GETTING STARTED WITH EMAIL

Every day, millions of people all over the world communicate with each other through email. In 2011, there were over 3 billion email accounts, and new accounts are being created every moment. By creating an email account will able to send and receive messages instantly, helping you stay connected with your friends, family and the rest of the planet.

PART ONE—Create an Email Account
There are several different options for email providers. Some of the more popular providers are Gmail and Yahoo. Signing up for an email account is quick and simple. Here is how you sign up for a Yahoo account:
1. In your web browser, go to yahoo.com
2. Click the “Mail” button in the top right corner
3. Click “Create New Account” button in the bottom right corner
4. Fill out the required information including your name, username, password, and a few other things. Write your email address here:
My Email Address: ___________________@yahoo.com

5. Click “Create My Account” button
PART TWO—Write your First Email
Sending email is just about as easy as sending a letter through the postal service. And you don’t need to pay for a stamp!

1. Get the email address from another student. Write it here:
Partner 1’s Address: ___________________@yahoo.com
2. From the Inbox, click Compose Message. This will take you to a new window where you can compose an email.
3. Enter the email address of the other student exactly as written above in the To line.

4. In the Subject line, write “My First Email.”

5. Click in the big white box below the “Subject” line. This is the body of the message.
6. Write a greeting (Hello, Hey, Hi, etc.) and write three questions for your partner. (examples: What is your favorite color? What month is your birthday? Where were you born? etc.) Include a closing at the end (Thanks, Sincerely, Bye, etc.)

7. Click the Send button. Congratulations, you just sent your first email!
PART THREE—Read and Reply to Your Email

1. From your inbox, click the new email you received from your partner. This opens up the Read Message window.
2. Click the Reply button.

3. Answer your partner’s question and click Send (remember to include a greeting and closing).
PART FOUR—Forward an email

If you ever receive a funny or interesting email, you can share it with another person by forwarding it to them.
1. Find a new partner and get their email address. Write it here:

Partner 2’s Address: 
2. Now re-open the email you received from your original partner. This time click the Forward button. Carefully enter Partner 2’s email address. If you’d like, you can write something in the body.
3. Click Send. You’re done!

PART FIVE—Adding contacts

A contact list is an address book where you can keep the names and email addresses of people you communicate with. By creating a contact list, you won’t have to remember the exact spelling of other people’s email addresses. Here are two ways to add contacts to your list:
Method 1

1. Click the Contacts tab. Then click the Add A New Contact button.
2. Fill in information about your contact (name, email address, etc.)
3. Click the Save button. Now when you write an email to someone on your contact list, you only need to type in the first few letters of their name in the To line and their name will pop up automatically.
Method 2
1. If you receive an email from someone you want to add to your contact list, open the email and click the + icon next to the sender’s email address.

2. A window will pop up where you can fill out contact information.

PART SIX–Signing out and on
It’s important that you always sign out after you finish your email session. Otherwise, the next person to use the computer could get access to your personal information. Think of it like locking the door after you leave your house.

1. At the very top of the page click the Sign Out link. This will take you to the Yahoo home page.

2. To sign back into your email account, click the Mail button in the top right of the window.

3. Enter your Yahoo ID and Password. Uncheck the Keep me signed in box.

PART SEVEN–Advanced Email Tricks

1. Sending an email to multiple recipients: Put one address in the To line and another in the CC (carbon copy) line. If you want to hide the identities of your recipients from each other, use BCC (blind carbon copy.)
2. Formatting your email: Test the different tools on the format bar such as font, size, style, color, alignment.
3. Emoticons: An emoticon is a way to show your feelings in an email. Click the Emoticon button to choose from a face that represents the tone of your email. You can also type emotions on the keyboard. Some common emoticons:

	Happy
	:)

	Sad
	:(

	Wink
	;)

	Big Smile
	:D

	Tongue
	:P

	Angry
	X(


4. Attachments: Send music, pictures, documents, or any other type file as an attachment. Click the Attachment button. Go to the student folder and choose a picture to send as an attachment.

5. Organize email with folders: You may want to organize your email to make it easier to find something important later. Select a message by checking the box on the left side of the inbox panel. Then click the Folder icon. From the menu, select New Folder. Create a name for the new folder like “Email 101.” Your new folder will appear on the left panel. See what’s inside by clicking it. Additionally, you can use click the star icon to mark an email as important.
6. Trash and Spam: If you want to get rid of an email, select it and click the folder icon again. To delete the email, choose the Trash option. After some time, you will likely receive junk email called spam. Most email providers have spam filters built in, but if you receive a spam email, you should move it to the spam folder instead of the trash. That way you will teach the spam filter to recognize junk mail in the future.
7. Search old email: If you want to find a particular email, you can type a few keywords in the search bar and press “enter” to see all emails containing your search terms.
PART EIGHT–A Few More Hints

1. Decorate the Inbox: Click the Options menu at the top of the screen and select Themes. You can choose a new background for your inbox.
2. Keyboard Shortcuts: Save time by using keyboard shortcuts. Here are few useful shortcuts:
	N
	Create a new message

	M
	Go back to Inbox

	F
	Forward email

	R
	Reply to email


3. Customize Your Account: Click the Options menu and choose Mail Options. Here you can set up your account preferences. You can create a signature, program email filters, and a lot more.
