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1 Understand Email Etiquette
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Set up an Email Account

There are many choices for
free email accounts. If you
want to try another one
instead of Yahoo, go to the
Internet and type “free
email” in your search bar.
You will get a list of links
to free email.

Here are directions for
setting up a Yahoo email ac-
count:

1. Open Internet
Explorer.

2. Type www.yahoo.com
in the address field.

3. Press the Enter key on
the keyboard to go to
the Yahoo website.

4. Click on Mail.

Make Y! your home page Take a Yahoo! Survey from OpinionMart

YaHoO!

Web | Images | Video | Local | Shopping | more

Search: |\ Web Search

WMy Yahoo Page Options [¥]

Featured Entartainment Sports Video : : Lo
@ Answers B - Check your mail status: Sign In Free mail: Sign Up
& Autos i Breaking down the numbers

1 . . -\/ Mail @ Messenger w ? Puzzles
@ Finance Barack Obama is polling ahead, but 4 -
§ Games o John McCain has a bigger chance than it Weather
first appears. » Swing states Y 5107 %ﬁ' Local Q Horoscopes

@) Groups [ Election map: State by state
1 Hotlobs - * Can Florida avoid election chaos? =

= s
Efj Mans Pl o= e ecein ceuid | (] Mourners gsther &
(" Mobile Web overcome Obama's lead l| Hudson family jufieral

£ @i Seven easy dinner recipes Airline plg#€ to offer 515

@ Movies | TV | for the wask B flight=, At vith a catch
@ Music

» More: Featured | Buzz
P oM j— _ _

Literacy Volunteers of New Jersey Log On and Learn: Email

57


http://www.yahoo.com/

Set up an Email Account

YAHOO! MAIL

Chat right from
your Inbox!

you can email and
chat at the same time.

Now you have a whole new way to connect
with friends in the New Yahoo! Mail.

.L?.,c:i See which of your Mail contacts are online at a glance.
@ Chat right now — no download or setup required.

Instantly go from email to chat and back again.

» Eind out how to chat with friends from your Inbox today.

Yahoo! - Blog - Help

Sign in to Yahoo!

= Are you protected?
4 Create your sign-in seal. (Why?)

‘Yahoo! ID:

{e.g. free2rhyme@yahoe.com)

Password:

[C] Keep me signed in
for 2 weeks unless | sign out o)
[Uncheck if on a shared computer]

Forget your ID or password? | Help

Don't have a Yahoo! ID?
Signing up is easy.
Sign Up

Cne Yahoo! ID. So much fun!

Use your single ID for everything from
checking Mail to checking out Yahoo!
Music, Photos, Messenger, and more.

5. Click on Sign up.
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Set up an Email Account

6. Fill in the fields on the form.

To move from field to field in the form, use the Tab key on the
keyboard. : Fields-
i the boxes where you type. i
7. You will need to pick a Yahoo ID. This will be your address, For
example, if you pick “moose” your email address will be
moose@yahoo.com.

If somebody already has the ID you pick it will not be accepted.
You will have to try another ID.

8. You will also need to pick a password. Your password is your
secret code that lets you in to your account. You will need to think
of a password with at least six characters. You can use numbers as
well as letters.
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Set up an Email Account

YAFIOO!Y
Hi there!

b & £y

K We'll get yvou set up on Yahoo! in three easy steps! Just

= answer a few simple guestions, select an ID and password,
! and you'll be all set.

1. Tell us about yourself...
Ny Mame

Gender

Birthday

I live in

Postal Code

Yahoo! - Help

Already hawe an ID or Mail address?

Forget wour password or Yahoo! ID7

| prefer content from “ahoo! U.S. in English

- Select One - -
- Select Month - -

United States -

—————

2. Select an 1D and password

Yahoo! ID and E

Password

Re-type Password

Yahoo! ID field.

3. In case you forget your

Alternate Email

Security Question

Your Answer

Type the code shown

[
)

Click here when
you have filled
in all the fields
on the form.

Do you agree?

Just a couple more details.__

@ wahoo.com -

Fassword Strength

1D or password...

- Select One -

et =S

|:| | hawe read and agree to the “ahoo! Terms of Service and %ahoo! Privacy Policy, and to receive
important communications from Yahoo! electronicalhy.

| hawe alzo read and agree to the Mail Terms of Service.

For your conwvenience, these documents will be emailed to your ¥ ahoo! Mail account.

