What is Email?

Email, or electronic mail, is the system that allows people to send
and receive messages with their computers. The system might be
on a large network like the Internet or over a company's own
office network.

More people use email on any given day than use any other

Internet service. Tens of millions of messages fly across the
wires each day. Amazing!
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Getting Started

What is free web-based email and how do T get an account?

In this class, we will be using Yahoo Mail. Yahoo Mail is a
free web-based email service. The service is free because
advertisers pay Yahoo money to have their ads displayed on
the Yahoo screen. The service is web-based, meaning that
it exists on the Internet and is accessible from any
computer that has Internet access anywhere in the world.
Yahoo mail is not a service provided by the library. We
simply provide the Internet access for the web-based email

service.
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Terms to Know Before You Use
Email

Address or Email Address: Your email address is similar to your
home address. It identifies you as a unique user on the Internet
and allows other people to send you messages. The email address
is composed of three parts.

Example: Jane1967@yahoo.com

SN

username "at" symbol domain name

Username: Your username or account name is the first part of
your email address. It is unique to you and allows other people to
send you mail. It is also used to gain access to your account.

Password: Your password is a word or combination of letters and
numbers that only you know. It will allow you to gain access to
your email account. Your password also protects against others
gaining access to your account.

Compose: To compose an email is simply to write an email.
Inbox: Your Inbox is like the mailbox at your home. This is
where new email messages arrive and stay until you open your

Inbox to read them.

Send: The Send command on email allows you to "mail” a message
to another person from your email account to theirs..
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Setting Up Your Yahoo Mail Account

1. Go to the webpage www.yahoo.com

2. Click on the "Mail" icon at the top right of your screen.

3. Your screen will look like this:

) Yahoo! Mail - The best web-based email! - Mozilla Firefox

File Edit ‘Wew Go Bookmarks Tools  Help

<Z| - LL: - @ |_-| @[ % |'Y! http:/fmail. vahoo,.comy?.intl=us V| @ Go “Q, |

’ Getting Started L:l Latest Headlines

YAHOO!@MAIL “ahoo! - Help A

Toaccess Yahoo! Mail...

Terrible with names? Sign in to Yahoo!

Use Address Book. vahool [ |

O remermber my 1D on this camputer

Why thizs iz secure

Tell Me More

Forget your ID or passwaord?

Sign-in help
Share memories with Photos,

= 1
Yahool Photos lets you store unlimited phaotos for free, and ﬂl@ Don't have a Yahoo! ID?
share them with ease. Signing up is easy.

Sign Up
Antivirus that works twice as hard,

Your ¥ahoo! Mail scans and cleans email attachments to ﬂntWil’Lﬁ
help keep nasty viruses out of your life.

One Yahoo! ID. So much fun!

Done

—
':.‘.' start [" Unicorn WorkFlows r /3 welcome to Allen Cou...

¥ vahoo! Mail - The bes... Q y) 3:07 PM

*Note: You will use this same method to access your account
afterit is set up.
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The Yahoo Form

The following is a reproduction of the form we will be filling out to set up
your Yahoo Mail account. We will go through it step by step in class.

"YAEIOO! MAIL Yahoo! - Help

Already have an ID or a Yahoo! Mail address? Sign In.

Fields marked with an asterisk * are required.

Create Your Yahoo! ID

* First name: |
* Last name: |
* Preferred content; | Yahoo!us. = 2] More info
* Gender: l—j
* Yahoo! ID: | @yahoo.com
ID may consist of a-z, 0-9, underscores, and a single dot (.)
* Password: |

Six characters or more; capitalization matters!

* Re-type password: |
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http://help.yahoo.com/help/us/edit/
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If You Forget Your Password...

i ‘

* Security question: \

*Your answer: \

Four characters or more. Make sure your answer is memorable for you but hard for
others to guess!

* Birthday: | = | W 2] Why we ask for this?
* ZIP/Postal code: \

Alternate Email: ‘ 2] More info

Customizing Yahoo!

