INTRODUCTION TO USING E-MAIL

These exercises will introduce you to:

· Logging in to an email account

· Receiving an email

· Sending an email

· Logging out

· Printing emails

· Password reset procedures
THERE IS AN ANSWER SHEET ON THE LAST PAGE
LOGGING IN TO AN EMAIL ACCOUNT

Each time you wish to access an email account you must perform a log in procedure.
Logging in is also known as signing in or logging on.
To access an email account you must complete a login procedure.
1. Open a web browser.  

2. Maximize the browser window if the window is not fully covering the screen. (top right corner of the window)
3. Access the yahoo mail login webpage...
Either:

· use the web address
uk.mail.yahoo.com 

or

· use a search engine such as Google to locate the yahoo login page.
4. Check that you can now see the same screen as shown in the picture below. This is the yahoo e-mail log in webpage. 
5. Locate the sign in form containing 2 text boxes and a button. 
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The yahoo mail login screen

6. Enter the Yahoo ID (an email address) and password in to the sign in form.  



Yahoo ID:
drewjopp@yahoo.com



Password:
123456
Remember to first click into a textbox before you try to type
7. Check you have entered the details correctly.
8. Look for the button labelled sign in. 
9. Watch the screen to see what happens.
If you entered the login details correctly:

You will see a welcome page that looks like the image shown on the below.
If you entered the details incorrectly:

You will see a red error message. This is feedback telling you there is a problem.  
Read the message – it may give you a clue about where you made a mistake. 

Try to enter the details correctly once again. 
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The Yahoo Mail Welcome Page
CHECK FOR MESSAGES IN THE INBOX

Receiving E-Mail messages is like looking for letters in a real post mailbox. The only difference is that email messages are usually delivered a few seconds after they have been sent. Emails can be sent and received at any time of day and sent to anybody in the world who has an email account
1. On your screen you should now be able to locate the folders navigation area on the left side.

[image: image3.png]Folders  [add - Edit]
Eainbox {18}

@ Drafts (5)

3 Sent

@Spam (1) [empty]
( Trash tempty]




Folders Navigation Area
2. click on the Inbox link to see a list of messages that have been recently sent to this email account (look on the left side of screen in the folders) 
3. Notice the list of messages has appeared in the main area of the screen (message area). This does not show the messages in full. It shows some information about each message.
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List of messages in inbox
4. Check that you can see the list of messages on your screen before you continue. 

E-mail messages are sent by other people from other email accounts. 

Look at the picture below. Check you understand that each message in the list has information about:
1. who it was sent FROM
2. the SUBJECT (what the full message will be about

3. the DATE the message was sent

4. the SIZE of space on disk required to store it
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6 messages shown in an inbox
Usually the messages are sorted according to date. The most recent message is at the top.

OPEN AND READ A MESSAGE

The list of messages only shows information about each message, but not full messages.  
1. Look on your screen and locate the 4th message from the list of messages shown in the inbox. 

2. Using the answers sheet provided; for ANSWER 1 write down:

· Who the message is from
· What the subject of the message is

· The Date or time the message was sent

3. To open the 3rd message click on the 3rd message in the list. Click on the Subject part of the message.  The screen will change to display the full message. 

4. Read the message. 
PRINT A MESSAGE
You know how to access printing features through use of the FILE menu. Many websites do not create useable print outs if you try to use this method.  As an alternative a link or button will be provided to enable you to print. 

5. Locate a print link or button. Expect to find this somewhere just above the message. Click on the link.
6. When the printing options appear on screen click on the OK or Print button to confirm.
7. Collect your print from the printer. 

8. Write your name on the print out.

9. On the printout highlight or draw a circle around:

· who the message is from
· the subject of the message
· The Date and time the message was sent

10. Notice that a pop-up window appeared when you requested a printout. It will be obscuring the main mail window.

11. . Close the pop-up window with the close button. Make sure you use the correct button.  Do not close the window containing the main e-mail.
SEND AN EMAIL MESSAGE

Sending an e-mail is simple. 
To send an email message to someone all you need is their email address and a reason to send a message to them. 
1. To begin composing a new message; Click the New button.
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The New Message  button
2. Check that you can now see a screen similar to the picture below.  If not then try to click on the new button again.
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The compose message window
3. In the Main Message Area; begin your message Hello Jo. Write a sentence to tell Jo about the weather today. Type your name at the end of the message.

4. Type MY FIRST E-MAIL! in to the Subject: box
5. Enter the email address jobalmain@live.co.uk in the To: field box.  
You must enter the e-mail address exactly. 
Remember - E-mail addresses never contain spaces.

6. Check your work for mistakes. Correct any errors you find. Try to use capital letters and punctuation in the correct places. 
7. When you are happy that everything is correct, you can send the e-mail by clicking on the Send button.

8. If you did everything correctly then the screen will change to confirm that the message has been sent. You can skip to instruction number 12.
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Confirmation Message showing E-mail has been sent successfully

9. If you made a mistake you will not see a Message Sent confirmation. 
10. Look for on-screen feedback to help explain which part you made a mistake with. The most common reason is entering an invalid email address or forgetting to type any email address.
11. Correct your mistake and try to send the message again. Check that  you see the confirmation feedback message as shown above

12. To return to the yahoo mail greeting page click on the mail link.
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Click on mail to return to your greeting page start point
PRINTING A COPY OF A MESSAGE THAT YOU HAVE SENT

1. In the folders navigation area on the left side, locate the link marked SENT.
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Folders navigation area
2. Click on the SENT link.