Create My Account Cancel
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Set up an Email Account

YA.HOO!® Yahoo! - Help

Congratulations, Frank!
A confirmation message was sent to you via email. 9 YOU Wl” see thlS screen Wlth

your account information. You

Below are your account details & Print Account Details
You will need this information to sign in to Yahoo! and to reset should print or save this
your password in case you forget it. Please print and keep this Ready to experience . .
infarmation in a safe place for future reference. Yahoo! Mail? lnformatlon.
Yahoo! ID & Email tomkinsfrank@yahoo.com
address: -
~— Continue

Alternate Email jt@Mvnj.org Wontlnue

Birthday Movember 2, 1968

Security Question What is the last name of your favorite
musician?

Install the new Yahoo!
Toolbar and make Yahoo!
Mail faster.

My Answer garcia (please follow the next few steps

Postal Code 08804 to get your new toolbar)

Boxes will pop up and

explain a little bit Getting started 1 of 5

Here's where you check messages,
abOUt hOW your new write new ones (including chat & text
email WOrkS messages!), and find old messages.

Mext
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Log in to Your Email Account

1. Open Internet
Explorer.

fr.:; Google - Windows Internet Explorer

EBX

—
Tl v

3] x| B

M http: f v, google. cam

File Edit ‘iew Favorites Tools  Help

2. CliCk in the i‘:? ﬁ'ﬁ? %j‘(}oogle

A - - *»
% | B 0L com - Welcome ko ACL [ ‘ ﬁ * B fey - |:hPage ~ () Tools -

address field.

Personalize this page | Sign in

Google

Web Images Video MNews Maps more»

Advanced Search
Preferences

I Google Search ” I'm Feeling Lucky l Langusge Tools

Advertising Programs - Business Solutions - About Google

Make Google Your Homepage!

22007 Google

Done

@ Internet

H100% v
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Log in to Your Email Account

3. Type in
www.vahoo.com

{= Google - Windows Internet Explorer |Z||E|[g|
Press the Enter @'C.}' v |Gl yahoo com IEIEIN |[2]-

File Edit View Favorites  Tools  Help

key on the keyboard.

Y —_ . »»
* & 8a8 " Google x L"-& ACL.com - Welcome to ACL l l ﬁ - B =y~ |k Page + {0F Tools -

Personalize this page | Sign in
Google

Web |mages Videe MNews Maps more s

| Advanced Search
Preferences

’ Google Search ” I'm Feeling Lucky ] Language Tools
Advertising Programs - Business Solutions - About Google
Make Google Your Homepage!
2007 Geogle
& Internet FA00% -
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Log in to Your Email Account

A Yahoo! - Microsoft Internet Explorer

File

Favorites Tools  Help

Qe - () |ﬂ @ _;j ;USEardw {:(Favnntes & E’:{- :_; - E i ‘a 3

4. Click
on Mail.

Address |g‘| http:/fwww. yahoo,com/

’ v| Go links ¥

Make Y! your home page | Get Internet Explorer 7

{
s your credit ugly? Ve have an attractive MasterCard for you ~

Shopping | more

Web | Images | Video | Local
YAHOO.’® Search: |

E3 ¥1 Answers: What is "defragmenting"? Find out.

My Yahoo! [ My Mail

ﬁ Autos

@ Finance
B Games
GeoCities
Groups
Hotlobs
Maps
Movies
Music
Personals
Photos
Real Estate

h

EFpeyPIEBE

Featured Entertainment | Sports | Life

Billionaire 'rock’ star

Why is unknown Dodgers pitcher Matt
White about to become the next
billionaire? = Find out

+ Hollywood madam gives L.A. the blues

+ Sign up for Fantasy Baseball '07

Unknoun Dodger could be | B Japaness automakers
billionaire ¢ dominste rankings
'American Idol' top 10 Historian Arthur

d vomen recap Schlesingsr dies

» More Featured

UPDATED!

% Sports

] Yellow Pages

W

® ¥ Telemundo

More Yahoo! Se

Small Business
. Search Ads"" "™

- Get a Web Site
* Domain Names

In the News | World | Local \ Video

= Democrats may cut $20 billion from Bush's military budget

= U5, Iraq forces to launch major sweep of Sadr City

= Columbine High School evacuated after bomb threat

= McCain says he regrets ‘wasted' lives comment | 22 McCain bid

= Paulson says China moving too slowly on currency reform

= Many Catholics seek healthier options to Lent fish fry

= Portland Trail Blazers president unexpectedly quits | Blazers stats

» More: News | Popular | Business

Markets: Dow: -0.0% Masdag: -0.2% Sponsered by Scotfrade

Stock Quotes: E

Marketplace

= eCi ce

Featured Services

* Downloads

* Health

* Kids

= Mobile

= Voice

» Personal Website
* ¥! International

5.00% APY Savings
W waMu

Now online with WalMu Free Checking. Free checks and
5.00%apv mare. Leam more and apply online in 7 mins or less.

