Infroduction o Email

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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most browsers, email clients and all

relevant protocols including POP, SMTP, IMAP, SMIME and PKI
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~“ use your favorite deskiop email program

New User Sign Up @

Sign up for Net@ddress today and receive the

SAFe-biz

Sign Up Now
SAFe-haven

Safe-mail's Features

Symphony
Premium Services
Support

in.
when you communicate. Do not do busi
B A S —

with any of the ab

Member Name |

Password

Registered Users

Language Selection
ENGL ESPANOL PORTUGUES

Screen Name

M Expire Page Views: Better security if you are |
on a public terminal.

M Use Cookies For Security: Turn off Infrusion
Detection Notices.

&' aor'Mmail

ScreenName Q=w=

SignOn

el Password

| forgot my pessword

Tell me more
Erequently Asked Questions | Anti-spam Policy | Customer Service | Terms and Conditions

© 2005 USA NET®, Inc All Rights Reserved. U S. Patent # 5,837,161
Users of this site sgree to be bound by Net@ddress T@IMS and Conditions.

Having trouble signing in? Get help

Already have a Yahoo! ID?
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MODE: Standard

To use your personalized Excite home page, email, message boards, and/or
portfolio, you must either sign in or register as an Excite member.

Registration is 100% free and only takes a minute. You'll also get full access
‘to members-only features on Excite. If you're already a member, please sign

Already an Excite Member? Join Excite for Free!

Become a Member to get instant
access to free email, address book,
and a personalized home page.

Standard mode | Secure mode

Skip sign in: Remember my member
name and passvord on this computer

Signing in is easy!
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Return to the Excite Home Page
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AOL Anywhere gives you the ability to
accese your AOL Mail whenever you're
connected to the World Wide Web.



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....



Creating Your Account

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.

Already have an ID or a Yahoo! Mail address ? Sign In.

Fields madied with an asterisk * are required.

Create Your Yahoo! ID

K First name: | |

Let the email Lastreame: ] |
provider know who Preferre contert. | Yahoa! US. v @
you are and create g cender

Yahoo! ID: - |westerlib w@yahoo.com
user name & !D may consist of 8-z, 0-9 and undersLor:ps.
paSSWO I‘d . ‘ [ check awvsilahiity of This 1D |

Password: |....... |

Six characters or more; capitalization matters!

Re-type password: |.oo...o |

If You Forget Your Password...

Choose a queStlon Security question: |[Se|ec‘.‘(a0uestion] Vl
for the provider t0 | - vour answer | |

Four characters or more. Make sure your answer is memorable for you but hard for others to guess!
use should you _
Birthctary: |[SeledaM0nth] V| |dd ||m’y | El

forget your FIPiPostal code: I:I
password.

Alternate Email: | | El

Select additional
information to

Customizing Yahoo!

Inciuztry: | [Select Industn] "| .
Tie: <= personalize your
Specislization: | [Select a Specialization] Vl account -

Verify Your Registration

Erter the code shown: l:l More info 05

Thiz helps Yahoo! prevent automated registrations .

Enter the verificatiol

code... — ‘ ﬂ%ﬂﬁ |

Terms of Service

. ' " Flease review the following terms and indicate wour agreement belows. Printable Version
Read the provider's "Terms
. . 1. ACCEPTAMCE OF TERMS3 2
Of SerV|Ce" and CIICk the Yahoo! Inc. ("fahoo!™) welcomes wou. Yahoo! —
.. provides its serwvice to you, =subject to the
Agr% button to flnlsh your following Terms of Service ("TOS"™), which may be -
- H By clicking "l Agree" you agree and consent to (=) the Yahoo! Terms of Service
reglstrf[lon . \ and Privacy Policy, and (k) receive required notices from “ahoo! electronically.

[ | Agree ] [ 1DoMotagree |




Sorfing Out Mo

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.
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include new and old messages. Typically, unread messages will
have darker links ancead

messages lighter links.

