Session 3

Your own Email!
· Your own email account has been set up for you


· This is with Yahoo


· It is entirely free


· It is ‘web mail’ based which means you can write, send, receive and read emails from any computer in the world that is connected to the internet.


· To get to your email you will need to log on to Yahoo’s website and log in to your account.


· Your email address is       


Your Yahoo ID is



Your password is 

      

Your account is held on

www.yahoo.com
Note all lowercase (non capital) letters

You should learn and remember your email address, your ID, your password and the website where your account is held!
Note, your email is private to you and 

only you can read your emails and send your emails 

No one else can!

The following sections will show you how to log in, use your email and log out

1 About email addresses


2 Dos and Don’t’s


3 Logging in to your email

4 Logging out of your email


5 Your email Inbox

6 Reading an email

7 Sending an email

8 Replying to an email you have received


9 Forwarding and email you have received to someone else


10 Cc’s and bcc’s


11 Deleing an email


12 Your trash can


1. About Email Addresses

· To be able to send and receive emails
you need an email address      yours is     

· You also need to know the email address of the person you are sending to

e.g.    dysongs@btinternet.com


· All email addresses have the   @   symbol contained within
This is how you can identify a path as an email address


· Any email you send from your email account automatically bears your email address


· For all email you receive from a new sender, you can keep the email address in your ‘contacts’ place which will make it easy to pick them from a growing list next time you want to send an email to them, rather than have to laboriously type in their email address


· There are no spaces allowed in an email address

2. Dos and Don’ts
Dos
· Do look at your email regularly to see if anyone has sent you an email


· Do Reply to emails you have received from friends to let them know you’ve read their email

· Do delete emails that you have read and do not want to keep

· Do log out of your email account when you have finished, particularly if you are using someone else’s computer, otherwise they could read your email and send emails with your identity!

· Do delete Spam emails

· Do delete emails where you think an attachment is dodgy



Don’ts


· Don’t let your email account expire by neglecting your email account.
You may never get your email address back if you do.


· Don’t open any emails that look like Spam as this will confirm your email address as live to the spammer and you will then receive loads more!


· Don’t open any attachments in emails from people that you don’t know. They could contain a virus that might affect the workings of the computer 

3. Logging into your email

· To log into your email, you must find a computer that is connected to the internet


· You will need 
· you Yahoo ID - 
· your password - 
· the address of the Yahoo website - www.yahoo.com


· First of all, start internet explorer on the computer
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Typically the page you will see will be Google

· Type in the Yahoo website address in the browser bar
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Then press Enter on the keyboard.

· The Yahoo Home Page page will appear
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Look for the Mail button and click it

· Now enter your ID  kevin.hockley  and your password  dukesride into the fields and then press Sign in
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· When you see this page you are signed in
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Now click Check Mail to see if you have any messages
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4.
Logging out of your Email

· You MUST log out of your email account when you have finished using it otherwise other people can read your email and send an email as you!


· To do this click Sign Out
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5. Your email Inbox
· Your email Inbox is where your emails are be delivered
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· There are various tools to help you do things and manage your emails here
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· Emails will remain in your inbox until you decide to delete them

· If an email shows up as extra bold black in your inbox then it is one you have not yet read
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· To check to see if you have had any new email at any time, click Check Mail
6 Reading an email
· To read an email (i.e. OPEN) an email, double click on the email shown in the Inbox
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· And the email will fully open
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To return to the inbox, click Inbox
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Note DO NOT click the red close window cross at this point otherwise you will have to log in again!
7 Sending an Email
To send an email, make sure the Inbox is displaying
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Now click Compose
· A blank new email screen is displayed
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· When you have finished your message click Send
· There are various tools you can use to ‘pretty-up’ your email
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Change font style

         Change font size

            Change font appearance

                                Change font colour

                                                     Draw freehand

                                                                    Add a cool icon

                                                              Link to a web page address

                                                                                                   Add a line

· Try experimenting with these tools!!!

8 Replying to an email you have received
· There is an easy method to send an email to the person that has sent an email to you. It’s a ‘Reply’
· A reply lets you use the email the person sent you to write your message.

· Double click on an email in your inbox to display the message first
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· The message is displayed
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· Now click Reply to REPLY to this particular message

· A copy of the original message appears with space for your message above
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· Note that the original senders email address is entered automatically for you so you don’t have to type it
· Type your reply and press Send
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9.
Forwarding and email you have received to someone else 

· You can ‘pass on’ an email you have received to someone else. 
This is known as ‘FORWARDING’ an email

· First select the message you want to forward by clicking on it in the inbox
then click Forward
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· A copy of the message is displayed with room for you to add a message above if you want to
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Now click Send
10
CC’s and BCC’s
· A CC is a carbon copy. Think of it as a duplicate which you can send to a persons boss so that they are aware they have been asked to action a request.
· A BCC (Blind Carbon Copy) is a similar thing, but the recipient (and any CC’s) will not know that a BCC has been sent or who to!!!!

· Any number of email addresses can be placed in the CC field or the BCC field, but each one must be separated with a comma

11 
Deleting an Email
· Yahoo will give you quite a lot of space for your emails, but it is possible to use up this quota of space and jam your emails so that you can no longer receive or send any unless you delete some to free up some space.

· There are two ways to delete an email

· Firstly from the inbox. If you are CERTAIN that you do not want to keep an email, click to select it in the Inbox
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· Then click Delete and the email is sent to your Trash Can. 


· It is possible to reinstate it from the trash can if you did not mean to 
delete it

· The second way is to delete it after you have read it. 

· Display the email first by double clicking on it in the Inbox
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· When you are ready, just click the Delete button

12 The Trash Can

· All trash cans need to be emptied at some time. You will need to empty your occasionally as this will free up space in your account.


· To empty your trash can click Empty by the side of Trash in the left hand column
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· You will be asked if your are sure, and then click Yes. All of the emails contained in the trash will be permanently deleted and there is no way to retrieve these emails from this point.

Click an email to highlight it 


And the contents are shown below





Hi Kev





Hi Kev





Type the email address in the To box





If you want to send a copy of the email to another person as well, then type their email address into the cc box





Type the subject of your email into the Subject box





Type your message here!





Add the email address of the person you want to forward the email to here





You can add other email addresses here to cc to other people at the same time





Note the title has been added for you automatically
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