MIDDLETON PUR

- Emailing 101

Introduction
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Email is short for “electronic mail,” and you can use it to send
messages to and receive messages from friends and family
very quickly using a computer with an Internet connection.

While the class exercises and the examples used in this
handout are based on the free, Web-based Yahoo! Malil
service, the skills covered are not unique to Yahoo! Mail.
What you learn in this class will transfer easily to other email
service providers.

Accessing Yahoo! Email

To access Yahoo! Mall, all you need is a computer with an Internet connection and a
Web browser. The address of the Yahoo! Mail Web site is: http://mail.yahoo.com.

This is what you should see on the screen once you're at the Yahoo! Mail Web site:
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HINT: If your ID and password don’t work, but you know you typed them in right,
check to make sure that the Caps Lock is off.



Once you have signed in, you should see the welcome screen for your mailbox. It
should look something like this:

“ahoo! My ahoo!  Mail Search
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The main components of the welcome screen, as labeled above, are:

The Check Mail button, which you click to check for new messages.
The Compose button, which you click when you want to send a new message.
The number of unread messages currently in your Inbox.
The list of folders in your mailbox, usually consisting of the following:
¢ Inbox, for messages that have been sent to you by others.
e Draft, for messages that you have composed but have not yet sent.
e Sent, for messages that you have composed and sent.
e Trash, for messages that you have deleted from the other folders.

5. The Empty link, which allows you to permanently delete everything in the Trash
folder.

6. The search function for Yahoo! Mail, which you can use to find messages stored
in your folders.

7. The bar that tells you what percent of your mailbox’s allotted space you're using.

W

Signing Out

When you are finished using your email account, you should always sign out to protect
your privacy. To sign out, click on the small Sign Out link at the top of the page:

ahoo!l My vahoo!  hail r/
acoe. midlibo1

YAHOO! MAI L im My Account]

Once you have signed out, you can close the Internet browser window.



Composing and Sending Messages

To write and then send a message via email, you begin by clicking on the Compose
button. After you click on the Compose button, you should see this on the screen:
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Follow these steps, as labeled above, to compose and send your message:

1. Type the exact email address of the person that you're sending the message to.

To send a message to more than one person, type in each address and separate
them with commas.

2. Type the subject of your message. The subject should briefly describe the
contents of your message.

3. Type the message that you want to send.
4. Click on the either of the Send buttons to send the message.

Click on the __%2*¢2220f  [}5tton to not send the message immediately, but save it
to the Draft folder to work on or send later.

Click on the EL“" button to not send the message and delete it permanently.
NOTE: The messages you send are automatically saved to your Sent folder in the

current version of Yahoo! Mail. If you are using an earlier version, you may need to
enable that function by going into your Mail Options.



Receiving Messages
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Messages will be listed in the order

received, with the message most recently received

being at the top of the list. For each message, you can see who sent the message,

what the subject of the message

is, what date the message was
sent on, and how large the
message is.

To read one of the messages in
your Inbox, click on the subject
of that message, which is in blue,
bold type. After you click on the
subject, the message should

Date: Wwed, 27 Apr 2005 12:34:113 -0700 (PDT)

From: &3 "Middleton Library" =midlib0i@yahoo. com>= ?_]ﬁxdd to Address Book
Subject: cormputer class

To: rnidlib02@yahoo, com
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| took a computer class today at the Middleton Public Library and learned all about
how to use emaill

appear on the screen as shown
to the right.

Do ¥ou ‘ahoo!?
Tired of sparm? Yahoo! Mail has the best spam protection around
http:#frnail. yahoo.com
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Replying to Messages

m Addresses ~ Calendar ~ MNotepad ~

What's New - Mail Upgrades - Mail Options

Send |

Save as a Draft | Cancel |

Send an eCard

Click on the M

button to send a reply to a
message that has been sent
to you. On the screen, you
should see a reply message
like the one to the right.
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how to use emaill

Middieton Library <midlib01@yahoo.com> wrote:

| took a computer class today at the Middletan Public Library and learned all about

s

Do You Yahoo!?

™ Use my signature

Tired of spam? Yahoo! Mail has the best spam protection around |

Save as a Draft | Cancel |

message. The content of the

original message will appear in the body of the message as a “quotation.” You can
then type your message above the quotation you're replying to.

Printing Messages

To print, or make a paper copy of, a message you receive via email, you begin by
clicking on the Printable View link above the message, as shown below.

Frevious | Hext | Back to Messages

Delete | Reply v| Forward vl Spam | Move...

) Erintable Wie Full Headers

v|

This message is not flagged. [ Flag Message - Mark as Unread |

Date: wed, 27 Apr 2005 12124113 -0700 (PDT)

From: £ "middletan Library" <=midlib0l@yahoo, com> E]Add to Address Book
Subject: computer cass

To: rmidlib02@yahoo.com

Hil

|'took a computer class today at the Middleton Public Library and learmed all about

hiowe to use emaill

Do You Yahoo!?
Tired of spam? Yahoo! Mail has the best spam protection around
http:#fmail. yahoo.com

Delete Reply - Forward v| Spam | Mowve...

