: EMAIL - Show & Tell - Supporting Notes

1. | Start the email program ER— =]
Internet Explorer
Click on the Windows Start Globe (V) or the e Bl
Start button (XP) at the bottom left of the Lers WioH o
screen % Snipping Teol
. . — Pictures
Choose Windows Mail (V) [ 2= microsoft Office Excel 2007
Music
or Outlook Express (XP) R :
You may have to click on All Programs at the o ;
R R . L..___.- Microsoft Office Weord 2007
bottom of this menu if EMAIL is not one of N Recent items
A Backup and Restore Center -
your recently used programs “Globe” (V)or % P e
=
NOTE: Throughout these notes,: Start (XP) Button for Eywlﬂdowswbmbfcanter Network
XP = W|ndOWS XP OUtIOOk EXpreSS |p_§ Microsoft Office PowerPoint 2007 Connect To
V = Windows Vista
Adobe Reader 8 Control Panel
{ | > J ‘d_] Motepad Default Programs
. »  AllPrograms Help and Support
Start Search £ I_vo_"-—i—-“:r—
2. The Windows Mail window:
P -ﬁ ==
File Edit View Tools Message Help
2= %
4 LocalFoIdgr&-., Y9 % From __.....le.-----------------........ Received -
“ Inbmf.(%f] : (] 2nn= +2* Bill Enstable Fw: November Newsletter " 6610172009 18,
e t’:”" RESgpetpem ool | Bill Constable Cheap cars from China 06/01/2009 17-... "-
H; S:Ht;:ms %, *f++... | Bill Constable Beer to Hand 06/01/2009.17 "
s * Bl CEmaE "t x = e m s A Bh EMMAILNGbCEn  w o v wmw s nawmemnnn ot YT 00 1596
Deleted Items .
(, Drafts . 1l =] Aunt Mabel Aunt Mabel's Photo . 06/01,/2009 12:38
g iRk v "" i o Bill Constakle Picture .E 06/01/2009 11:44
5_-5} M|crosof't T T I \“ '_'_l_i Microsoft Windows M...  Welcome to Windows Mail : 06/01/2009 11:28
] Google Mail Team Google Mail is different. Here's what }r&u need to.. 06/01/200911:03
T Fr .“E|II Constable <vpconstable@googlemail, r_::* To: Jenny Cash <Jenny@t}en net> Cc Uncle
S Jec!'.,USA&EMAIL otes . -
i Jenn)' -+a couple §f things. : =]
" :
Firstly let me ifitrodufe two fictional U3A members who will be helpingkne ont with EMAN.
demonstrations Er.? weelss time:
Uncle Tom and Afeg Mabel as copied abovi. I am sending \OA-EH pﬁotos too! They arf quite
old and certainly in nped of assistance themsghves. .
8 messhge(s), 3 unread I ‘\‘ i '.furking:ﬂnline
= = I | AJ ¥ |
Your folders Who your message ?s‘from Preview of message l
Attachnient indicator ‘., Subject of message : Date message sent
Note that there are 3 unread messages — as shown by the 3 after “Inbox” and the 3 lines in bold
(See appendix Item 2 for the equivalent screen for Outlook Express)
3. | Appearance of your email window &
Message order | 1 g From Subject Received +
Look at the 3 main headings:
“From”, “Subject” and “Received”
If you click on “Subject”, messages will be
arranged in order, 0 to 10, then Ato Z. Click | cClick on From, Subject or Received to change the sequence of
again and the order will be reversed. your messages. Click a second time to reverse the sequence.
Similarly, if you click on “From” or “Received”, | You can even click on the attachment paperclip symbol to get all
then your messages will appear in sender or | emails with attachments to be first (or last)
date sequence. Can be very useful if you are )
looking for messages with a particular subject Note that the norm'al an_d default sequence is date order, |.E. the
or from a specific person. most recently received is at the top.
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4,

Creating and sending a message

Click on Create Mail — near the top left

When you have done this a new window will
open.