Can't afford to quit your job? - Eamn your AS, BS, or MS degree online
in 1 year - Start now.

Mortgage rates near 39yr lows - 5430,000 for $49/day. Think you pay
too much? - Calculate new payment.

The average U.S. credit score: 675. The cost to see yours: 50 by

Fvnarian

Web Search

Page Options [¥]

Check your mpil status: Sign In Free mail: Sign Up

E Mail | @Messenger @ Radio |

i & Weather ﬁs Local Q Horoscopes
| |'§ ’5 |
T R R R R e R R AR R Ao

SIGN UP
BONUS*

GET DETAILS >

$25 Sign up bonus** - Open Ad - Ad Feedback

Inside Yahoo! Travel

Save on Havaiian getavays
Flight + 3 nights hotel from £212

Search Travel; [Enter City Name

Pulse - What Yahoos Are Into

Top-Rated Coffee Houses
- Grounded - Cafe Brazil
New York, NY Dallas, TX

* The Coffee Table - Cafe Intermezzo
Los Angeles, CA  Atlanta, GA

- Ritual Coffee - Espresso Vivace
San Francisco, CA  Seattle, WA

+ Common Grounds * Monkey Bean
Chicago, IL Danver, CO

# More Coffee Houses

Popular Searches: Today's Overall Movers

1 Beautiful Liar 5 Jesus Documentary
2 Toby Dawson & Dialidol

3 Minka Kelly 7 Ashley Olsen

4 upgrade U 8 Kate Walsh

£

ﬂ Done

® Internet
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Log in to Your Email Account

Sign in to Yahoo!

5. Enter your ID.

& Are you protected?
i Create your sign-in seal.
= | (Why?)
6. Press the Tab key on
your keyboard. Yahoo! ID:
jessicald|

(e.g. freeZrhyme@yahoo.com)

Passwaord:

7. Type your password. It % eeeseeens

will show up as dots,
not letters. This is so
nobody sees your password. [C] Keep me signed in

for 2 weeks unless | =ign out. '™
[Uncheck if on a shared computer]

. . S
8. Click on Sign In or press /
Enter on the keyboard. ____———— | Forget your ID or password? | Help

If you typed everything Don't have a Yahoo! ID?
right, you will be in your Signing up 15 easy.

. Sign Up
email account.

Literacy Volunteers of New Jersey Log On and Learn: Email



Write an Email Message

Once you are logged in, you can send email messages to other people who have email.

1 tomkinsfrank () Offline v X
1. Click on New YAHOO! MAIL tominsfrankO offine- Yahoo! | My Yahoo!
to erte a &Ched(l‘ﬂ'lai e %} Home || Inbox 1message x |
message. |Q Search M. Go Good Afternoon, Frank!
x R — E* You have one unread message in your Inbox
Fly from $49 Tue 11/11/08
a m(ﬂ' Top Stories | World | Entertainment | Sports Local ADVERTISEMENT
%] Drafis
Sent Gov't to announce new loan aid effort (AP)
Spam Empty AP - The government and the mortgage industry are set to announce the BRING YOUR
) most sweeping effort yet to help troubled homeowners by speeding up the
Trash Empty process for renegotiating hundreds of thousands of delinquent loans held by FRIENDS TO
Contacts add Fannie Mae and Freddie Mac. THE FUN.
! Calendar * Bush honors veterans at aircraft carrier Intrepid (AP)
Notepad = Obama marks Weterans Day with wreath-laying (AP)
All Feeds = Oil falls below $59, gasoline continues plunge (AP)
b My Folders Add = Most in AP poll confident Obama will fix economy (AP)

= Palin says she might run for high office again (AP) I::}
IMPORT CONTACTS FROM

OTHER EMAIL ACCOUNTS NOW
» More News

NOW YOU HAVE
UNLIMITED STORAGE FOR YOUR EMAILS

YrHoO! maL
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Write an Email Message

This makes a blank email message that you can type your message into
and send.

