Using Yahoo Email

1. Setting up an Account

Before you can use a free email service such as Yahoo Email, you must sign up for an account.  This process is free of charge, and may take anywhere from 10 minutes to half an hour.

Open your Internet browser, and type www.yahoo.com in the Address Bar
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You'll now see the following webpage.  Click the Check Email button at the top of the screen.
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This will take you to the Yahoo Email page, illustrated below.  If you already have an account, type your Yahoo ID and Password into the provided spaces, and click on Sign In.

If you do not have an account, click on Sign Me Up!




At the top of this page, you'll see a message saying that this sign-up sheet is only for Americans.  Thankfully, we aren't American, and are entitled to use the Non-US Sign up form.
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You'll now need to decide on a Yahoo ID and Password, as well as a "secret question" in case you ever forget your password.  BE SURE TO WRITE THESE DOWN, YOU'LL NEED THEM TO ACCESS YOUR YAHOO ACCOUNT.
Your Yahoo ID serves as the first part of your email address.  If your ID is georgesmith, your email address will be georgesmith@yahoo.com.  Your ID must be unique, so "george" probably wouldn't work -- it should also be easy to remember, so a random string of numbers and letters would be a poor choice.  Note that email addresses are always in lower-case letters, and that you can't use spaces.

Your Password proves you are who you claim to be, and lets you access your email account.  Therefore, it should be something you won't forget.  You'll be required to retype your password, to ensure you didn't misspell it.

You now have to specify a secret question and answer.  If you ever forget your password, you can have Yahoo ask you this question.  If you answer correctly, Yahoo will give you your password again.  The three possible questions are: City of Birth, Pet's Name, and Anniversary Date.  Click on the down arrow in the question box to pick one.  In the next box, type the correct answer.

However, you should never need to use this question and answer, because you wrote down your ID and Password, right?

Yahoo now wants to know your birthdate and current email address.  You must enter a date for the birthdate section, but the current email box can be left blank.  Under this section is check box labelled "People Search Email Listing".  Click on the checkmark to remove it -- this will help eliminate "spam", which is the electronic version of junkmail.

You'll now need to enter some personal information.  You must fill in each box, but the information only has to be as accurate as you wish.  You'll have to enter a First Name, Last Name, Country, Primary Language, Gender, Occupation and Industry.

Under this section is another check box.  This one, just like the last, should be removed.  Yahoo makes money by sending your profile on to various companies, who then send you commercial email; that's why you had to enter so much personal information.  However, removing this checkmark instructs Yahoo not to send you junkmail.  My advice would be to leave them all blank.
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When you are happy with the information  you have entered, scroll down to the bottom of the page and click on Submit this Form.  If there are problems with the form, such as information that you didn't fill out correctly, you'll be prompted to re-enter it.  If someone has already taken the Yahoo ID you wanted, you'll be asked to choose another.  When everything goes smoothly, you'll automatically be sent to your new account.
2. Using Yahoo Mail

This is the main screen of Yahoo Mail.
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At the tope of screen is a line welcoming you to Yahoo Mail.  Under this is a line showing you how many unread messages you have.

At the left of the screen is a blue frame that runs down the page.  From this frame you can access the different parts of Yahoo Mail.  They are: Check Mail, Compose, Folders, Addresses, Calendar, Search, Options, Help Desk and Sign Out.

Check Mail will take you to your Inbox, which is where all the messages you have received can be viewed.
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Right now, the only message you see if an automated email from Yahoo.  Any other messages you receive later will appear in a chart along with this one.

To view a message, click on the blue header under the Subject line.  The message will appear in a new screen.  After you have read the message, you can use the Delete button to erase the message, Reply to send a response to the sender, or Forward to send this message on to someone else.  Use your browser's back button to return to your Inbox.  If you'd like to keep this person's email address in your Addresses list, click on the Add Address button.  If you never want to hear from this person again, clicking on Block Sender will prevent email from this sender from reaching you.

To delete (erase) a message from the Inbox, select the message(s) by clicking the check box beside the sender's name; and then click on the Delete button.

Messages can be moved to different folders by first selecting the message, and then clicking on the down arrow in the Choose Folder box.  Choose a folder from the drop-down list, and click on Move.  More on folders later.

Receiving messages is all well and good, but you are probably going to want to send some messages, too.  To do this, go the left side of the screen and click on Compose.
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Type the email address of the recipient in the To: box; remember that email addresses are always in lowercase letters.  If you wish to send the same message to multiple people, type in each address, separated by a comma. Clicking on the Address Book link will bring up a window where you can choose from addresses, which you have previously put into your Address Book.  More on this later.

The Subject line is for the "title" of your message.  It can be left blank, if you wish.

The CC and BCC boxes stand for Carbon Copy and Blind Carbon Copy.  Blind carbon copy is useful if you want to send the message to two people (or groups of people) but don't want the first group to know about the second one.

Click the box beside the Save Copy of Outgoing Message to save a copy of your message in your Sent folder.  Saving copies of messages is usually a good idea -- it lets you keep track of what you've said to whom.  More on folders later.

Click into the large box below, and type your message.  When you are finished, go back to the top of the page and click on Send.  If you'd rather send the message later, click on Save Draft.  You'll then be able to retrieve the message from your Draft folder and send it at a later date.  You can also use the Spell Check button to have Yahoo try and correct your spelling mistakes.  Clicking on Cancel will send you back to your Inbox, and delete the message you were typing.

The Folders link, also at the left of the screen, will bring up a chart off all the folders you have in your account.  Folders are nothing more than different places to store email messages.  The folders that are there right now are Inbox, Draft, Sent, Bulk Mail and Trash.

[image: image8.png]Folder Name
Iibox

Draft

Sent

Bulk Mail [Empty]
Trash [Empty]

1
0
0

Messages Unread

Create a personal folder

Folder name.
Create new folder

Biitapersonal folder:

Toucurrently
don' have any

ersonal folders





You've already seen the Inbox.  The Draft folder is the home to any messages you have typed up, but chose to Save as Draft rather than Send.  Clicking the message link will bring up the draft, and allow you to make changes and send it.  Sent is an archive of outgoing messages that you have chosen to save.  The Bulk Mail folder is the dwelling of any message that Yahoo decides is junk mail.  The Trash folder houses all the messages you have "deleted".  They will remain here until you delete them from the Trash folder.  You can also create your own folders in which to store mail.  This provides a great way to organize your messages; by person, theme, etc. 

To do this, type a name for your folder into the Folder Name box, and click on Create New Folder.  This new folder will now appear along with the others.

If you get tired or writing down and trying to remember people's email addresses, then the Addresses section is made for you.  To find it, click on Addresses in the left part of the screen.  Click on the Add Contact link to start adding addresses to your list.  You'll have the chance to enter some information about this person, but it can be as simple as their name and email address.  Click on Save Entry when you are finished.  Clicking on the email address of someone in your Addresses list will open a Compose message screen, and automatically use that address for you.
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The Calendar section is home to a personal organizer, which lets you organize tasks by date and time.

Forgot where you put a certain message?  The Search section lets you do a search of all the messages in your account (ones you've sent or received) to find your target message.  This is especially useful if you have a crowded Inbox or multiple folders.

The Options section lets you access and change your account information, blocked sender list and other information.

Lastly, when you are finished using Yahoo Mail, click on the Sign Out button at the bottom of the navigation frame.  This ensures that you do not mistakenly leave your email account running, and prevents other people from accessing your mail.
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