Viewing Messages....

An old or new message can be viewed by

msn* Hotmail I PR —

clicking its related link. When you click

| ¥ K| Einbox

this link, the page will change to allow
you to view the entire message.

Welcome

[o: andFrom: information is on i, et 1k i oty o welcoms v e et the i szt prtl o

the web!
to p F_— As an Excite member, you're entitled to a variety of free features - here's one we suggest you take

advantage of right away
Personalize the Excite start page to get everything you want, the way you want it - all on one
page!
=P Cickhers to add or remove content such as your stock portfolio, news, "

I'he full message is below Personalize

now!

ange the page layout, so the content appears exactly ek Hore



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.

Premium Services | POP Ac

s 110t flagged. [ Flag for Follow Up ]
Date: “Wed, 29 Jun 2005 15:49:41 -0000

From: Email Tearm <ExcitelnboxTeam@excite. com:
[#£dd to Address Book | Block Address | Report as Spam ]

Subject: Welcome To Excite Email

ly Folders

Spam Tools

Spam Filter Level:

Medium w

Compose Sen(l| Save Draft | Spell Check | Attachl lllose|

deals from Separate your addrasses with commas (). Quick Address Book m

To: |ExcitelnbuxTeam@excite.cum Click here to setup your

| addre book!
/ Ce: | |
. Bec: p
The Reply butt()n or hnk CC. | : : | Complete Address Book
. Subject: |RE: Welcame To Excite Email |
will open a blank message & Priority: Copy message to sent folder
place the address of the GBS

sender of the original
message in the To: line.

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.



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.

Addresses westerlib@excite.com sign out
+ Check Messages & Compose Message NGremium Servicss | FOF Accounts | Mail Preferem|@g|
Compose send | reDrait | spellCheck || Attach || Close |
Separate your addresses with commas [.). Quick Address Book edit |

To: |Excite|nboxTeam@excite.com Click here to setup your

address book!

|

K5 Trash (Emety) Ce: | |
Bulk Mail (Emety) Bec: | |

|

Complete Address Book

Subject: |RE: Welcome To Excite Email

Priority: Copy message to sent folder

Attachments: None

My Folders edit

Spam Tools infg

Spam Filter Level:

Power Editor Format | Switch To Plain Version

5™ My Block List J|F°”t ‘ B @‘ B I U & % ]
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™, Custom Filters
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n Great deals from
4 d Dell |

Homeowners:
Click Here to
Refinance
_— - On Wed 06/29, Email Team = ExcitelnboxTeam@excite.com > wrote:

| { I ‘ Top Ten Digital

o Comerss From: Email Team [mailto: ExcitelnboxTeam@excite_ com)
To:
Date: Wed, 29 Jun 2005 15:49:41 -0000

Subject: Welcome To Excite Email

< I >
e Send/Receive (el ]

10MB emails! Append Signature |

Sendl Save Draft I Spell Check | Attﬁchl Closel

Typically, you will receive a message to gt
you know that your response has been sent
without a problen

Reply Sent
Mail Home | Inbox | Compose

Your email message was sent successfully.

Sent (1 unread message)
Be certain that your message was sent  1message -Page 1 of 1

by clicking theSent folder link to view [oocte Juioweoroar

a list of messages sent from your e Subiect
g y B4 [] ExcitelnboxTeam@excite.com RE: Welcome To Excite Email

account [ pelete Ir‘.'love to Folder




Creating a New Message....

Begin by clicking the Compose button or link. I:: om I] o5e M | i I

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.

Cu_mpuseﬂ [ Send ] [ Save Draft ] [ Discard ] @
Inbox .
Starred ¥¥ To: |
Sent Ml Add Cc | Add Bee
Drafis ) Subject:
All Mail
e &7 Attach a file
Trash Rich formatting = Check spelling
Contacts
w Labels
Edit labels
< Type your message here!
[ Send | [ SeveDeaft | [ Discad |
Sending Your Message....
When you have finished typing out your message, [ Sand ]
click the Send button or link.