Click in the “to” line and type the email
address of the person you are sending the
email to

Click in the “Subject” line and type the —
subject of the email.

Click in the message body and type your
message

Note that once you have sent and received
lots of emails, your address book will be filled
up automatically. So to enter an email
address, try clicking on “To” and a window
like this will appear.

To send to Aunt Mabel, first click on her -

name /

Keep clicking on names and then “To” or “Cc”
until you have entered all your recipients.

Then click on “OK”

Then click on the “To” button

If there were no attachments, you could now
click on the “Send” button near the top left of

the window. \

This will send your email and place a copy in

your “Sent Iltems” folder \

Click on the “Sent Items” folder if you want to
view your sent emails.

h_ﬁ Inbox - Windows Mail

Eile  Edit View Tools

E Create Mail

Messag

| Reply %

A

| Santa's Photo -

4 1 Local Foldy i e
4 &% Inbox :

-

=nac

Bsend | (BB E D & % g L

File Edit View Insert Format Tools Message Help

- mm O

ot

| | Santa's Photo

— —— — — = == | = = = =
Arial -0~ E|B 1 LA|EEEE === -8&d
Have you seen the picture of me when | was "Santa" at the Marlow Late Night Shopping?
Lave. Tom|
Select Recipients @

Type name or select from list:

Find...

Message recipients:

£ Constable
[FU3A Uncle Tom

4 | (i |

E-mail Addres

Mame =
=] Aunt Mabel aunigaaet
™ | Y2=IBill Constable vbconstable@

christineconst

gw Contact || Properties

I

o

[E= Aunt Mabel

i i |

Co->

Beo >

\| oK |[ Cancel |

—

File Edit Wiew Insg

VR
To:  |Aunt Mabel <
B8] Ca i

™ Send

| Inbox - Windows Mail

File Edit View Tools

4 | Local Folders
4 pd Inbox (1)
-* Mchfee Anti-Spam
,g;f Outbox

.
\A "-_';l: Sent [tems

o Deleted fems
& Drafts
'5' Junk E-mail
5_3 Microsoft Communities

Messagj

B CrecteMail ~ B Reply &%

Note that the
“Subject” line of
your email is now
shown at the top
of the Email you
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5.

Attaching a Document or picture to an
Email

Using the example in section 4 above, let's
assume Tom wants to send the Santa picture
to Mabel

Click on the paperclip n in the dark -
blue header line

A new window will open

Choose the document or picture you want —
or choose the folder that it is in.

In this case, click on “Pictures” to display

your pictures and subfolders. \

In this case, the Santa picture we want is in
the folder called “Santa”.

So, double-click on the “Santa” folder
(some people find it easier to click once, then
click on “Open” at the bottom of the window)

The window will re-display, now showing the
contents of the “Santa” folder

Tom wants to use the picture named “Santa
and Elves 1”.

So, double-click on the desired photo (or click 7
once and then click on “Open”
\

Notice that the email now has an extra lin
showing the attachment you have selected.

| 7 Santa's Photo

- - - & F

==

File Edit View Insert Format Tools Message
™ Send ¥ B E

Help

To: !Aunt Mabel < el.ula@acoglernail.coms;

[CERe

=1 Subject: iSanta'

s Photo

¥

Favarite Links
E‘Z‘i Documents
Bl Desktop

:"..J Recent Places
M Computer

& Pictures

@ Music

E Searches
; Public

Folders

[ Open

PEcently Changed

U3A Uncle Tom » Pictures »

W Organize ~ 38 Views ~ [ New Folder

. Name’ Diate taken Tags

L

EMAIL Pix Flo1 yeg

Uncle Tom

~

Santa

Arial i - E|B 1 LA |EEEEESS?Y
Have you seen the picture of me when | was "Santa” at the Marlow Late Night Shopping? |j‘
=
Love, Tam| =
- . ey
:_Tf‘ Cpen m

