E-Mail Basics
Overview/Handouts/Notes 

Overview: In this class, you will introduce:  the concept of e-mail, what is needed to use e-mail, choosing an e-mail provider, security issues of viruses and spam.  Participants will learn to use an e-mail account by performing the following:  logging in, opening a message, deleting a message, composing a message and sending it, replying to and forwarding a message, and logging out.  Participants will have the option of setting-up an e-mail account through Yahoo! 

Handouts:  Events & Classes and E-mail Basics Handout(handout should be two pages, double-sided)
Notes: A ratio of one trainer for every three or four participants is ideal when helping participants set up their own e-mail accounts. If you think you need additional help, please contact the E-Mail Basics team leader or the PLT coordinator to see if volunteer class assistants will be available.  

Sections I-XII are covered during the first hour of class. Sections XIII-XV, where participants have the option to stay and set up their own e-mail accounts, are covered during the second hour. 

Open up the established training e-mail accounts and delete all old messages.  Using the address book in emailbasics18, send two or three new messages to each account including one to the account the trainer will use for demonstration purposes (emailbasics18). Note: You may want to log in to each training account before class to make sure the default interface is the “New” interface. The screen resolution may have to be changed for each monitor so page displays correctly.  The user names for the e-mail training accounts currently available are:

	emailbasics18 

(trainer account)    
	emailbasics19
	emailbasics20
	emailbasics21

	emailbasics22
	emailbasics23
	emailbasics24
	emailbasics25

	emailbasics26
	emailbasics27
	emailbasics28
	emailbasics29

	emailbasics30
	emailbasics31
	
	

	The password is : library


PLT Logins:

Two new logins should be used when teaching PLT classes in a hands-on environment: pubteach and pubtrain. The two logins have the same password. To obtain the password, please call the Help Desk. Use pubteach to log in the trainer’s workstation. Use pubtrain to log in the students’ workstations. (Exception:  Brookdale - don’t need to log in students’ workstations using pubtrain. These workstations are already logged in as public workstations). Place a card (3 x 5 note cards work well) at each computer terminal with the appropriate training user name and password written on it.  Collect these at the end of class to reuse.

Class Outline 

I. Introduction 

A. Introduce yourself, class assistant and volunteer(s). Write names on board if possible.

B. Describe the library services and classes, offering the Class brochure.

C. Point out phones, restrooms, and drinking fountain.

D. State that the purpose is to introduce attendees to e-mail and how to use it, with the option of    creating their own Yahoo! e-mail accounts later in class. Mention things we don’t cover that are covered in the Intermediate E-Mail class – attachments, folders, etc.
E. Mention handout.

F. Ask if they have an e-mail account already and if they know how to use a mouse. Stress the importance of mastering the mouse and keyboard to keep up during class.
II. What is E-mail? 

A. E-mail, short for electronic mail, is an application that allows you to send and receive messages over the Internet.

B. Compare e-mail to mailing a letter – you don’t have to know everything about the inner workings of the post office in order to mail a letter.

III. What You Need to Use E-mail

A. At home:  A computer with Internet access.

B. At the Library:  Nothing – computers are available at all Hennepin County Libraries where you can sign up for a free web-based e-mail account.

IV. Choosing an E-mail Provider

A. Point out HCL home page and the Internet link at the bottom left of page. This is also on page 1 of the handout. Internet ( E-mail @ the Library shows a list of web-based providers.

B. In choosing  a web-based e-mail provider, consider:

C.    Is it an established service?

D.    How much storage do you get?  Most major providers offer a large amount of storage and many offer unlimited storage. Yahoo! offers free, unlimited storage.