Industry: ‘ [Select Industry] ~|

Title: | |

hd ‘

Specia]ization: ‘ [Select a Specialization]

Verify Your Registration

* Enter the code _
shown: More info =

This helps Yahoo! prevent automated registrations.
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Terms of Service

Please review the following terms and indicate your agreement below. Printable
Version

1.

ACCEPTANCE OF TERMS Y ahoo! Inc. (Y ahoo!")

w elcomes you. Yahoo!

provides its service to you subject to the follow ing
Terms of Service

By clicking "I Agree" you agree and consent to (a) the
Yahoo! Terms of Service and Privacy Policy, and (b)
receive required notices from Yahoo! electronically.

[% | Agree

Code verification technology developed in collaboration with the Captcha Project at Carnegie Mellon
Copyright © 2005 Yahoo! Inc. All rights reserved. Copyright/IP Policy Terms of Service
NOTICE: We collect personal information on this site.

To learn more about how we use your information, see our Privacy Policy
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Once You Have Registered

After you have successfully registered for a Yahoo Mail account,
your screen will look similar to the one below. Note that there is
1 new message in your Inbox. This is from the Yahoo staff. To
read this message, click on "Inbox." Then, click on the message

(it will be in blue). This is how you will read all of the e-mail that
is sent to you.

/J Yahoo! Mail - love_to_wakeboard@yahoo.com - Microsoft Internet Explorer

J File  Edit Miew Favortes Tools  Help |
@ .92 . D | A Gd 4 B
Back Fonward Stop  Refresh  Home Search Favortez  Hiztory b ail Print  Discuss
J Address I@ hitp: Az F207 mail pahoo. comdm/login?. rand=ec 7 =fi9qgraSk & first=1 j @ Go
| G()Clglffvl || Eoseachwen - @ySeachSite | gD | PRk @y - | ] Options - 4 |J Lirks
T : Saarch l— =
YARHOO! Mail A yahoo - My Yahoo! - Help the wieb _search |
D Mail ~| (] Addresses ~ Calendar ~ & Notepad ~ love_to_wakehoardi@yahoo.com [Sign Out]
Check Mail | Compose | hail Upgrades - Search Mail - Mail Options
Fold [add] You are using 0% of your 4.0MB limit,
———=—___ Welcome, Dorothy! |
8 Inbox (1) Get a higger mailbox for only §3.9%/year!
(R Draft 354 You have 1 unread messages:
T Inbox (1) ALVERTISEMENT
Cd Sent _—
Off Trash [Ernpty] w Today's tip: Have an offline address book? Impaort it into
Yahoo! Address Book and access it anywherel
Eree. Fast.
geat. Got your ID. Got il. Now get
i ot your ID. Got your mail. Now get your...
Credit.
FREE Yahoo! Messenger
10 Most .
.IDanerous e getinstant alerts when you get new
: email.
I m - imetmmt matifieatioe wobee wnoe feimnel s 5
1
& I_l_le Internet
ﬂ SlartI T Unicarn '... ”@Yahuo! @AIIen Count...l @Group‘u\f’ise...l @Documenﬂ... N‘@Fb 9:30 Ak
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To Compose a Message

In order to compose a message (send an e-mail to a friend), you
will need to click on the "Compose” button. Your screen will look

like this:

) Yahoo! Mail - lic1947@yahoo.com - Mozilla Firefox

File Edit ‘Wew Go Bookmarks Tools  Help

<E| - LL:J - @1 |:| @ @ |Y! http:/fus.FS17.mail,yahoo,comym/ComposeryY=17152 V| D co “Q, |

’ Getting Starked E,'. Latest Headlines

Wahoo! My vahoo! Mail Make Yahoo! your home page Swearch h I ':
the Web Seard

welcome, 1947 . . )
YAHOO!@ MAIL [Sign Out, My Accaunt] Mail Horne - Mail Tutorials - Help

m Addresses ~ | Calendar = Notepad ~ What's New - Uparades - Optiens

Send an eCard

Send I Save as a Draft Cancel

Insert addresses | Add CC - Add BCC

To: | |

Subject: | |

Attach Files | 3

Y F& R IUDIOAB

% Stationery

il
[l

+

i
il

Transferring data From address.mail.vahao.com. ..