Notice that the email message has information on whom you are sending
the message to, what the subject of the message is, and then the message.

SIYIT UL, Y MLLUUIIL, P

£ Home || Inbox 1message % || [ New Email Message X
The email address <= send £ Attach SaveDraft % speling~ [ Cancel
of the person you | —% 1|
are writing to [_ce

Times New Roman = 12 - B I u % ‘s? ‘:—'9 éél - =3 H

The subject of the
message (what it
is about)

[The message ]/’

Literacy Volunteers of New Jersey Log On and Learn: Email
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Write an Email Message

1. Type the
email address of
the person

you are writing

to. —

2. Click in the
box where it
says Subject
and type the
subject.

3. Click in the

*III

Velcome, kikacheech
ign Out, My Account, Switch Back

{:\} Home

== Send saveDraft g Attach %% Speling = # cancel

Inbox 4 messages X '-\_ New email address x

To: | kikacheech@yahoo.com

Cc

Subject: | New email address

Times New Roman 12 B A | g & @ 8 —

Hi,
I just opened an email account. This is my address. Write to me here!

K

e

Il

Ji

+
[Inl
£
[l

message box.

4. Type your
message.
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Write an Email Message

Velcome, kikacheech
ign Out, My Account, Switch Back

£ Home  Inbox 4messages x| | § New email address X

5. Press the =) send [ SaveDraft, # Attach %% Speling » [F Cancel

Send button. — |
kikacheech @yahoo.com

Subject: | MNew email address

TimesNewRumﬂnD 12D B I u B ﬂ @ (% _—

Nl
\
[
.
[

Hi,

4 NOTE: You can put more than )
one address in the To field. To

do this, put a comma between K
each address.

I just opened an email account. This is my address. Write to me here!

Ld
[l

\__ A comma looks like this , J

felcome, kikacheech 6, YOU Wi“ see a Sign

ign Out, My Account, Switch Back
that your message
{:\} Home Inbox 5 messages * @ Message Sent
was sent.

@ Message Sent: New email address -
QR
- P

Recipients |1|:|t im your Contacts (check the contacts y
want to add
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Write an Email Message

( ® Try It Out!

Practice sending an email message.

You can send a message to yourself first for practice.
(Just type your own email address in the To box.)

Then you can write to Literacy Volunteers of NJ.

Tell us what you think of this computer book and tell us how your
computer lessons are going so far. To do this, send an email to

jt@lvnj.org.

BEWARE OF SPAM

Spam is junk email. The more you use your email, the more likely it is
that you will get Spam in your inbox. Sometimes Spam is just annoying
mail, such as advertisements. Sometimes it is unpleasant. Spam can also
be dangerous: it can be a virus that will infect your computer and
cause problems. If you get an email from someone you don’t know,
don’t open it—especially if it has an attachment.
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Attach a File

A paperclip
:is the sign

: for an
 attachment.

Create a New E-mail Message

1. Click on New.

& Chedk Mail @ Mew =

Q> Search Mail...

x Holiday Sale
Fly from $49

-

Inbox (1)
Drafts
Sent
Spam
Trash
Contacts
Calendar
Motepad
All Feeds

My Folders

Empty
Empty

Add

Add

DY WAUL, WY ARULUUTIL, M ld=siL

£ Home || Inbox 1message * || [ job posting x

== Send # Attach saveDraft %% Speling ~ 3§ Cancel

To: | kikacheech@vyahoo,com
Ce:
job posting
Times New Roman = 12 = B I u % ‘5? @ t'ié: —_

Hi Kika,
I saw this ad for a job and thought you might be interested.

Frank

2. Type in the email address of who you are sending it to into the To field.

3. Click in the Subject box. Type in the Subject. Press Tab.

4. Type in your message.
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Attach a File

1. Click on Attach.

il - L) oy LAUL, MY MALLUUTNIL, Midl] WldSSil
B, Check Mai @ New = 4 Home\| Inbox 1message x || job posting x
A
Qe searchval.,. | Go ||| 3Send @ Attach [ SaveDraft X Speling ~ f cancel
x Holiday Sale [ To: | kikacheech@yahoo.com
Fly from 49
[ Cc |
® Inbox (1)
] Drafts [ Subject: | job posting
':—a;l :Eﬂt Empty Times New Foman » 12 ~ B I U L w2 - B — E =
pam mp - .
i Trash Empty )
L= Contacts Add
:.‘ Calendar . . . .
B Notepad 1 saw this ad for a job and thought vou might be interested.
i otepa
E) AllFeeds
Frank
¥ My Folders Add
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Attach a File

