Email - StepSheet

Email has evolved into one of the most useful forms of communication.  Most people actually believe that it will replace the postal service one day.  It allows people to communicate instantaneously over limitless miles all around the world. 

You will email your instructor, students, and friends.  TSTC provides free email service courtesy of NetMail.  (Instructions for logging on to NetMail are attached).  If you already have another email service provider or would prefer using another one of the many available to you (Yahoo, Hotmail), please do so.  The object of this assignment is to help you get acquainted with basic email communication.  It is imperative that you set up your account now due to several assignments throughout the semester requiring the use of email.  

Step 1. Read pages 40 – 42 in the Essential Computing Concepts of your book (attach).  It’s the orange section towards the back.  Pay close attention to the images on Figure 19.  All email software is composed of the same element—only on different parts of the screen.  
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Step 2. If you already have an active account, fill in the following boxes.  (If you DO NOT have an e-mail account, please refer to the attachment.  After following instructions, you will then be able to fill in these boxes.)

	Email address (Complete)
	Carrier (NetMail, Hotmail, Yahoo, etc.)

	
	


Step 3. Send an email to me with the following information.  

	To:
	reynaldo.robles@harlingen.tstc.edu 

	CC:
	Your email address

	BC:
	

	Subject:
	Email Assignment


In the body of the email, type a three sentence paragraph about yourself.  Then type two more sentences about your favorite movie (actors, plot, theme, etc…). 

Step 4. Find three other class members and write in their email addresses below.

	First Name
	Email Address

	· 
	1. 

	· 
	2. 

	· 
	3. 



Please email them a short, simple Hello.

Step 5. Forward one message you received from another classmate to me.  This is completed by first opening an email message; then clicking the Forward button at the top of the window that opened up; then typing my email address in the To: box (reynaldo.robles@harlingen.tstc.edu); and finally clicking send.

Step 6. After this is completed exit from your email and then log off the computer.  I will go by and check.
Compose:


Create a new email





Address Book: collection of email addresses





Calendar:


organizer





Exit





Help Menu





Click this to check if there are any new emails since you last logged on.





Delete a message if you have it selected





Preferences:


Used to change passwords and settings.
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