
 
 
 
 
 
 
 

Email:  electronic mail transferred from one account to another via the Internet 

Email address:  the account to which electronic mail is sent or at which it can 
be received (An Email address is written: username@emailprovider.extension  

An example would be westerlib@excite.com )   

There are numerous email providers.  Some are free, some are subscription based, some are 
housed online, some are available through Internet service providers, others require 
configuration to personal settings.  Here are a few screenshots of the possibilities.... 
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How to choose a provider... 
 

Ask yourself: 
� Will I keep messages for a long time? 
  If so, look for a provider that offers a large amount of space. 
 
� Will I be conducting financial or private business with this address? 
  If so, look for a provider that is concerned about security. 
 
� How angry will deleting junk mail make me? 
  The better the spam blocker your email provider has, the less junk mail  
  you will have to delete. 
 
� Will I need more than basic email access? 
  If so, look for a provider with the best price for your needs. 
 
 

 

Get an inside look.... 

 
Below are the URLs for a few popular email providers.  To find more, simply type 

"free email account" into your favorite search engine and browse.  Most 
providers include a virtual tour or basic fact sheet about their service. 

 

 

Yahoo Mail:  http://mail.yahoo.com 

MSN Hotmail:  http://login.passport.net 

SAFe-mail:  http://www.safe-mail.net 

 

 

 

 

Advancing technology... 
No matter which email provider you choose, as technology advances, so will 

your email service.  So, expect some changes…. 
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account:  your area in memory on an email provider’s server 

user name:  the series of letters and/or numbers that identify you to the email server 

password:  the series of letters and/or numbers that further verify your user name 
 

To create an account you will register information with a server by completing 

a form that includes personal identification information and create a user 

name and password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Read the provider's "Terms 
of Service" and click the I 
Agree button to finish your 
registration. 

Select additional 
information to 
personalize your 
account… 

Enter the verification 
code… 

Choose a question 
for the provider to 
use should you 
forget your 
password. 

Let the email 
provider know who 
you are and create a 
user name & 
password. 
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inbox:  folder within your account that holds received messages 

reply:  link or button that will open a blank message that is automatically addressed to 
the sender of the message for which a response is being sent 

send:  link or button that will send a message to the designated addresses 

compose:  link or button that will open a blank message 

 

 

Your Inbox…. 
When you first register for a new email account, the provider will typically send you a 
welcoming message.  To view new messages you will need to open your Inbox. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Viewing Messages…. 
An old or new message can be viewed by 
clicking its related link.  When you click  
this link, the page will change to allow  
you to view the entire message. 

 

 

 

 

The messages available from the 
Inbox will be listed for you.  
Typically, unread messages will 
have darker links and read 
messages lighter links. 

See what's in your Inbox by 
clicking the Inbox link.  This can 
include new and old messages. 

To: and From: information is on 
top… 
 
The full message is below… 
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Responding to a Message…. 
There are two ways to respond to a message you have received: 
 

Reply:  This button will allow you to send a reply to the address showing in the "From:" 
line of your message. 

Reply All:  This button will allow you to send a reply to the address in the "From:" line of 
your message, as well as any other addresses this same message was sent to. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

 

 

If the message had been sent to your address and others, the ReplyAll button 
will place the sender's address and the addresses of all other recipients in the To: 

line of your responding message. 

 

 

 

The Reply button or link 
will open a blank message & 
place the address of the 
sender of the original 
message in the To: line. 
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Sending Your Reply…. 
Once you have completed your response, simply click the Send button to send your message 
to the individual(s) in the To: line of your message. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Typically, you will receive a message to let 
you know that your response has been sent 
without a problem. 

Be certain that your message was sent 
by clicking the Sent folder link to view 
a list of messages sent from your 
account. 
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Creating a New Message…. 
 
Begin by clicking the Compose button or link. 
 
 

New Message…. 
When you click Compose you will receive a blank message.   

To:  insert the email address you wish to send your message to 

Subject:  type a short phrase here to let the receiver know what your message is about 
 

You must fill in the To: line to send a message.  The Subject: is optional. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sending Your Message…. 

 
When you have finished typing out your message, 

click the Send button or link. 

 

 

 

 

 

 

Type your message here! 
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Viewing Links or Attachments…. 
Link:  a hypertext version of a URL that will open a new online web page 

Attachment:  a separate file that has been attached to an email message 
 
 
 
 
 
 
Should you receive a message  

that includes a Link,  
single click on that link  
with your left mouse button  
to open the web page  
to which the link refers. 

 

 

 

 
 
 
Should you receive a message  

that includes an Attachment  
simply single click on that link  
with your left mouse button  
to open the attached item. 

 

 

 

 

 

 

 

 

 

 

 

 



 9 

Adding Links or Attachments…. 
 

To add a Link:  
1. When you are on the page you want a recipient to view, click in the address bar to 
highlight the full address. 
 
 
 

2. Open the Edit menu and choose Copy. 
3. Now, click in the text area of the message you want to send.  

4. Open the Edit menu and choose Paste.   
 

A live copy of the link will be added to your message. 
 

 

 

 
 

To add an Attachment:  

#1. You will need a copy of the file you wish to attach saved to your computer or some 
other saving media. 
 

2. Click the Attach Files button. 
 

3. Click the Browse button. 
 

4. Use the Choose File dialog box to find the file you wish to attach. 
Single click the file to select it.   

Then click the Open button. 

 
 The file path for your file will appear in the box. 

 

 
 
 

 

5. Click the Attach Files button. 
When the file has been attached you will receive a message  
and see a small paperclip on your message.      

Your file is attached! 
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Deleting Messages…. 
Delete:  removing a message from your Inbox and sending it to the Trash folder 

 
 

Typically, you will be given a Delete  
button or link while  viewing your 
message.  Simply click on the button 
or link to move a message you do not  

want to keep to your Trash folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  
To permanently remove messages from 

your account, click the Empty button 

or link located near your Trash folder. 

You may also be given a Delete  
button or link while  viewing your 
Inbox.  Select the message(s) you 
wish to move to your Trash folder and 
click the Delete button or link. 
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