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Email: Open an Email Account 

 
Objectives 
 

·  Open an email account 
·  Compose and send an email 
·  Tips for writing email 

 
What is email? 
Email is short for "electronic mail.”  An email is just a message sent from one computer 
to another.  

Email sent over the Internet typically passes through several stations, called servers, 
much like post offices. You retrieve email from your email server either with an 
application or through a web site. Most free email accounts are accessed through web 
sites.  
 
What is an email address? 
Every email account has an identifying address, which always takes the form of 
“name@domain.com.”  The first part is the user name or ID. The second part is the 
domain, indicating the email provider. These are always linked by the “@” symbol. 
Email addresses cannot contain spaces. 
 
 
Open an Email Account 
 
How do I get an email account? 
 
In order to send and receive email, you must first set up an email account. If you 
subscribe to an internet service, you may already have an account. You can also get a 
free account on several web sites. This tutorial will use the email service provided by 
the web site Yahoo!® 
 
Signing up for a Yahoo! Account 

 
 
 
 
 
 

1. Open your internet browser and go to the 
address www.yahoo.com. 

2. Click the “Mail” icon at the top of the page. 

3. Click the “Sign up” link. 
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Suggestions:  Write down your User ID and Password immediately. 
 
 

  
 

You do not need to include an alternate email. You can also skip the “Customizing 
Yahoo!” section. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Enter your first and last name. 
5. Leave the “Preferred content” box alone. 
6. Select your gender from the drop-down 

menu and enter in your birthday and 
location information. 

7. Enter a user ID of your choosing. When the 
“Check Availability of this ID” button appears, click 
on it to see if that ID is already in use. 

8. Enter a password of at least six letters or numbers 
(and no punctuation) in the first password box; 
then enter it again in the next box.  Note your 
Password‘s strength. 

9. Choose a security question from the        
drop-down menu and enter your answer 
beneath it.  If you forget your password later, 
Yahoo! will verify your identity with this. 

 

10.   Enter the code shown in the 

        “Type the code shown:” box.  This is  
       to prevent automated registrations. 
11.   Finally, read the Terms of Service  
       and click the “I Agree” box. 
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When finished, you’ll see a welcome screen: 
 

 
 

 
 
 
 
 
 
 
 
 
Compose and Send an Email 
 
1. Click the "Compose" button  near 

 the top of the page.  
 

2. In the "To:" box, type the email 
address of the person to whom 
 you are writing. 

3. In the "Subject:" box, type the 
subject of your email.  

4. In the large box below, type your 
message. 

 
 
 
 
 
 
 
5. When you©ve finished, click the 

“Send” button. Yahoo will display 
a screen that confirms you©ve sent 
a message. 

 
 
Don©t use the browser©s "Back" button to return to the Inbox. The browser will show you 
an old, cached version of your Inbox or may not load the page at all. 
 
When you’ve finished using your Yahoo! account, be sure to click on “Sign out” at the 
top of the page. 
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Tips for Writing Email 
 

ACCURACY COUNTS 
Be sure to enter addresses correctly; even a small error will cause an email to be 
returned. 

ALWAYS ENTER A SUBJECT 
Always enter something in the subject field, even if it’s a simple “hello.”  Many email 
programs block messages with no subject. 

WRITING TO MORE THAN ONE PERSON 
If the message is for more than one person, you can enter several addresses in the 
“To:” field, separating them with commas.  

SAVING UNFINISHED MESSAGES 
If you wish to save an unfinished message to complete later, you can click "Save as a 
draft", and Yahoo! will store your message in the Draft folder. 

COURTESY COPIES 
You can send courtesy copies of your message to others by entering their addresses 
in the “CC:” field. If you use the “BCC:” field instead, those additional recipients will not 
be listed in the email header. In Yahoo! mail, click on “Add CC and BCC” to insert 
these fields on the Compose page. 

BE CONCISE 

Some people receive hundreds of emails a day, so keep e-mails short and to the point.  

DO NOT USE ALL CAPS 

This is the online equivalent of SHOUTING! If you have difficulty using the shift key for 
capital letters, use all lower case letters rather than using the caps lock.  

LOG OFF OR LOG OUT 

Logging off is especially important when using a public computer. If you do not log off, 
the next person on the computer can possibly use your account.  

PROTECT YOUR PASSWORD 

Never let anyone learn your password. Do not use passwords that are easy to guess 
(such as your dog’s name, your birthday, or your telephone number).  
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Email: Messages 

 
Objectives 
 

·  Read, reply, forward and delete messages 
·  More tips for writing email 

 
 
Reading Your Email 
 
To get into your Yahoo! account, you will need to go to the sign-in web page and enter 
your user ID and password. 
 

1. Go to mail.yahoo.com 
2. Enter your user ID the Yahoo! ID box 
     (You can leave off the "@yahoo.com”). 
3. Enter your password in the password box. 
4. Click the "Sign in" button. 