2. A box will come up so
you can choose the file
you want to attach.

3. Click on the file you
want. Then click on Open.

/= (1 unread) Yahoo! Mail, tomkinsfrank - Internet Explorer provided by Dell

@ Chooze file

Favorite Links

o

Documents

Music

ma®

Pictures

; Public

Recently Changed
Searches

Recent Places
Desktop

Computer

WEBE

e

Faolders

@erﬁ:, b Admin » Documents »

File name:  security job

- |4"9 | | Search

- - oo
Organize ~ s Views - ‘ New Falder

Name) Date modified Type Size
@jmedia

|| netgear(use to restore wireless router).cfg
@]new kind of work plan

] MJALLnomination2007
@pascackmarchﬂ&[l][l]

__ pd brochure

@I_jReading Books with Adult Literacy and ...
@jsecurityjob

Iﬂ._j student involvement activities
@Students Served

Ig]sur'r'lmar}f - fall 07 regional (draft).
Ig]trair'ling_tur'|e—up_cor'|'l’irr1'1atior'|

el TrainingGuide_CD_Labels

A | L Untitled RealeBook 1.reb

ed at 3:08 PM

|
i
Al

> [ Al Files ()

[ Open
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Attach a File

You will see the
name of the file
you attached here.

4. Click on Send.

«ck Mail \'—}l MNew +

£ Holpe || Inbox

1 message ¥ || [ job posting X

= Send # Attach SaveDraft % Speling v [ Cancel Draft autosaved at 3:14 FM

To: | kikacheech @yahoo.com

oliday Sale
v from $49

1box (1]

-afts (1)

:nt

1am Empty
ash Empty
ntacts Add
slendar

Jtepad

| Feeds

ders Add

Cc
job posting

L e e e

Times New Roman

Hi Kika,

1z B I U0 L » = 4 —

n
Al
i
Ji

I saw this ad for a job and thought vou might be interested.

Frank

Reply and Reply All-

If you get a message addressed to a group of people, you can
i hit Reply and your answer will go to the person who sent you

i the message.

If you hit Reply All, your message will go to the whole group.
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Understand Email Etiquette

The Internet and email are new ways for people to talk with each other.
There are certain rules for being polite when sending email. These rules
are called email etiquette, or sometimes netiquette.

1. Make your subject line clear. It should be a summary of your message.

2. Don’t CC (carbon copy) people unless they really need to read the
message. Also, don’t hit Reply All unless everyone needs to read your
message.

JIYN UL, My ALLUUIIL M s

1y Home || Inbox 1message % || [Ed New Email Message X

== Send ) attach [ SaveDraft % Speling~ [ Cancel
~

[l

L

Times MNew Roman - 12 = B I u B 50 ‘:_‘5 @ —_—

(1]
il
[

i CC (Carbon Copy)-

{ An address goes here
: if you want someone
i to see a message even
i though it is not

i addressed to him or

! her.
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Understand Email Etiquette

3. Don’t share people’s emails. This is like giving out someone’s
phone number. If you want write to people who don’t know
each other, use BCC (Blind Carbon Copy). This way people will
not see each other’s addresses.

4. Write short email messages.

5. Don’t use all capital letters. CAPITALS ARE THE SAME THING
AS SHOUTING.

6. Don’t write anything private. Your email could be shared by
mistake.

7. Use a smiley to make it clear if you are joking. But only use
smileys for friends, not for work.

Some examples of smileys:

:-)  smiling/agreeing

:-D  laughing

;-)  winking; just kidding
:(  sad

These smileys came from
www.windweaver.com/
emoticon.htm

Visit this site or
paul.merton.ox.ac.uk/ascii/
smileys.html

to see more smileys.
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Understand Email Etiquette

8. Don’t send emails to lots of people at once. People might
think your message is spam. (Spam is email junk mail).

9. Don’t write nasty emails. Nasty emails are called flame.

10. Always sign your message with your name at the bottom of
your message.

These examples of email etiquette came from
www.learnthenet.com/english/html/65mailet.htm

[ ® Try It Out!
To make a smiley, type on your keyboard:
a colon :
a dash —

right parenthesis )

Literacy Volunteers of New Jersey Log On and Learn: Email

77


http://www.learnthenet.com/english/html/65mailet.htm

