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INTRODUCTION TO THE INTERNET

Internet Express 3: Email
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mail, and to contact many companies or purchase anything online, an email account is

required.

41 A AU & Wil téathAad how to use Yahoo! Mail, but any email account you acquire
will work similarly.

I. Accessing Yahoo! Mail

The direct Web address for Yahoo! Mail is http://www.login.Yahoo.com or you may go to

the Yahoo! Web site, www.yahoo.comh

near the top on the right hand side of the page.
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Each person will be given the email address and password for their computer in this class.
When you have brought up your account, the screen should look somewhat like this:
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II. Layout of Yahoo! Mail

Yahoo has designed the page so that you may navigate it without too much trouble. The
two most important buttons appear in the blue bar near the top:

e Check Mail: Click here to see if you have new mail in your inbox
e Compose: Click here to write an email message

Folders on the left side of the screen organize your mail:

Inbox: where new mail appears

Draft: where messages you E A OtXihighed writing are kept
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Spam: where mail Yahoo! thinks are spam are directed

Trash: x EAOA T AOOACAO Ul 66 0A AAI AGAA &EOI I Ul OC

III. Opening Email Messages

To read your mail, click on the Onboxélink in either the &olderdlist or in the middle
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Your screen should look something like this:
| — SE—

m Contacts Calendar Hotepad What's New? - Maobile Mail - Options -

theck Mail || compose | | Search Mail Search the Web

B ] G=t DIRECTY for Inbox Upgrade to the all-new Yahoo! Mail

S just $29.99/mo.

“iew: All Messages - Messages 1-2 of 2 First | Previous | Mesxt | Last
Folders [add - Edit] Delete I Spam Marde w Mowve... - I
Ink 1

g I;ra);: m r = From # Subject Date [z] Size

3 Sent - norma copes Making a new test 8:52 AM 2KB

@ Spam [Ermpty] — Gail Borden Mews of the Day 5:48 Al 3B

(g Trash [Empty] Check all - Clear all Massages 1-2 of 2 First | Pravious | Mext | Last

My Folders [Hide] Delete | spam mark w | Move... -

[ class stuff

[ Library

[ newly named fo

[ test emails

— Tien |
[&] bone [T 4 rnkermnet

When you enter your @nbox, (Yahoo! tells you the following about the messages it
contains:



Who sent you the message (From)
What the message is about (Subject)
When the message was sent (Date)
How large the message is (Size)

To read a message, click on the blue link under Gubjectdfor that message.

IV. Email Addresses

An Email address is made up of two parts:

e The username, or account name, is chosen by the person who created the email
account.

e The Internet Service provider (ISP) is the name of the company, organization, or
Internet service that hosts an email address.
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keys on your keyboard and holding it down while you press the 2 key.

Email addresses never have spaces in them, although people may include an underline
mark () to symbolize a space in their account names.

V. Sending an Email Message

To begin a message, click on the @omposedbutton. A screen like this will appear:
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The long white box next to Todis where you type the email address of the person or

people who will receive your message. If you are typing in more than one address, follow

each address with a comma and a space to separate them.
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the address box to bring up your list of contacts.

To skip down to the next box, either click in that box, or use the (Tabdkey on your
keyboard to move down.

The @CAalink works the same way as the (Todlink.

It is a good idea to type something in the Gubjectdline. This lets your recipient know what
your message will be about and helps Yahoo! decide whether or not the mail is spam.

The large white box is for your message. If you get interrupted or wish to further refine a
message, you may click on Gave as a Draftobutton near the top of the screen. The message
is stored in the raftofolder until you are ready to finish it.

If you change your mind about sending a message, click on the Cancel button and the
message will not be sent. To send a message, click on the &Senddbutton.

To send a message to the person next to you, please complete these steps:
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2. In the Gubjectobox, type in the subject of your note.
3. Type the message you wish to send.
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4. When you are done, click the Genddbutton.

This screen should appear to let you know your message was sent:
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VI. Attaching a File to an Email Message

This is only a demonstration. To send a photo, document, or file, click on the Gttach Filesd
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may begin typing your message.

VII. Deleting Messages
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1. Toindividually select items to be deleted, click on the blank box before the name
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the messages for deletion.
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messages.

VIII. Exiting a Yahoo! Email Account

The final step in using email is to sign out of your account. Doing this protects your
privacy, especially when you check your email in a public place. To do this, click on the N
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IX. Starting a New Yahoo! Mail Account

To establish your own Yahoo! Mail account, visit www.login.yahoo.com8 #1 EAE 11 OEA
5P0o | Hilldutthe fodn. If you set up an account, write down your Yahoo! ID and
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in and use your email.

X. Learning More About Email

For more information about Yahoo! Mail, visit Yahoo! Help link found on the screen when
you enter your 1D and password information or at the upper right hand corner of your
email page.

If you would like to access this page after the class session is over, it is available on the
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Ontroduction to the Internet8 All three classes offered by Adult Services are located there.
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