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INTRODUCTION TO THE INTERNET 
 

Internet Express 3: Email 
 
 

Email has become Á ÎÅÃÅÓÓÉÔÙ ÉÎ ÔÏÄÁÙȭÓ ÓÏÃÉÅÔÙ as more people use it rather than regular 
mail, and to contact many companies or purchase anything online, an email account is 
required. 
 
4ÏÄÁÙȭÓ ÃÌÁÓs will teach you 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.comȟ ÁÎÄ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ-ÁÉÌȱ ÉÃÏÎ ÆÏÕÎÄ ÁÍÏÎÇ ÔÈÅ ÂÏØÅÓ 
near the top on the right hand side of the page. 
 
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: 

 

 
 

 

http://www.login.yahoo.com/
http://www.yahoo.com/
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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: 
 
  

 Check Mail:  Click here to see if you have new mail in your inbox 
 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 ÈÁÖÅÎȭt finished writing are kept 
 Sent:  ×ÈÅÒÅ ÃÏÐÉÅÓ ÏÆ ÍÅÓÓÁÇÅÓ ÙÏÕȭÖÅ ÓÅÎÔ ÁÒÅ ÓÔÏÒÅÄ 
 Spam:  where mail Yahoo! thinks are spam are directed 
 Trash:  ×ÈÅÒÅ ÍÅÓÓÁÇÅÓ ÙÏÕȭÖÅ ÄÅÌÅÔÅÄ ÆÒÏÍ ÙÏÕÒ )ÎÂÏØ ÇÏ 

 

III.  Opening Email Messages 
 
To read your mail, click on the Ȱ)nboxȱ link in either the ȰFolderȱ list or in the middle 
ÓÅÃÔÉÏÎ ÕÎÄÅÒ ×ÈÅÒÅ ÉÔ ÓÁÙÓȟ Ȱ7ÅÌÃÏÍÅ 3ÔÁÔÉÏÎȦȱ 
 
Your screen should look something like this: 
 

 
 
 
 
 
When you enter your ȰInbox, ȰYahoo! tells you the following about the messages it 
contains: 
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 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 ȰSubjectȱ for that message. 
 

IV.  Email Addresses 
 
An Email address is made up of two parts: 
 

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

 The Internet Service provider (ISP) is the name of the company, organization, or 
Internet service that hosts an email address. 
 

The two parts are ÃÏÎÎÅÃÔÅÄ ÂÙ ÁÎ ȰͽȱȢ  4ÙÐÅ ÔÈÉÓ ÓÙÍÂÏÌ ÂÙ ÐÒÅÓÓÉÎÇ ÏÎÅ ÏÆ ÔÈÅ ȰShiftȱ 
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 ȰComposeȱ button.  A screen like this will appear: 
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The long white box next to ȰToȱ is 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. 
 
)Æ ÙÏÕ ÓÅÔ ÕÐ ÙÏÕÒ Ï×Î 9ÁÈÏÏȦ ÍÁÉÌ ÁÃÃÏÕÎÔȟ ÙÏÕȭÌÌ ÐÒÏÂÁÂÌÙ ×ÁÎÔ ÔÏ ÓÅÔ ÕÐ Á ȰContactsȱ list 
to store addresses of people you email oftÅÎȢ  /ÎÃÅ ÙÏÕȭÖÅ ÓÔÁÒÔÅÄ Á ȰContactsȱ list (which 
×Å ×ÏÎȭÔ ÄÏ ÔÏÄÁÙɊȟ ÅÉÔÈÅÒ ÃÌÉÃË ÏÎ ÔÈÅ ȰTOȱ or click on the ȰInsert addressesȱ link above 
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 ȰTabȱ key on your 
keyboard to move down. 
 
The ȰCCȱ link works the same way as the ȰToȱ link. 
 
It is a good idea to type something in the ȰSubjectȱ line.  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 ȰSave as a Draftȱ button near the top of the screen.  The message 
is stored in the ȰDraftȱ folder 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 ȱSendȱ button. 
 
To send a message to the person next to you, please complete these steps: 
 
 1.  4ÙÐÅ ÔÈÅ ÐÅÒÓÏÎȭÓ ÅÍÁÉÌ ÁÄÄÒÅÓÓ ÉÎ ÔÈÅ ȰToȱ box. 
 2.  In the ȰSubjectȱ box, type in the subject of your note. 
 3.  Type the message you wish to send. 



