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Basic Email Part 2 Guide

To use this Guide, you must have a working Internet Service
Provider. Ask your friends or family members for their email
address. You will use it to send them an email.
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Basic Email

This Guide will help you to:

1. Compose and send an email message.
2. Reply to an email message

3. Send and receive attachments.

YaHOO! Mail 27

NOTE: We are using Yahoo! Mail as an example. This is not an endorsement.
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Basic Email

Aol

Writing (Composing) an Email Message

1. Click on "Compose” (see yellow arrow below)

:b-IMail = | (=] Addresses = [E7 Calendar - ENotegad - youryahoo!ID@yahoo.com [Sign Out]

Check Mail | Compose

The page that opens looks like this:

Com POSE (Plain | Color and Graphics ) Send a Free Greeting
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http://us.rd.yahoo.com/mail_us/pimnav/mail/*http://mail.yahoo.com
http://us.rd.yahoo.com/mail_us/pimnav/ab/*http://address.yahoo.com/yab/us
http://us.rd.yahoo.com/mail_us/pimnav/cal/*http://calendar.yahoo.com
http://us.rd.yahoo.com/mail_us/pimnav/np/*http://notepad.yahoo.com
http://us.f205.mail.yahoo.com/ym/Logout?YY=37735&YY=37735
http://us.f205.mail.yahoo.com/ym/ShowFolder?rb=Inbox&reset=1&YY=37735&YN=1
http://us.f205.mail.yahoo.com/ym/Compose?YY=37735
http://us.rd.yahoo.com/mail_us/dcompose/?http://greetings.yahoo.com

Basic Email

Writing (Composing) an Email Message (continued)

2. Click on "Insert addresses” (see yellow arrow below)

Insert gﬂdresses or enter nicknames (separated by commas)

1o |

= Bec:

Subject: |

Attachments: [ Attach Files ]

K
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Basic Email

Allie

Writing (Composing) an Email Message (continued)

3. A pop-up window opens with your address book that look like
this:
Address Book

Al-ABCDEFGH]JKLMNOPQRSTUVWXY Z- Lists

To Cc Bcc Contact/List (Nickname)
[~ [~ Your Friend’s Name yourfriendsID@yahoo.com

eck All - Clear All

showing 1-1 of 1

4. Click in the box under "To" for your friend or family member's
address that you want to send an email message (see yellow

arrow above). A checkmark "v” will appear in that box. Cc
means a carbon copy and Bcc means blind carbon copy (the person's
name will not show up on the message sent).
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Basic Email

Allie

Writing (Composing) an Email Message (continued)

5. Click on "Insert Checked Contacts” as below (see yellow

arrow).
Address Book

Al-ABCDEFGHIJKLMNOPQRSTUVWXY Z- Lists

Insert Checked Contacts

The pop-up window will disappear and you will see the inserted
email address in the "To" field on the "Compose” page.
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Basic Email

Writing (Composing) an Email Message (continued)

6. In the "Subject” field, type in "Reply Back Please” (see yellow
arrow below).

Insert addresses or enter nicknames (separated by commas)

To: .
- ‘ Your Friend’s Name

o] =T —

|:>S“bjem: | Reply Back Please

Attachments: [ Attach Files ]
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Basic Email

Allie

Writing (Composing) an Email Message (continued)

7. In the "Text” field, type in the message below (see yellow
arrow below).

Attachments: [ Attach Files ]

3:> Hi (Your Friend’s Name), :‘
This is (Your Name) and I'm learning how to use email.

Please reply to this message so | can practice. Thanks,
(Your Name)

RA 2]

8. Click on "Send” (see yellow arrow below).

Com POSE (Pplain | Color and Graphics) Send a Free Greeting

Save as a Draft Spell Check
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http://us.rd.yahoo.com/mail_us/dcompose/?http://greetings.yahoo.com

Basic Email

Allie

Writing (Composing) an Email Message (continued)

9. The page that opens will look like this:

Message Sent

N
| Senttor

3 yourfriendsID@yahoo.com

Ba

o Inbox

This shows that your message was sent to your friend or family
member.