 
You will start out on the welcome screen.  
 

 
 
 
 

 

 

 

 

Much of this is advertising. To the left is a list of folders: 

Inbox: The folder for new messages. 

Draft: For temporary storage of email that you haven©t finished writing. 

Sent: For retaining copies of email you have sent.  

Trash: For deleted email; much like the Recycle Bin in Windows. 

You can also create or edit more folders by clicking "Add" or "Edit.” A number next to 
“Inbox” refers to the number of unread messages. 
 
Yahoo! may display a message like: 
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The message 
 

 
This tells you how much storage space you are allotted, and how full that storage is. If 
your Inbox is full, the email server will reject all incoming messages. 
 

Click "Inbox.” (Clicking the "Check Mail" button will also work.) 
 
You will see a list of messages. New, unread messages appear in bold.  To read one, 
simply click on its subject, not the word "Subject.” 
 

 
 

Click on the subject of the message you wish to read. 
 

 
 
Yahoo! will show more information, including the sender©s email address. Below that is 
the message itself. There may also be a tag line, or signature, below it. 
 
Other commands throughout the page may include: 

Previous: Shows the preceding message in your inbox. 
Next:  Shows the next message in your inbox. 
Back to Messages:  Returns to the Inbox. 
Printable View:  Redisplays the message without buttons, links or ads. 
Full headers:  Displays technical information about the message.  
 
 
Reply and Forward Email 
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1. Click the subject of the message to which you wish to reply. 

Above and below the message are two identical rows of buttons. In addition to those 
previously explained, you should also see two new buttons: 

 Composes a response to the sender of the message.  

 Sends a copy of the message to a third party. 

 
2. Click the “Reply” button. You will return to the Compose page. 

·  The "To:" field already is filled with the original sender©s email address. 
·  The "Subject:" field also is filled. It should read "Re:" plus the subject of the 

original email. This is a standard format for a reply. 
·  The message field contains a copy of the original message. 

 
3. Type your reply in the message box above the original message. 
 
4. Click "Send" then click "Check Mail" to return to your Inbox. 

If you do not have any new messages, wait a while and check again.  
 

5. Open the new message and read the reply. 
Now we can try forwarding a copy to another person. 

 
6. Click the "Forward" button. 

The subject is automatically filled with "Fwd:" plus the original subject heading; this 
too is standard. The message box contains the original message, to which you can 
add your own.  
 

7. Type the recipient©s address in the "To:" field.  
 
8. Click "Send", then "Check Mail.” 
 
 
Deleting and Organizing Email 
 
Click “Inbox” (or “Check Mail”).  Each message has a checkbox in front of it. You can 
move or mark messages by checking these boxes. 

 Sends the message to the Trash folder.  

 
Deletes the message and reports it as spam to Yahoo; it also 
lets you block future messages from that sender. 

 
Allows you to mark the current message as unread or flag it 
with an icon to draw your attention later. 

 
Transfers the message to a folder of your choice via drop-
down menu. 
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More Tips for Writing Email 

 
CLEAN YOUR E-MAIL 

Deleting unneeded e-mails from your inbox and folders will make it easier to look 
through your messages. You can also create unique folders to store your messages, 
freeing up space in the inbox. 

USE THREADS WHEN REPLYING 

Threads are a series of responses to an original message. When responding to a 
message, reply instead of starting an entirely new message. Keeping the information 
together makes it easier for the participants to follow.  

AVOID SPAMMING 

“Spam” denotes electronic junk mail. Sending junk email (such as an advertisement) to 
a mailing list or to someone you don’t know is considered “spamming”. Avoid this 
annoying practice. 

DO NOT REPEAT MESSAGES 

Sending the same message to the same recipient more than once can be perceived 
as pestering a person. Give recipients a chance to respond before re-sending the 
original message. 

DON’T OVERUSE DISTRIBUTION LISTS 

When you’re sending a message to many people, a long delivery list may appear at 
the top of the message. This can annoy readers and make your message seem like 
spam. 

SHORTEN LISTS 

To minimize the appearance of a long distribution list, send the email to yourself and 
blind courtesy copy (BCC:) the other recipients. Each recipient will see only his or her 
name at the top of the message. 

SIGN YOUR E-MAIL 

The recipient of a message can’t always tell the identity of the sender from their 
address. It is good practice to sign your e-mail with your name. Most email services 
allow you to create a signature that will automatically be attached to each message 
you send. 
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Email: Attachments and Address Books 

 
 
Objectives 
 

·  Sending and opening attachments 
·  Creating and using address books 
·  Email options 
·  Email safety tips 
 

 
Attachments and address books are helpful tools when working with your email 
account.  They both can assist you distribute your information more effectively and 
efficiently.   
 
Sending Attachments 
 
You can send nearly any kind of file via email: documents, spreadsheets, pictures, or 
even programs. These will be sent as attachments to the message.  
 