Aunt Mabel

Rating

Sample
Pictures

File name:

~| (A Files ) =

]

-

Wy Organize ~

Ei Documents
W Deskiop
&

Cemputer
ictures

g Music

carches

4 Public

Folders

@Qv| |0 < Pictures » Santa

SE Recent Places

B3 Views ~ B New Folder

[#f Recently Changed

v“'| * | | Search

R._l: Santa's Photo

| Name Date taken Tags Size -
......................... Santaand  Santaand
Ehwes1 Ehves 2
A
File name: I [NI Files {7} vl
Open ] [ Cancel ]
_aww =]

File Edit Wiew
M send |V OBy

Insert Format Tools Message Help

25 To W aunt Mabel <auntmabel.ula@aooalemail.coms;

[EE Co: l

Subject: iSanta ‘s Photo

Attach: |;, Santa and Elves 1IPG (2.75 ME)

_Arlal

Now, to finish off, click on the “Send” button!
near the top left

Love, Tom|

"Bl uAEE

Have you seen the picture of me when | was "Santa” at the Marlow Late Might Shopping?

El==

¥

. |

1
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6.

Sending Email - The Outbox

Look at the “Outbox”. This is where Windows
Mail (V) and Outlook Express (XP) hold your
sent messages briefly while they are being
despatched. You may see a (1) showing that
your outbound message is there. It will be
there longer if there is an attachment, and for
a short mail note without an attachment, it
may be so brief you won't see it at all.

Only if the (1) stays there for more than 5 or
10 minutes should you be concerned that
maybe there is a problem with your
connection to the internet.

] Inbox - Windows Mail

Outbox

Eile

Edit View Tools Messa

s
W createMail - ﬁ Reply & /

4 Local Folders
4 ¢ Inbox (1)
|5 Mchfee Antj
i Outbox (1)
-‘ Sent Iterns

See also "Sending
mail” at the bottom
left of the Mail

winAAW

pam

b Tlncla Toen TTLA - v
B Working Online & Sending mail...

Receiving Emails

Your emails are held by your Internet Service
Provider (ISP) until you start your mail
program — either Windows Mail (V) or
Outlook Express (XP).

Just starting one of these programs wiill
cause the ISP to download your Emails to
your PC.

After that, the mail program will check for
new Emails every few minutes until you exit
your mail program. The frequency is a user
setting (File/Options/General) - it often
defaults at every 30 minutes.

If you have any new Email, you may see “Receiving Mail in
the bottom left of the Mail or Outlook Express window

After that it will change to “1 New Message” (or more)

A 4

nbh cottino it all ot o olumn

B Working Online %ﬁ Receiving mail...

Werking Online | 1 new ressage(s)

The Send/Receive Button

If you have reason to believe there is a new
Email waiting for you, you can also click on
the “Send/Receive” button near the mid-top
of the Mail window.

Ei

= Inbox - Windows Mail

le Edit ¥iew Toolss Message Help

) Local Folders | il 5

Reading your incoming Emails

First click on the Email you wish to read.

3] Inbox - Windows Mail

W CreateMiail ~ @ Rephy &% Reply All #8 Forward | o | .

a

File Edit View Tools

Message  Help [ 5=
B Send/Receive L |

 Local Folders " & % From Subject Received =

P> fell

This will now display in the Preview Pane
picture attachments will also be shown.

Reading emails in the Preview Pane can
be difficult if the email is long and the pictures
are big.

You can scroll up and down using the scroll

=<1 Aunt Mabel
| Undle Tom Marlow U...
! Uncle Tom Marlow U...
~1Bill Constable

My photo
Fwd: Santa’s Photo

Fwd: Cheap cars from China
Fw: November Mewsletter

12/01/2009 15:09 }
12/01/2009 14-...
12/01/2009 14:..
06/01/2009 18:00 -
From: Aunt Mabel <auntmabel.u3a@googlemail.com>  Te: Uncle Tom U3A <uncletom..,

ubject: My photo 1

" McAfee Anti-Spam
i Outbox
’::" Sent Items
w Deleted Items
# Dr
B Junk E-mail

2% Microsoft Communities -
Tom - here is my photo - | hope you think it makes me look good. Love, Mabel

bar on the right.