10. Click on "Back to Inbox" (see yellow arrow above).
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http://us.f205.mail.yahoo.com/ym/ShowFolder?rb=Inbox&YY=98456&YN=1

Basic Email

Writing (Composing) an Email Message (continued)

11.Look for a toolbar that looks like this. Click on "Sign Out”
(see yellow arrow below).

Mail =| 5 Addresses ~ [E5Calendar = ﬁNoteQad -

12. The page that opens up look like this:

YAHoO! Mail &¢ Yahoo! - Help

You have signed out of the Yahoo! network.

This shows that you have signed out from your email.
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http://us.rd.yahoo.com/mail_us/pimnav/mail/*http://mail.yahoo.com
http://us.rd.yahoo.com/mail_us/pimnav/ab/*http://address.yahoo.com/yab/us
http://us.rd.yahoo.com/mail_us/pimnav/cal/*http://calendar.yahoo.com
http://us.rd.yahoo.com/mail_us/pimnav/np/*http://notepad.yahoo.com
http://us.f205.mail.yahoo.com/ym/Logout?YY=83415&inc=25&order=down&sort=date&pos=0&view=&head=&box=Inbox&YY=83415
http://www.yahoo.com/
http://help.yahoo.com/help/us/edit/

Basic Email

It's important to make sure that you hang up or turn off the Internet
when you are done using it. If not, you are still "online” while you are
working on something else. This ties up your phone line and you are
charged by your Internet Service Provider for those minutes or hours (if
you do not have unlimited use).

Here is how you hang up or turn off:

Close the browser using the "X" and then double-click on the two
computers icon (bottom right of desktop) and select "Disconnect” OR
You can "Right Click” and select "Disconnect.” Disconnect means you are
hanging up.

S

- W

= =)
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Basic Email

Replying to an Email Message

1. Get on the Internet by double-clicking on the dialer icon.
Type in your password, click on "Connect.”

2. Type in: http://mail.yahoo.com/ in your address toolbar.

3. Type in your Yahoo!ID, password and click on "Sign In.”

YAHoOO! Mail &¢ Yahoo! - Help

Welcome to Yahoo! Mail

You must sign in to read or send mail.

/ \ Existing Yahoo! Users

Enter your ID and password to sign in

2 I > Yahoo!lD:

Password:

Sign In

N / I

Developed by Barbara Ibaiiez , Judith Stevens and Jon Peterson, No Walls Program at the Center for Development and Disability, a University Center of
Excellence on Developmental Disability Research, Service and Education, Health Sciences Center, University of New Mexico
Funded by United States Department of Education, Office of Vocational and Adult Education,
Community Technology Centers Program

Page 12



http://mail.yahoo.com/
http://www.yahoo.com/
http://help.yahoo.com/help/us/edit/

Basic Email
Replying to an Email Message (continued)

4. Click on "Inbox"” and see if your friend or family member
replied your email message.

Welcome, Your Name |

[*<] Youhave 1 unread messages:
Inbox (1)

5. If your friend or family member replied to your email, read
the message by clicking on the "Subject” link.
6. After reading their reply, click on "Reply.”

|
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Basic Email

Sending an Attachment
1. Type the following message in the text box:

Hi (friend or family member's name),

Thanks for replying to my message. I need your help. Please open and look at the attached
document, "My Dreams.” Please type at least one sentence at the end of it. Write what you

think about my dreams. Please “"save as” "My Dreams+" and email it back to me. Thanks for
helping me learn how to use email! (Your Name)

2. Click on "[Attach File]” under the "Subject.”

Subject:
) ‘ Re: Reply Back Please

Attachments: [ Attagl Files ]

8
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Basic Email

Sending an Attachment (continued)

3. Click on "Browse” on the right side of "File 1” (see yellow

arrow below)
Attach Files

Select Files

Click "Browse" to select a file. You can attach up to 3 files for a total of 3.0 encoded megabytes [what's this?].