1. Open your email account and click “Compose.” 
      Fill in the "To:", "Subject:", and message fields.  
 
2. Click the "Attach Files" button. 
 
3. Click the "Browse" button next to “File 1.” 
 
4. Use the "Choose file" window that appears to 
      browse for a file on your computer.  Once found, 
      select the file and click the "Open" button.  
 
5. Click "Attach files.” A confirmation screen will 
     appear.  The attachment file size is also shown. 
 
The paper clip is the icon for attachments. 
 
6. Click "Done" to return to the email, then "Send.” 
 
* Yahoo and other services typically limit attachments to 10MB. 
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Opening Attachments 
 
If you completed the last exercise with a friend, you should now have a new message 
with a picture attached. 
 
1. Click "Check Mail" then click the subject of the new email to open it.  

The attachment is beneath the message. If the attachment is an image, Yahoo! will 
show you a small preview. 

2. Click the words "Scan and download attachment" next to the picture.  
Yahoo will check the attachment for viruses and proceed if safe. 

3. Click "Download Attachment.” 
Windows will give you the options 
of opening the file or saving.  

4. Click "Open" to view the full-size 
image or “Save” to save it to your 
computer. 

 
Address books 
 
What is an address book? 
 
Email providers allow you to store a list of email addresses; it keeps this list as an 
address book. As you use email, you may be given opportunities to save contacts to 
the address book. You can also enter a contact’s information directly into an address 
book. 
 

 

You can enter more information about your contact further down the page. 
 

6. Click “Save” when finished. 

1. Click the “Addresses” tab. 

2. Click the “Add Contact” 
button. Yahoo! displays a 
blank address form. 

3. Enter the name of person 
you wish to add to your 
address book. 

4. If you wish, you can make 
up a nickname, which will 
serve as a shortcut to the 
email address. (Click “Learn 
more” for a detailed 
description.) 

5. Enter the person’s email 
address. 
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Sending mail to your contacts 
 
Once you have saved a contact in your address book, you won’t need to type out their 
full email address to send them a message. 
 

 

 
 
 
 
 
 
Mail Options 
 
You can customize your Yahoo! account by clicking “Mail Options.” 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Spam and viruses 
 
 

1. Click “Compose.” 
2. Instead of entering an email address, 

click “Insert Addresses.”  An address 
book window will then appear. 

3. Check off the contacts to which you 
wish to send the message and click 
“Insert Checked Contacts.” 

4. Proceed with the email as usual. 

Clicking on any of the headings shown 
will allow you to tell Yahoo! how you 
would like it to deal with certain kinds of 
messages. Descriptions are given under 
each. 
 
Under “General Preferences,” you can 
change most of the default settings. 
Among other things, these control how 
your messages are displayed and 
sorted, and which features are available 
when you compose. 
1. Click on “General Preferences.” 
2. Scroll through the page and note the 

various settings you can change. 
3. If you make any changes, be sure to 

click the “Save” button. 
 
There are also options that help you deal 
with junk mail. These are listed at left 
under the category “Spam.” 
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Email Safety 
 
 
While email is a very useful way of communicating, a few potential dangers may lurk in 
your inbox. 

SPAM 

The term for any unsolicited bulk email or junk mail is called spam. Most is sent in an 
attempt to sell you something. It has become a significant annoyance on the Internet; 
most estimates state that at least 80% of all email is spam. 

Most email providers let you block or filter spam, and there are a number of spam-
blocking programs on the market. You can find more information by going to “Anti-
Spam Resource Center” in Yahoo! Mail options or by searching the web. 

VIRUSES 

A virus is a program that secretly attaches itself to another file or program. When that 
file is opened, the virus runs, spreading through other files and possibly stealing 
information from or causing damage to the computer. A common way for viruses to 
spread is through email. A virus can infect a computer and send email with a copy of 
itself disguised as an attachment.  

Don’t open any suspicious attachments, including those from people you know. If your 
computer has anti-virus software installed it should also prevent most infections, and 
some email providers, including Yahoo!, have an integrated virus check. 

PHISHING SCAMS 

Phishing scams are newer danger on the Internet. These involve emails that appear 
legitimate but are designed to trick you into submitting personal information, either 
though the email itself or by a link to a counterfeit site.  

Spam filters and anti-virus programs can block some scams, but it is recommended to 
never fill out forms in email asking for financial information and to never use the links 
in an email to access your accounts online. More information on phishing is at 
www.antiphishing.org and other sites. 

HOAXES 

A number of phony warnings frequently circulate through the Internet. You may 
receive email that warns you about a phony new virus, directs you to a prank web site, 
or asks you to forward a chain letter to everyone you know.  

These messages are usually more annoying than harmful, so the best tactic is simply 
to not forward them or follow their instructions. Keep your anti-virus software up to 
date and let it take care of any real threats. 
 


