APPENDIX A 
 

Journals Using Microsoft Word 
 

Prompt: Discuss a memorable event(s) that happened during the 2020-2021 school year? 
 

Memorable Event 
 

 
 
 

 
 

First 
 
 

 
 

 
 
 
 

Next 
 
 
 

 
 

 
 
 

Last 
 

 
 

 
 
 
 

 
 



Oral Presentation Using Microsoft PowerPoint 
 

MS365 Tool: Microsoft PowerPoint Activity Description: Create a PowerPoint deck that 

compliments a presentation. Practice presenting using 

the deck.  

Subject: Literacy Learning Objectives: Students will be able to… 

• Organize information in a cohesive manner 

• Create complimentary slides to a presentation 

• Present using a clear voice 

 

Before the Lesson: 

• Ensure students have a working email address, preferably an Office 365 Education Account 

• Have students choose a presentation topic to focus on 

• Have students research their topic using a graphic organizer (see APPENDIX A) 

 

Introduction: 

• Explain the purpose of learning presentation skills 

o i.e., proper communication, leadership, confidence, etc. 
• Explain the lesson objective 

o In this lesson, we’ll be exploring how to create a cohesive PowerPoint deck that compliments a 
presentation. We’ll also practice using a clear voice during presentations. 

 

Activity: 

• Open Microsoft PowerPoint 

• Open a new document – blank or from template 

PAUSE to allow students to open a new document 
• Before diving into the written content, explore the layout of the document 

o i.e., theme, page color, font, etc. 
o Crucial to be mindful of design when creating slides. The most important aspects include color, font 

style and font size. Ensure that the color of the background does not clash with the font color. Also, 
ensure that the font size and style are legible.  

PAUSE to allow students to explore design elements 
• Edit the title and subtitle 

• Using the graphic organizer, begin to populate the slides 

o Keep in mind that the layout of each slide can be changed. This depends on how you want to present 
your information in a way that compliments it. You can include text, pictures, or both on each slide. 

PAUSE to allow students to explore layouts and populate slides 
• Once slides have been populated, begin practicing the presentation 

o Include notes underneath each slide. The slides are for the audience members, whereas the notes are 
for the presenter – similar to cue cards. 

PAUSE to allow students to include notes 
• Practice presenting using “Presenter View” 

o Use the timer to verify how long you speak during each slide 
PAUSE to allow students to rehearse their presentation 

• Record the presentation once confident during practice 

o Use “Record Slide Show” 
o Watching a playback of your recorded presentation offers insight on areas of improvement 

PAUSE to allow students to record their presentation 
 

Closing: 

• Save the document to OneDrive and share it with the teacher 

PAUSE to allow students to save and share the document 

 

Assessment: 

• Organization: Does the student present ideas in a logical and organized manner? 

• Display: Does the student create slides that are easy to read and complimentary to the presentation? 

• Voice: Does the student speak clearly? 

 
 
 



APPENDIX A 
 

Oral Presentation Using Microsoft PowerPoint 
 

Presentation Topic 
 

 
 

 
Main Idea 

 
 

 
 

 
 Supporting Detail 

 
Supporting Detail 

 

Supporting Detail 
 

Supporting Detail 
 