3. Notice what happens. A list of messages should appear in the message area. These are the messages that have been sent recently from this email account.

4. Locate the first message. The subject of the message should look familiar. It is the message you sent to Jo a short while ago.

5. Open the message by clicking once on the message subject.
6. Locate a link or button to print the message.

7. Print a copy of the message. Write your name on the print out.
LOGGING OUT

When using public computers such as those in a learning centre, a library, or college; you should get in to the habit of logging out when you have finished using email.
Leaving an email account open may give someone the opportunity to access private or personal information stored in messages.
When you become more familiar with using computers you may register other personal accounts for online shopping, banking, insurance, social networking websites. 

When you finish a session using a service you must always remember to log out to secure your personal information and accounts from unauthorised access
To log out you must locate a link or button that is appropriately named.

They are usually to be found near the top of the webpage and they are often very small.
They may have different names such as :
1. Log out

2. Sign out

3. Log off

4. Sign off

Usually, you will be able to access the link or button from all pages of the website – this allows you to end a session quickly if you need to.

If you are not sure you can always consult the help section of the website you are using.
1. Locate a sign out or log out link at the top of the webpage. Click on the link. 

2. Check that you have logged out properly. If the browser window title (top left corner) no longer mentions email you have logged out successfully. 
3. To access the email account again you will need to complete the login procedure.

PRACTICE EXERCISE
1. Access the inbox.  

2. Locate the 2nd message

3. On the answers sheet, for ANSWER 2 write down the sender, the subject and the date or time
4. Open the 2nd  message and read it

5. Print the message. On the print out circle or highlight the sender, the message subject and the date and time. 
6. Write your name on the printout.


7. Compose a new message.
8. In the main message area type:

Hello Vic.  The details you wanted…

9. In the message area move the cursor down 4 lines by pressing the Enter Key 4 times.
10. Continue the message by adding the information you made a note of at step 3.
11. Move the cursor down 3 more lines.

12. Add your name to the end of the message.

13. In the subject area put type:

INFORMATION

14. In the email address (To:) you must enter this email address:

vicvicvic.2009@yahoo.co.uk
15. Send the email.
16. Print a copy of the sent message.

17. Log out of the email account. Close the web browser.

RESET AN ACCOUNT PASSWORD
Any service that requires login account authentication will provide a way to reset passwords.
You may need to reset a password because:


●
you have forgotten your password


●
you revealed your password to another person


●
you are experiencing a problem accessing the account


●
you want to make the password more complicated and secure 


●
you made your password to difficult to remember easily
The procedure requires that you verify you are the owner of the account. This involves answering several security questions which were set up by the owner of the account.

In this exercise you will complete the process of resetting a password for the email account with the email address drewjopp@yahoo.com
1. Open a web browser.  

2. Maximize the browser window if the window is not fully covering the screen.
3. Access the yahoo mail login webpage...
Either:

· use the web address
uk.mail.yahoo.com 

or

· use a search engine such as Google to locate the yahoo login page.
4. Check that you are on the correct page.
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5. On the sign in page; Locate the link labelled.

I cannot access my account
(See image on next page)
6. Click on the link.
7. On the page that appears you will be asked:

What's the problem you are experiencing?

8. Using your knowledge of forms; submit the answer
I forgot my password
9. On the next page enter the email address drewjopp@yahoo.com as the Yahoo! ID.

The code you see is called a CAPTCHA.  You can read more about this if you go to the BRC website.

10. On the keyboard, press CTRL and the N key together to open a new browser window.

11. In the new window access the website:

brc-it.yolasite.com/captchas.php
12. Read the article. Ask a tutor if you do not understand.

13. When you have finished reading the article; close the browser window
14. .Complete the CAPTCHA test and submit your answers with the next button.
15. The answer to the first question is 

simon
16. The answer to the second question is 

bilston resource centre

17. You must now set the new password. In both boxes enter the new password as 

654321
18. Submit the changes. Check that you are greeted with this message.
Hi Drew,

You have successfully reset your password. Yahoo! is changing the way you can recover your account in case you forget your password. The following information is required in order to use your Yahoo! account.

19. Click the Next button
20. Click the Continue button
21. Close all web browser windows
22. Redo from step 1 of this exercise but on this occasion change the password to:
123456
ANSWER SHEET

ANSWER 1 
· Who the message is from…………………………………….....
· What the subject of the message is……………………………..
· The Date or time the message was sent………………………...
ANSWER 2
· Who the message is from…………………………………….....
· What the subject of the message is……………………………..
· The Date or time the message was sent………………………...
WEBLINKS

Read about what spam is:

http://simple.wikipedia.org/wiki/SPAM
Read about what CAPTCHAs are

http://brc-it.yolasite.com/captchas.php



Main message area





 1 		     2			            3	    4









Page 14 of 15

_1276029096