¥ Want to see a progress bar when you upload your file? Make Yahoo! Mail your default email program.

File 1: | | Brows%}

L

4. The "Choose File” window opens up. Using the “Look in” pull-down
menu, find and select your "MyDreams” document located in My
Documents or the Local C Disk. Click "OK" and that window closes.

5. Now, you are back to this "Attach Files” window (as in #3 above).
Click on "Attach Files.” Wait as Yahoo attaches file to email.
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http://us.f418.mail.yahoo.com/ym/MailTo?download=1

Basic Email

Sending an Attachment (continued)

6. While waiting, a window opens that says, “Attaching File.
Please wait while we attach the file(s) to your message.”

7. After it is attached, a window opens that says:
Attachments. The following file has been attached:

@My Dreams.doc (25K) [Remove]
No virus threat detected
Attach More Files
8. Click on "Done” which will take you back to the “"Compose”
window.
9. Click on "Send” right under the word “"Compose” and the
message will be sent to your friend or family member.
10. Click on "Sign Out” - upper right corner.
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1.

2.

Basic Email

Receiving an Attachment

Check your email later to see if your friend or family member
has replied.

When they have replied, open and read the message. To
review and save the attachment, scroll down to the end of

the message where you will see a box like this:
Rt

Scan and Download Attachment
D Scan and Save to my Yahoo! Briefcase

View Attachment

Mydreams.doc
.doc file

Click on “"Scan and Download Attachment” and wait for Yahoo
to scan it for viruses.
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http://us.f418.mail.yahoo.com/ym/ShowLetter?box=Inbox&MsgId=7197_1753995_4160_1060_5044_0_944_28889_19390046&bodyPart=2&tnef=&YY=98969&order=down&sort=date&pos=0&view=a&head=b&VScan=1
http://edit.briefcase.yahoo.com/bc/bodaciousbarbi/reg?.regDone=http%3a//us.f418.mail.yahoo.com/ym/KioskBC%3fYY=98969%26order=down%26sort=date%26pos=0%26view=a%26head=b%26url=/ym/ShowLetter/barbi%25255fs%25255fdreams.doc%253fbox=Inbox%2526MsgId=
http://us.f418.mail.yahoo.com/ym/ShowLetter?box=Inbox&MsgId=7197_1753995_4160_1060_5044_0_944_28889_19390046&bodyPart=2&tnef=&YY=98969&order=down&sort=date&pos=0&view=a&head=b&ViewAttach=1

o

Basic Email

Receiving an Attachment (Continued)

. Check your email later to see if your friend or family member

has replied.

A window opens that says, “"Scan Results.” If the scan
result is, "No virus threat detected,” then, click on "Download
Attachment.”

A pop-up box opens called "File Download” and click "Save.”

A "Save As” window opens up. Using the “"Save in” pull-down
menu, find and select "My Documents” in Local C Disk. Open
"My Documents” and select "My Stuff” folder. Open "My
Stuff” folder and click on "Save.”
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Basic Email

Receiving an Attachment (Continued)
8. A pop-up box opens called "Download Complete.” Click on

"Open” to review the comments from your friend or family

member.

9. After you reviewed it, close the document, which takes you
back to “"Scan Results” window.

10. Click on "Back to Messages” and email a thank you back to
your friend or family member and "Sign Out.”
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Basic Email

What is next?

« Practice, practice, practice.

= Get email addresses from other friends and family members.

= Add them to your address book and send them email messages.

= Try using the Yahoo! toolbar where you can highlight your message
text and make it bold, etc. You can also insert pictures and symbols.

= Try using the "Reply All” and “"Forward” buttons.

= Be sure to "Delete” email messages from your "Inbox"” and “Empty”
your “Trash” on a regular basis. You need to keep the amount of
memory used down to a minimum. You can track it with the bar that

look likes this:
You are using 60%o of your 4.0MB limit.

= Have fun!
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