E-mail: Intermediate

Description: Learn how to use folders, view and attach files to an e-mail and set up an e-mail address book using a Yahoo! account.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 
Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts 

To be revamped 
Explain that this class is based upon using a Yahoo! e-mail account since this is a provider that the entire class can access today.  Most web-based e-mail accounts work in a similar fashion. Students will be using the Yahoo! library accounts

 (Pre class it save a good deal of time to log into the practice accounts before the start of class)

The main focus of the class is to teach students how to send and receive attachments via email other topics are managing contacts and using distribution list and creating and using folders.

Creating Attachments

Briefly explain what an attachment is and why they are used.  Examples of attachments are sending files of photos, a resume, report or school paper. Have students create a Word file with their name on it and save this file on the D: drive
Then have them return to their email account and attach it to an email sent to the instructors account, repeat this process this time using a picture from the sample pictures in Windows (My Documents folder( My Pictures) 

 Since this the main concept of the class allows students to do another attachment until they feel comfortable with the process.

Receiving Attachments
Explain that the universal symbol for attachments is the paper clip icon. By now you should have several emails that show this. You always know there is an attachment when you see the paperclip on an email in you inbox. To view an attachment click on the paperclip icon notice that was scanned by virus software I usually tell students that it is not a good practice to open attachments from unknown senders. 
Contacts
E-mail addresses can be difficult to remember.

Yahoo! Contacts allows you to keep a file of e-mail addresses frequently used.

Using Contacts reduces mistakes in typing which can cause recipients to not receive your e-mail.
Show Students where to access Contacts in Yahoo, demonstrate how to add a contact on the fly 
Demonstrate how after a contact has been entered how it is “easy” to access that contact using the “To” button in Compose Mail, also, demonstrate how Yahoo even anticipates addressees by listing alphabetically contacts that match the first letter of the person you are attempting to email.

Distribution List
Distribution lists (Demonstration only) Lists of names can be used to save time if you repeatedly send emails to the same group of people. Examples are activity groups such as book clubs, or family groups.

Click on Add List at the top, enter the name of your list in the first field, and a contact from your list OR a new email on the e-mail address on the second line.

Click on Save to save your list.

To edit your list, click on the list name in your contacts and Edit.  You can add more names or click on an existing name on the list to highlight it, and then click Delete.  Click on Save to keep your changes.
Folders
Folders Managing your mail box:  

Point out My Folders bar on left side. 

Look at the arrow to the left of My Folders.  Click on it if the arrow is pointing towards the right, to change it to pointing downwards -- now all your folders will be displayed.

Folders allow you to “file” e-mails like filing paper.

You can create your own personal folders to hold your important e-mails.

Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· CustomGuide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 