V. Using your Training E-mail Accounts

A.   Emphasize that in the first half of the class we will be using temporary e-mail accounts to practice.

B.   Demonstrate how to connect to Yahoo! Mail using trainer’s account. Students will observe this sign in procedure first. Note: If applicable, explain Original/Classic Yahoo vs New Yahoo and that you can currently switch back and forth from New to Classic. Explain they can try the Classic version and switch any time they’d like. New is the default interface of Yahoo Mail. Original/Classic is the secondary interface option. E-Mail Basics teaches the New version. New interface is improved – faster, more bells and whistles, drag and drop features, etc. 
C.    Point out that most of the screen in filled with advertisements that they can ignore.  Advertising supports the free e-mail.

D.    Point out “Help” in the upper right corner. Well-done, easy to use information.

E.    Hands on:  Step by step, help the students log in to their Yahoo! training accounts. Type in Yahoo! URL and sign in. Check to make sure the “New” Yahoo! interface is the default.
VI. Opening Up an E-mail Message

A.  Point out the e-mail account menu on the left side as well as different parts of the screen.  

B. Demonstrate the two different ways to open the inbox:  

C. Click once on any word labeled Inbox. 

D. Or, click once on the Check Mail button at the top left of screen.

E. Note that in Yahoo!, unread mail is in a darker, bolder font, opened e-mail is lighter font.  

F.   Hands On:  Have class open up the first e-mail message by double-clicking on the text of the message.

G. Reading pane feature. Turn on and off under “View” at top right of the Inbox tab. Click on a message – it appears as separate tab. Leave open or close as desired. “Next” and “previous” arrows/messages to view another message in the same tab.

H. Avoiding viruses:  Emphasize that viruses can be spread by opening up suspicious e-mail and/or e-mail attachments.  Don’t open an e-mail message or attachment unless you know who the sender is or know the nature of the e-mail.  Antivirus software and firewalls are effective but not perfect.

I. Close message tab at top right.

J. Go back to Inbox/click on Inbox tab.
VII. Deleting an E-mail Message

A. Delete unnecessary e-mail to keep things manageable.  

B. Hands on: Delete an e-mail (to avoid confusion it is recommended to just show one way of deleting a message in this class).

· Click/highlight message you want to delete. 

· Click on the Delete button at the upper left of the message area. 

· This e-mail should disappear.

C. Have students click on Trash folder and find their deleted e-mails listed.  
D. Can also drag and drop message to Trash to delete. Messages are deleted at occasional intervals. 

VIII. Writing an E-mail Message

A. Hands On:  Have class click on the NEW button at left of screen.
B. Describe the three main sections, or fields of a typical e-mail, filling in the boxes as students watch.  

· To:  Enter the e-mail address of the person(s) you’re sending the message to.  To send to more than one address, separate each e-mail address with a comma but no spaces.

· Subject:  Word(s) or short phrase describing the topic of the message.  Not required but strongly encouraged.  Many e-mail users won’t open up an e-mail message if there is no subject listed because it appears suspicious.

· Body:  Box where the message is typed.

(1) Participants should click in the To box and type in their own email basics e-mail address, the trainer’s e-mail, or a recipient of their own choosing.

(2) Have students fill in the subject box, type a short message in the text box, and click on Send
(3) A response that states Message Sent should appear. Click OK to close tab.
(4) Demo the SENT folder/link at left of screen to show where sent messages are kept.  

IX. Replying to/Forwarding an E-mail

A. Reply:

· Students should click on “Inbox” and open up any e-mail message.

· Click on “Reply” on top of message.  Point out similarities to a new e-mail message and how the cursor flashes above the original message – typing starts here.

· If you want to send it to the same address, click on “Send” after you finish typing.

B. Forward:

· This is used to send, or forward an e-mail onto someone other than the original person who sent it – forwarding the message to a third party.

· Process is very similar except click on “Forward” instead of “Reply”.

· Address box will be empty and must be filled in because message is being sent to a new, third party.

· If time, have students forward an e-mail message to their own e-mail account being used.

X. SpamGuard 

A. Do a brief demonstration by going to Options ( Mail Options(Spam 
B. Options provides ways to personalize your account.

C. Explain definition of Spam: any e-mail message that is sent to people who haven’t specifically requested it. 

· Spam is the electronic equivalent of junk mail. 