Your messaqge has been sent.

If the receiving address is misspelied
or the receiver has changed his/her address,
your message will not reach him/her.



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

westerlib's Inbox - 1 mails, 21KB 013 Tl 2005 14:11
b Yrerwan 1 Forward L Resend )
PR Y Coto Joiovets rore TR Messags v
Ref: M1A-HVsWply_ Beportif spam @
Subject; Hello Email Lermers!
Date: 03 Jul 2005 14:02 Show Download
Should you receive a message From: "Eari May" <kmay@westervillelibrary. org> Save Addresses

To: <westerlibi@Safe-mail net>

that includes a Link,
single click on that link

=4 Show HTML. ..

With your left mouse butt()n Following is the text part of the message:

to open the web page Checie out his e
to which the link refers. hitp ffarers webopedia com
[ Reply J° Forward ] Message v
westerlib's Inbox - 2 mails, %KE 03 Jul2005 1431
[ Hext Man ]
[“ Reply YRepiyal I* Forward  J°  ReSend ]
Should you receive a message [“Mark I* Go to Y Move To Folder JEJITTRENNS Message ¥
. Ref: N1A-P5wGP_oaEy  Eeportif
that includes an Atachment e <
Subject: An attachment
Slmply Slngle click on that link Date: 03 Jul 2005 14:10 Show Download
. From: gmger ftzgerald <westerlb@yahoo.com= Save Addresses
with your left mouse button e T
Attachments: Save attachments

to Open the attaChed item. B An attachment doc (32K)

to tmy briefcase

14 Show HIML...

Attachments:

M 4n attachment doc (32E)

Yahoo! Mai
Stay connected, organized, and protected. Take the tour

L repiy L Forward Message ¥

WARNING: Do not open links or attachments
from email addresses you do not recognizel
They could contain a virus!



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.

Address Iﬂj hitp: | /www. weAervillelibrarny.ong/

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.

B —

http://www.westervillelibrarv.org/
T —

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.

Attach Fil
2. Click the Attach Files button. sch Fies |

File 1:
3. Click the Browse button. @ ¢ | _Browse... |

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.

File 1: |C:HDucuments and Setti = Browse...

[ReplacementsNesded doc |
I |

o ]
_Gomdl |

A Fies 1)

5. Click the Attach Files button, __reach Files |

When the file has been attached you will receive a message

and see a small paperclip on your message. g.?

Your file is attached!




Deleting Messages....

Delete: removing a message from your INbOX and sending it to the Trash folder

/ Delete | Reply vl Forward v| Spam | Mave... vl

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.

You may also be givenDelete
button or link while viewing your
Inbox. Select the message(s) you
wish to move to youFrash folder and
click theDelete button or link

This message is not lagged. [ Flag Message - Mark as Unread |
Date:  Wwed, 29 Jun 2005 11:47:29 -0700 (FDT)

From: & "vahoo!" <mailbot@yahoo, coms

Subject: Welcome to Yahoo!

To: wasterlib@yahoo, com

9’ MAIL
-

Hooray! Your first email.

Delete | Spam | Mark v| Move... -
nEIEtE [ Sender Subject [rate ] Size
westerlib@ Safe-mail.net Fwd: Hello Email Lerners! Sun 0703 3k
westerlib@ Safe-mail.net # Fwd: An attachment Sun 07,03 3ak
5 [ ¥ahoo! Welcome to Yahoo! Wy'ed 05/23 S62b
E I] { Check all - Clear All Messages 1-3 of 3 First | Previous | Mext | Last
e oo Delate | Spam | Marde v| Move... -
.......... i
Folders [Add - Edit] To permanently remove messages from

(A Inbox
(&) Diraft

(3 Sent
[F Trash

your account, click the Empty button
or link located near your Trash folder.
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