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3.2 Introduction to Email



Objectives

e (Create an online email account
 Create a secure password

 Write, open, reply, send, and forward
email messages

e Add contacts to a contact list
 Send and open attachments




Email = Snail Mall
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Send messages Messages arrive
iInstantly after 2-3 days
Access anywhere Fixed physical
address

Free (with internet

access) Cost of postage




Other Advantages

e QOther tools (calendar, contact list, chat)
* Private (password protected)
 Access other parts of the web

 Send emails to large numbers of people
at once

e More than just text: share pictures and
other files

e Easyto organize




Anatomy of an email
address

GaryGlassjaw@gmail.com
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Email Lingo

e Send
e Reply
e Forward

* |nbox
e CC/BCC

Attachment
Contact list
Filter
Delete
Spam




Passwords

e Make your password difficult to guess

e Don’t use your dog’s name, birthday, or
complete words

 Use capital and lowercase letters,
numbers, and symbols such as

|@H#S%M&*()
 Longer is better (8 or more characters)
* Never tell anyone your password
e Know how to recover your password




Email Etiquette

 Reply vs. reply all
e Greeting and closing/Subject line
e Consider your readers

e Spell check

* Formatting

e DON'TTYPE IN ALL CAPS
* Protect privacy with BCC
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Spam

STOP SPAM:

e Never reply to spam

e Spam filter

e Separate emalil
accounts

 Give out your email to
those you trust




Phishing

== TrustedBank

Dear valued customer of TrustedBank,

We have recieved notice that wou have recently attermpted to withdraw the
following amount from your checking account while in another country: $135.25.

If this information is not correct, someone unknown may have access to your
account. As a safety measure, please visit our website via the link below to verify
ywOuUr personal information:

bttt trustedbank. com/general/custyerityinfo.asg

Once you have done this, our fraud departrment will work to resolve this
discrepency. YWe are happy you have chosen us to do business with.

Thank you,
TrustedBanlk

Mermber FDIC © 2005 TrustedBank, Inc.
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Beyond Email
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The Yahoo Look
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Discover Card
83 Sponsored

_ # Brookstone
® MNuWave
# (L Kitchens Bath & C
Last week
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® Twitter
® BJs Restaurants, Inc.
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® CanadaPetCare.com
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® CanadaVetExpress.co

* NuWave

® Twitter

Discover it Credit Card
Matches cash back earned your first year. See terms

Veterans Day Sale ends TODAY —Save 515 off any 5§75 order!
Be Prepared For Thanksgiving With Exclusive NuWave Cooktop Savings
Dent Miss Qut On Black Friday Deals!

Daily Meditation - Sunday, 13 November 2016
EndZoneScare.com Tweeted: Fantasy football impact: Tampa Bay running back D
Cheers to the Holidays!
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Hands-on Email

e 3.0.2 Creating an Email Account
e 3.0.3 Writing and Sending an Email

e 3.0.4 Reading and Replying to an Email
e 3.0.5 Forwarding an Email

e 3.0.6 Sending an Attachment

e 3.0.7 Opening an Attachment

e 3.0.8 Adding Contacts

e 3.0.9 Signing In and Out of Your Email
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