· Refer to the handout What is Spam? 

· Yahoo! Mail automatically activates SpamGuard when you open your account, but you can choose options for blocking certain types of messages.

D. Briefly point out other options, such as General, Filters, and Signatures.
E. Visit the “Help” link at the top right of the screen for additional information on these subjects.

XI. Logging Out

A. Emphasize that it is very important to log out completely from an e-mail account, especially when using a computer in a public setting such as the Library.  

B. Hands On:  Students should click on the Sign Out button.  A new screen will appear that stating “You have signed out of the Yahoo! network.”

C. At the library, it is a courtesy to click on Home and leave the HCL home page up on the screen before leaving the workstation.
XII. Review/Wrap-up

A. Remind students that they can always ask a librarian for help.

B. Those participants ready to leave and not return for the second half of class should fill out the online class survey found at Events & Classes (Classes(Class Survey.

C. Those interested in setting up Yahoo! accounts are encouraged to stay for the second hour. Those with established email accounts may leave if they wish or stay and practice/ask questions.
Optional:  Setting up an E-mail Account
                                  (5 minute Break can be taken at this point)

XIII. Setting Up a Free Web-Based E-mail Account

A. In this section, attendees will be setting up their own Yahoo! E-mail account.  

B. Yahoo! will be used because it has an established longevity and has a less complicated sign up process than many other e-mail providers. 

XIV. Demonstration: 

A. Begin by doing a demonstration for the class in setting up an e-mail account.  Stress that the class should be watching the trainer and should refrain from typing at this time.  (If the class is learning the material quickly the trainer may wish to demonstrate only as far as selecting the password) 

B. The following points should be emphasized by the trainer as he/she sets-up an actual e-mail account for demonstration purposes:

· Parts of an e-mail address (may want to write this on the board)
(1) A typical e-mail has four parts:  ID, @ symbol, provider name, and domain

(2) ID:  Makes your address unique.  Every subscriber to Yahoo! must have a unique ID       name.

(3) @ symbol:  Only e-mail addresses have the @ symbol, which distinguishes them    from www addresses.

(4) Provider’s name:  Organization that’s supporting the e-mail service.  This class is using Yahoo! as the provider.

(5)  Domain:  examples are .com  .net  .org   This usually describes the purpose of the organization that sent the e-mail

· ID/User/Login Name

(1) Located at the beginning of the e-mail address.  A collection of words, phrases or numbers which is your unique ID and must be typed in to log into your e-mail every time.  

(2) Yahoo! has hundreds of million users, all with their unique ID/User name so it is often difficult to come up with an ID name that no Yahoo! subscriber has used before.  

(3) If the log-in name is already in use, Yahoo! will prompt you to choose another one.

· Password

(1) Enter a word that is easy for you to remember but not easy for someone else to guess.  It cannot be the same as the log-in name.

(2) Password must be at least 6 characters long and capitalization matters.

(3) When the password is typed in, it will appear as a string of asterisks.

· “If you forget your Password…”

(1) Explain that Yahoo! needs to ask these questions to verify your identity.  Emphasize that the questions need to be answered correctly.

· “Verify your Registration”

(2) Yahoo! requires this in order to prevent automated registration

(3) Type in exactly, using capital letters etc.

(4) Make a guess – if incorrect, Yahoo! will give another code to try.


C. Hands-On:  Have Class set- up their own e-mail accounts at their own pace.  Assist as needed.

XV. Review and Wrap-Up

A. Encourage class to ask a librarian for help if they need it.
B. Remind students they can also sign up for Intermediate Yahoo! E-mail—but they must practice using their accounts

· If they don’t practice, they won’t learn no matter how many classes they take. 
· Also, if their e-mail accounts are not used, Yahoo! closes the accounts. This happens if an account is not logged in for four months. Participants would then need to start all over again with a new registration-user name-password, etc.
C. Ask everyone to fill out their class surveys at Events & Classes(Classes(Class Survey.
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