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Lesson 7: Working with Email



http://labpub.com/learn/esl/complit2xp/

Lesson Objectives

B Computer Objectives:

A Sign in to emall and send a
message

A Reply to an email message

A Forward a message

Language Objectives:
A Describe signing in to email

A Describe actions taken with
email messages

A Describe how to reply to and
forward a message
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Concept 7.1

About Emall

B Emall is a fast and easy way to communicate to all
places on the Internet

B You must have an email address and Internet access
to use emaill

Send ] | Save as a Draft I | Spell Check | Cancel

Insert addresses or enter nicknames (separated by commas)

T hello@labpub.com

- —i Bec:
Subject: First message \
\Email address

£
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Concept 7.1

About Emall

B All ISPs (Internet Service Providers) give you an email
address when you sign up

A Can be free or for a fee ($$%$)
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Concept 7.1

About Emall

B An emall address has three parts and no spaces

1 2 3
USER NAME “AT” SYMBOL EMAIL SERVICE PROVIDER
student @ msn.com

student@msn.com

%

Email address
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Concept 7.1 About Email

B Many companies on the Internet offer free emaill,

called webmall

A The Yahoo! Internet company offers webmail

Search: |

YaHOO!

| web

— Entertainment Sports Video S
NIECE YOUT ma
& Motorcycle acrobatics .
. "‘-"I Hail
[ 1 wvalch this daredew] balance on a

£
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Concept 7.1

About Emall

B When you get a webmail account, you must choose a
username and a password

Sign in -

to-Xahoo! |__—Your email goes to your
Yahoo! ID / username

engsiudent23

Password

.......... | € Your password

protects your email

[J Keep me signed in

weehs uniess | 5ign out

I Sign In i

- No one can read your email without
1
" your username and password.
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Concept 7.1

About Emall

B \When you sign in, you enter your username and

password
Sign in i
to Yahoo!
Yahoo! ID
engsiudent1Z
Password
.......... |
ST a Click the Sign In button after you
have typed in your user name

and password
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Concept 7.2

Writing and Sending a Message

B Sending an email is like writing a letter

Click here and go to

your contact list
I:“"l Contacts Calendar Notepad

YaHOO!, MAIL

Claanic

Check Mail I CumpoiK

The Inbox holds

your email\

——

welcome, L Click here to start typing

i You have 1 wi

The Sent box holds
email you have sent

Folders [Add - Edit] Inbox (1)
% Inbox (1)
(sl Drafis Top Stories
Sent
%Spam [Empty] e
Lf} Trash [ Empty ) W‘@ﬁ

a new message
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Concept 7.3
Contacts

B A list of names and email addresses that you save to
use again later

Contact Information
Armande [Ediy
aaaaaaa dishere@aol.com
Hamy  [Edit
americand@msn.com
Janet [Edif
thisisit@hotmail.com
Sandra [Ediy
sandratZ3@yvahos, o
Sergio  [Ediy
computesdu@yvahoo

Vanessa [Edif]
numberi gifl@earthlin

O

O 000 O
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Concept 7.4
Reading Your Emalil

The email address of the person
who sent you the message

\ Previous | Mext | Back ke Messaoes Mark ag Unragd | 24 Bring
N‘hll I Reply = l Ferward i Spam I Move... v I

"Mﬂ Message Wednesday. August 5, 2008 3:15 PM

From: |G "My Friend" <myfriendstachocl@yashoo.com> [7]

. / To: sngstudentl23@yahoo.com \The date and
Your email Hj"a e time the email
address was sent

Thank you for your first email message. We will have fun sending and reading mail in this lesson

Your Friend R

\The message

LABYRINTLI

LEABNINGY

11



Concept 7.5

Replying to a Message

B To answer a message, you click the Reply button

Reply

[ngart addressas (separated by commas

Tg; [<my fmendatschool@yahoo.com>

Ce:

Subject: |Re: First Message

#7 Attach Files

%

Show Beg

B 5 o0 T ¢ 3

i

= On Wed, 8/6/08, My Friend <myfriendatschool@yahoo.com= wrote

Fram: My Friend <myfriendatschoal@yahoo com>
Subject: Re: First Message

To: engstudent 123@yahoo.com

Date: Wednesday. August 6, 2008, 3:15 PM

Hello Student,

Thank wnu for voor first amail messansa We will have fin sendinn and

Plain Text

i <

A

/You type your answer
above the message

that was sent to you

12
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Concept 7.5 Replying to a Message

B After you type your reply, click Send

Send ’ Save as a Draft | Cancel I

Insert addresses (separated by commas) Show Bec

To: myfriendatschool@yahoo.com

Cc:
Subject: Replying

.ﬁf\’!t‘tach Filas I

% & B 7 31 Lo O K — K

Thank you for answering my email. | will send you more email beca
Please send me some more email so | can practice reading it

Flain 1

= &

gad to practice

13
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