5 
 

 4.  When you are done, click the ȰSendȱ button. 
 
This screen should appear to let you know your message was sent: 
 

 
 
 
 

VI.  Attaching a File to an Email Message 
 
This is only a demonstration.  To send a photo, document, or file, click on the ȰAttach Filesȱ 
ÂÕÔÔÏÎ ÁÂÏÖÅ ÔÈÅ ÂÉÇ ×ÈÉÔÅ ÂÏØ ×ÈÅÒÅ ÙÏÕȭÖÅ ÔÙÐÅÄ Á ÍÅÓÓÁÇÅȢ  ! ÓÃÒÅÅÎ ÌÉËÅ ÔÈÉÓ ×ÉÌÌ 
appear: 
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To cÈÏÏÓÅ ÔÈÅ ÌÏÃÁÔÉÏÎ ÏÆ ÔÈÅ ÆÉÌÅȟ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ"ÒÏ×ÓÅȱ ÂÕÔÔÏÎȢ  7ÈÅÎ ÙÏÕ ÈÁÖÅ ÓÅÌÅÃÔÅÄ Á 
ÆÉÌÅ ÔÏ ÁÔÔÁÃÈȟ ÃÌÉÃË ÏÎ ÔÈÅ ȰÏÐÅÎȱ ÂÕÔÔÏÎ ÉÎ ÔÈÅ ÂÏØȢ  4he file will appear in the box next to 
Ȱ&ÉÌÅ ρȢȱ  .ÅØÔ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ!ÔÔÁÃÈ &ÉÌÅÓȱ ÂÕÔÔÏÎ ÁÎÄ ÙÏÕ ×ÉÌÌ ÂÅ ÒÅÔÕÒned to the page so you 
may begin typing your message. 
 

 
VII.  Deleting Messages 

 
/ÎÃÅ ÙÏÕ ÈÁÖÅ ÒÅÁÄ ÁÌÌ ÏÆ ÙÏÕÒ ÍÅÓÓÁÇÅÓ ÉÎ ÙÏÕÒ Ȱ)ÎÂÏØȟȱ ÙÏÕ ÍÁÙ ÍÏÖÅ ÔÈÅÍ ÔÏ ÔÈÅ 
Ȱ4ÒÁÓÈȱ folder and then empty that folder.  To do this: 
 

1.  To individually select items to be deleted, click on the blank box before the name 
ÏÆ ÔÈÅ ÓÅÎÄÅÒ ÏÒ ÃÌÉÃË ÏÎ ÔÈÅ ȰÃÈÅÃË ÁÌÌȱ ÂÏØ ÂÅÌÏ× ÔÈÅ ÌÉÓÔ ÏÆ ÍÅÓÓÁÇÅÓ ÔÏ ÓÅÌÅÃÔ ÁÌÌ 
the messages for deletion. 

 
 ςȢ  #ÌÉÃË ÔÈÅ Ȱ$ÅÌÅÔÅȡ ÂÕÔÔÏÎ ÁÂÏÖÅ ÔÈÅ ÍÅÓÓÁÇÅÓȢ 
 

σȢ  #ÌÉÃË ÏÎ ÔÈÅ Ȱ%ÍÐÔÙȱ ÌÉÎË ÎÅØÔ ÔÏ ÔÈÅ Ȱ4ÒÁÓÈȱ ÆÏÌÄÅÒ ÔÏ ÐÅÒÍÁÎÅÎÔÌÙ ÄÅÌÅÔÅ ÔÈÅ 
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 
ÓÍÁÌÌ Ȱ3ÉÇÎ /ÕÔȱ ÌÉÎË ÎÅÁÒ ÔÈÅ ÔÏÐ ÏÆ ÔÈÅ ÓÃÒÅÅÎ 
 

IX.  Starting a New Yahoo! Mail Account 
 
To establish your own Yahoo! Mail account, visit www.login.yahoo.comȢ  #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÉÇÎ 
5Ðȱ ÌÉÎË ÁÎÄ fill out the form.  If you set up an account, write down your Yahoo! ID and 
ÐÁÓÓ×ÏÒÄ ÆÏÒ ÆÕÔÕÒÅ ÒÅÆÅÒÅÎÃÅȢ  9ÏÕȭÌÌ ÎÅÅÄ ÔÏ ÔÙÐÅ ÉÎ ÅÁÃÈ ÏÆ ÔÈÅÓÅ ×ÈÅÎ ÙÏÕ ×ÁÎÔ ÔÏ ÓÉÇÎ 
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 ID 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 
ÌÉÂÒÁÒÙȭÓ public home page (www.gailborden.infoɊȢ  #ÌÉÃË ÏÎ Ȱ3ÅÒÖÉÃÅÓȟȱ found in the gray 
bar at the top of the page.  Under that menu is Ȱ&ÏÒ #ÏÍÐÕÔÅÒ 5ÓÅÒÓȟȱ ÁÎÄ ÔÈÅÎ 
ȰIntroduction to the InternetȢȱ  All three classes offered by Adult Services are located there. 

http://www.login.yahoo.com/
http://www.gailborden.info/
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