It is often best to open the Email in a new
and separate window

11

10.

Opening an Email in a New Window

Double click on the Email you wish to open —
or right-click and then click on Open

\ :.......

message(s), 3 unread L Working Online

——

ge

Help | Search

Received
12/01/200915:09 ¢

Subject

] Aunt Mabel My photo

1Undle Tom Marlow U... Fwd: Santa's Photo 12/01/2009 14....
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Look at the “Save To” destination,

if OK, then click on “Save”.

You may change the destination of your

saved attachment by clicking on Browse,
this will show you a list of potential location
where you may save the attachment.

[ Select All

v

SaveTo

.C.;:\"U.ser.;‘\.Un L= Ie‘ Tem {UEA]\F'l &u res

¥
-

11.[ Using the Email in a New Window £ My photo I
i i i (| Eile Edit View Tools Message Help
You can make the window any size you like 8 Reply @2 Reply AL B8 Forword | dmn 0|
by grabbing the sides or corners with your -
mouse and stretching. .
or, more_S|mpIy, you_ Can make it an”/—' Attach: ] Aunt Mabel.JPG (15.7 KB)
screen window by clicking on the
“Max|m|se/ReSt0re DOWn" button | Tom - hgf€ is my photo - | hape you think it makes me look good. Love, Mabel Tl
Once it is full screen, you will see more of
your email and any attached photos. You
may still need to scroll down (and even /
across) to see all of the Email and pictures. .
Note that there is now a line that shows the
attachment(s) to this email.
There are several ways you can now save b
the attachment(s). &
. — — - — —
12.| Saving Attachments - My photo J
) ) ) Edit View Tools Message Help
Click on “File” and a drop down menu will _»mmew B
appear Save As... 2
Slide your mouse pointer down and click on Save Attachments..
“Save Attachments”. —_— RS B [
IMove to Folder... B
Copy to Folder... =
Delete Message Ctrl+D ]
I
Print... Ctri+P
Properties Alt+Enter I
Work Offline
Close ]
A new window will appear which will list all Save Attachments s
the attachments to this email — only one in Attachrents Fo He Saved:
this example. = Aunt Mabel JPG (157 KEB) e
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APPENDIX FOR NOTES SPECIFIC TO WINDOWS XP