-

Previous | Hext | Back to Messages

Save Message Text

After you click on the Printable
View link, a new Web browser
window will pop up. This new
window will display the message
you want to print without all of
the extra menus, buttons, links,
and advertisements. This
Printable View allows you to print
only the text of the message
instead of everything that
appears on the screen.

Then click on either the Print
Preview icon or the Print icon on
the Web browser’s toolbar to
preview or print the message.

To get back to the main Yahoo! Mail window after printing a message, just close the

window displaying the Printable View.



Deleting Messages

Because Yahoo! Mail is a free, Web-based email service, you have a limited amount of
storage space for your messages. When you fill all of that space, you will not be able
to receive any more messages. You will need to periodically delete messages to make
room for new messages and keep your Inbox and Sent folders uncluttered.

To delete a message, follow these steps:

Inbox 5 of 250
- HINT: If you
1. Put a ChECk \.-'iel:'w:I ﬁ vM - - Messages 1-3 of 3 First | Previous | Mest | Last Want to delete
H ele pam al - ove... -
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0 ele o e ender ubjec e ize
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by CIlelng On Check All - Clear All Meszsages 1-3 of 3 First | Previous | Mext | Last box
thE bOX. Delete Spaml Mark v| Move... v| .

N 2, Click on the Delete button.

You can also delete a message by clicking on the "“'il button when you have that
particular message open for reading.

When you delete messages as described above, they are transferred to  Felders [Add - Edit]
your Trash folder. The messages in your Trash folder are periodically Cdnbox (2}

and permanently deleted by Yahoo! Mail. If you want to permanently égfa‘:

delete these messages yourself, click on the Empty link next to the B

Trash folder as shown to the right, but it is not necessary. g reer

Working with Attachments

An attachment is a file sent along with an email message. An attachment
could be any number of things, such as a resume or other word processing
document, a photograph, or a video clip. Some attachments are actually
computer viruses, so care must be taken when opening them.

Attaching Files

In order to attach a file to an email and send it to someone else, it must be saved to a
floppy disk, hard drive, or other storage device. You need to know where the file is
located and what it is called before you can attach and send it.

Begin by composing a new message. Then click on the _ZAtahFiles | 1y ton between
the subject line and the main body of the message. After you click on that button, you
should see the image on the next page of this handout.




This is the Attach Files screen:

m Addresses ~ Calendar — MNotepad —

Once at this screen, click on the
button next one of the file slots to select a
file to attach. That will bring up a dialog

Attach Files | Cancel |
Attach Fil box that allows you to find the file, as
ttach Files
shown below.
Click "Browse" to select a file. You can attach files up to a total
message size of 10.0MB [What's this?].
File 1: Look ine | J 3% Floppy (8] x| @@=
File Z: l_:xﬁ ) 5ample Document 1 \
_ : g I I .
File 3: i e’ 1. Choose the location of
_ Documents -
File 4: @ the file.
Filo 5 . .
2. Click on the file
Attach Mare Files you want to attach.
. . . ) Iy Documents
To avoid sending an infected file, yvour attachment will
he scanned by =
s p——— 5
A ntIVlrUS ty Computer .
3. Click on the Open button.
PC users: Select"All Files" for "Files of Type". Ifyou don't see a “J)]
"Braovese" huttan, your broveser doesnt support attachments. MPP’I”‘E‘WW"\ Fie name: |Sample Photo =l Open
aces
Files of type: ‘AII Files [*7] j Cancel

Attach Files | Cancell

Once you select a file, its name and file path will be displayed in one of the file slots on

the Attach Files screen, like this:

File 1 |4:%5 ample Photo.jpg

Browsze. ..

To attach more files, click on the other buttons next to the other file slots.

Click on the A2k Fies | b tion once you have selected all of the files you want to
attach, then wait for Yahoo! Mail to attach the files to your message. This may take
some time if you attached a lot of files or large files.

Continue to Message

Click on the

your message, then fill out and send the message as usual.

Viewing and Saving Attachments

| button on the confirmation screen to continue to

When someone sends you an email message with a file attached, a paper clip will be
displayed next to the message’s subject on the Inbox screen, as shown here:

[ sender

Subject

[J middieton Library # Photo attached!

[ Middieton PLILL

rILL Reguest Status

Date
Sat 04/30

[+] Size
31k

Wed 04727 1k

To see what has been sent to you as an attachment, click on the subject to view the

message.




When you view a message that has files attached to it, those files will be listed at the
end of the message, as shown here:

petete [ Rerty | <[ Forward | = [[soom [l teve-. -] For image files in standard formats,
This message is notflagoed. [ Flag Message - Mark as Unread ] you W|” see a Sma”, preVieW image.
D For all other files you will just see

"Middleton Library" <midlib02@yahoo.coms h Add to Address Book
From: -

Learn more the filenames.