—
f.‘. start | it (e 2 Welcorme ko &llen <., Y vahoo! Mail - lkc194, ., F @ Ernail Class 111 - Micr... & ) 36 FM
¥

On the next page, we will go over the parts of this page.
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Composing a Message

The following is an explanation of some of the things you will see
when you compose a new e-mail message.

To: This line is for the address of the person you are mailing to.

From: Not all mail programs show this line, but it shows your email
address, which is included in the message header. It lets the recipient
know whom to reply fo.

Subject: This line is a sort of message title -- a few words
summarizing the contents.

Cc: You can enter an address here to send a copy to someone other
than the person whose address you placed in the To line.

Bcc: This means "blind copy.” As with the Cc line, a copy of the
message will be sent to the address you place in the Bc line, however,
the recipient of the original message won't be able to tell that the Bc

address received a copy.

Attachments: This option is for sending computer files along with the
message.

The big blank area: This is where you type your message.
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Emoticons and Online Shorthand

Now that you have entered into the exciting world of email, you
may want to familiarize yourself with some of the common
abbreviations and symbols.

Emoticons -- The electronic emotions.

) Smile

=( Sadness, disappointment
) A wink

-0 A look of shock

Online Shorthand

BTW By the way

FYI For your information
IMO In my opinion

LOL Laughing out loud
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Signing Out of Your Account

After you are finished using your Yahoo Mail account, it is
important that you sign out. To do this, click on the blue "Sign
Out" link. After doing this, your screen will look like this:

/] Yahoo! - Microsoft Internet Explorer

J File  Edit Miew Favortes Tools  Help |

& o B B W A A S B g EH

Back Faryarnd Stop  Refresh  Home Search Favortez  Hiztory b ail Print  Discuss

J Address I@ oo.comdconfig/loginMogout=1% sre=ymé Ig=ust intl=us. done=httpi3a% 2 2flogin pahoo. com® 2fconfigi 2fmail 3 int% 3dus 26, IgZBdusj @ Go

| G()Clglffvl || Eoseachwen - @ySeachSite | gD | PRk @y - | ] Options - 4 |JLinks

YAHQO.' Mail2¢ Yahoo! - Help

You have signed out of the Yahoo! network.

-

Return to Yahoo! Mail

Search the Web

Search | o —
%m.r Wireless

Explore the Yahoo! Network

Auctions, Autos, Classifieds,

Shop Real Estate, Shopping, Travel
Find Hotlobs, Maps, People Search

Pearsonals, Yellow Pages

Connect Chat, GeoCities, Greetings,
Groups, Mail, Messenger,
obile b Elfom ﬂ

|&] Dore I_l_le Internet
ﬂ SlartI ? Unicarn \-\-"orkFI...l I@Yahoo! ME @.ﬂllen County P.... I @Gmup\n\-"ise =M. | @ Document] - MI N ‘@F ’;‘ Ej 9:48 Abkd

Last revision 5/2006 12




An Important Note on Email Safety

Email is not a secure mode of communication. It is possible for
others to read the information sent from you or to you through
email. Even if you are sending an email to someone you know well,
that email can be intercepted by someone you don't know.

As a general rule, never send any personal information such as
credit card numbers or social security numbers via email. Also, it
is a good idea to not send your home address and phone number.
Always be aware of who sent you an email. Do not open an email
message from someone you don't know. Email viruses are often
spread through the opening of unfamiliar mail. Simply delete the
message before opening it if you do not know the sender.

Finally, be sure o always log out of your email account. This will
prevent others from gaining access to your account. Logging out
is especially important when you are using public computers such
as those at the library.
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