2. | The Outlook Express window:
¥ Inbox - Outlook Express
File Edit Wiew Tools Message Help '.','
; u—l o s“ ﬂ" wE e x = . LA IJz_I i
- Create Mail Reply Reply Al Forward Print Delete Send/Recy Addresses Find
B EE 0
| Folders x| [ % @ From Subject Received Size | Account
|3 Outlaok Express 0 & n gy
= @ Lacal FU"?TS‘ " 't- -4k = Aha Amazon.co.uk: Shape up for 2009 plus find great savings in 0... 12/01/2009 1 6IvE" e
i -5E2 Inbox, L RS S EohibE FAuE e 2 = w(Niale Wy acurhe Sreevels bhigestNUNkeO6TS = = n n w u n we n s u  u n i EOOE BE:E " " 0 " " " ARE
<8 Outhox 'k iﬁg?ll@dimoramanageme... Alf-.rm . A 29/12/2005 05:40 2KB
S Sent Trems “‘ |:j high_wwycombe_freec,..  [high_wycombe_freecycle] Digest Mumber 3678 H 28/12/2008 15:53 BZKE
- {'E' Deleted Ttems . Lﬁ Bill Constable Re: Phone call H 281212008 09:21 3KE
B} Drafts o -3 gili@dimoramanageme. ., Phone call 5 2611212008 06:37 ZKB
SE bill test mail Falder ”‘ @ Bill Constable Missed your call 5 27/12/2008 17:16 1KB
%4 Broadband * (3 high_wycombe_freec,..  [high_wycombe_freecycle] Digest Number 3677 - 271212008 15:42 61KE
% Calendar “' 23 Amazon.co,uk amazon,co,uk: Up bo 33% off in the Electronics January Sale 5 271212008 10:33 S3KE
& Caribbean 2003 A Ehigh_wycombe_freec...  [high_wycombe_freecycle] Digest Number 3676 H 26/12/2008 14:45 26KE
B Cortacts % = eBay hatters2006, have a clear out - Sp listings start tomarrow H 26/12/2008 13:44 60KE
: .
S Dawn & Kit %% Barbara and Dister Orkh Merry Christmas . 25202008 17137 4KE
Ié igh_wycombe_freec,,,  [high_wycombe_freecycle] Digest Mumber 3675 . 25/12/2008 15:21 Z28KE
SE E*Trad .
' S o thh_wycombe_Freec. .. [high_wycombe_freecycle] Digest Mumber 3674 . 24/12f2008 17:01 7EKE
T2 eb b .
& 2o = Londgn 'Wasps London Wasps Ezine: The PI‘Kers and coaches wish you a very Mery ... 24/12/2008 16:13 14KE -
B HETs i : = SR O S g
*
T Ttaly 2004 b e . \ 2
%1 Madeira ¥mas 2005 | From: Bl Constable To: wikonstable@amall.com H ﬁ
5B Nokes Subjeqt: Attchment For P H
B9 0F & HK 2006 H
6 Puglia Tertfe! .
S Tasks .
.
$E1 Tax Things H
=% U3A Test .
SE Test walks -
T A
.
.
.
.
.
.
.
& 12 e
3743 mess§ogels), 1 unread ‘ g‘iv\u'orking Cnline
“ -
\ . :
Your folders Who your message is ffgm Preview of message
Attachment indicator ubject of message : Date message sent
“ -
N .
.. s . .
Note that there is just 1 unread message — as shown by the 1 after “Inbox” and the 1 line in bold
OTHER ASSISTANCE
1. M al I Hel p nbox - Windows Mail
e

Never be afraid of using the Help pull-down menu,
then sliding your mouse pointer down to “View

Edit View Tools

W Create Mail ~ % Reply

Message [Ba008

View Help ]
4 | 0 Local Folders ‘ Questions & Answers from Communities %
4 | 44 Inbox (12) = . =
Help"' - & Mcafee Anti-Spam About Microsoft Windows Mail - i
1 “ ” H :?i o U :..Geoﬂl‘f;ean Mz;rl
You will see a menu of “Help” topics. ﬁﬂ‘ﬁ“ﬁtﬂ,ﬂ
Additionally there is a short video available at this | || Srias |
web address: Search Help %
http://uk.youtube.com/watch?v=H1rmf9 YUgU WerkingwithiNindce Mall

The same video can be seen directly on a
Microsoft web site and you can reach this by:

Clicking on your Start globe

Click on the line “Demo: Using Windows Mail”

You need to be connected to the Internet for this
video to display.

Windows Mail has the tools you need to exchange
to trade ideas and infarmation.
f

Here are help topics that provide additional
information sbout using Windows Mail
i

* Add or remove 3 Windows Mail account

« What are newsgroups?

« Find an e-mail or newsgroup message

« Block spam and other unwanted e-mail

« Troubleshoot problems with Windows Mail

For more information about Windows Mail, search for

“Windows Mail" in Help and Support.

e-mail with colleagues and friends, or join newsgraups

* Check for new e-mail .\
* View e-mail messages &
. Clicking on Help and Support o Write an e-mail message
» Open or save an attachment in Windows Mail
* Inthe Search line, type “using windows mail”
L]

5 Ask someone or expand your search
i1 Offline Help +
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