Subject: ## Photo attached!

o e You have two choices for dealing
Here are the photo and document you asked farl ( Ma i“ message Wlth attachments

1. View the attachment using your

Do You Yahoo!?

i Web browser. To do this, click
o~ on the [View] link after the
Attachments Arachnensscaming provéed bv:_ AntiVirus filename. This option works well
{ Attached document. for photos, but for other types of
Z sample_Document_Ldoc (251) [vieu] ——— files you will often get an error
Eore message.

2. Save the attachment to a disk or
R to your computer’s hard drive.
Click on the Save to Computer
Attached photograph. ) ) ——
P grap link to do this. Yahoo! Mail will
Sl iz oy scan the file for viruses before
allowing you to download it.

Saveto Computer
Saveto Yahoo! Photos

Click on the Download Attachment | button on the Virus Scan Results screen to
continue to save the attachment. You should

then see the File Download dialog box pop up on il X

the screen, as Shown to the rlght @ Some files ©an harm your computer. [ the file information below
?aovkeslitiisﬁignus, of you do ot fully trust the source, do not open ar

To save the file, click on the button. File name: Sample Document 1.dac

In the Save As dialog box, shown below, choose File type:  Microsoft Word Document

the location you want to save the file to (1) and From:  us.fB02 mailyahoo.com

the name you want to save the file under (2).
Then click on the Save button to finish saving

Wwiould pou like to open the file or save it ko your computer’?

the file (3).
Open | Save Cancel | tare Info
2l ¥ Always ask before opening thiMepe of file
Save in Im Desktop K j = &5 cf BB
% acuments \
E: Enmputert 1 |:|
=St HINT: If you click on the PE" | button
E in the File Download dialog box, you will be
able to open the attachment using the
2 correct program for that file type. By doing
this, you can view and even edit the file
without saving it first.
File name: E-.' nple Document 1.doc j Save
Save as type: IMichsoftW'ord Diocument j Cancel |




Using the Address Book

The Yahoo! Address Book allows you to store contact information for friends and family,
so you don't have to memorize their email addresses or keep a paper list. When you
compose a new message, you can then click on the Insert addresses link to add
addresses from your address book.

-

. Calendar * | Hotepad ~
To access the Yahoo! Address Book, click &

on the Addresses tab at the top of the
screen, as shown to the right.

Check Mail | Compose

Once you're at the Yahoo! Address Book screen, click on the |_#dd contact |} i10n to

add someone’s contact information to your list. You should see this on the screen:

Mail ~ BEGEIEEERS Calendar = Notepad ~

Save | Save and Add Another | Cancel NOTE The Image tO
Add Contact the right only shows
Primary Information part of the Add Contact
Name: | | | screen. You can also
First Middle Last type in phone and
Emait | Nickname: | pager numbers, work
Altemate Ematl: | | and home addresses,
Messenger ID: [ birthday and
™ Add this person to my Messenger List anniversary dateS, and
Category: [Uniled 1M notes.

Click on save and Add Another | to save the information and then immediately add

another entry to your address book.

Click on il to save the information you pone || et | pelete |
have entered and add it the list. When you

do this, you will get a confirmation screen, as Jones, Bob B.

ShOWﬂ to the rlght Primary Information Last Updated: 1-May08 03:44 pm
o Email:  bbjones@charter nat Send This Contact Info

Click on the Al““e button to finish saving the Category:  Unfiled Send an eCard

information. Nickname:  Buobhy

You can also add someone’s contact information to your address book after you send
an email to that person or after you open up a message that person has sent to you.

From the Reply Sent confirmation midib02@yahoo.com v
screen. % Add to Address Book |
From the Open message screen: From: Middleton PL ILL" <rridill@scls. lib o wiius= E‘_]Add to Address Book
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Glossary of Other Email Terms

Acronyms

BCC

CcC

Emoticons

HTML

Listserv

Shouting

Spam

Virus

Abbreviations that are commonly used in email to communicate a
message briefly. Ex. IMO = in my opinion; BTW = by the way.

Stands for “blind carbon copy.” It is used when you are writing an
email message and you don’t want one recipient to know that you
have also sent the message to another person.

Stands for “carbon copy.” It is used when you are writing an email
message and you want to send a copy to another person.

Also referred to as “smilies,” they are sideways faces created by
typed symbols that are used to express emotion when
communicating online.
:-) Smiling, happy - ( Frowning, sad
=) Winking -( Crying

Stands for “hypertext markup language.” Email composed using
HTML may not be able to be read by all email programs.

Email-based mailing lists usually focused on a specific topic. To
receive messages from a listserv, you must subscribe to it.

When you're writing an email, if you type in all capital letters it is
considered the online equivalent of shouting.

Unsolicited, junk email that is often commercial in nature.
A computer program that has been created to damage or otherwise

cause problems with a computer. They are often spread through
email attachments.

Further Reading

These books, available from the library, will help you learn more about email and how

to use it:

e E-mail for Dummies by John R. Levine

e E-mail Rules: A Business Guide to Managing Policies, Security, and Legal Issues,
for E-mail and Digital Communications by Nancy Flynn

e How to Do Everything with Outlook 2003 by William Mann
e Strategic Business Letters and E-mail by Sheryl Lindsell-Roberts
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