
Click here for instructions on creating a group which contains several e-mails
	Click here to get to Yahoo and then click the “Mail” button at the top of the web page.  

	1. To get to your address book, click the tab for “Addresses.”
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	2. To add an address, click on the “Add Contact” button.
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	3. Type the name of this contact, the e-mail address, and select a category if you desire.

· Categories make it easier to manage your addresses when you have a lot of them. You can separate “Friends” from “Teachers” for example. 

· You can create new categories if Yahoo’s don’t suit your needs or purposes.
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	4. You can add more information about this contact if you want. Click “Save” to save this information and leave this screen. Click “Save and add another” if there’s another contact that you want to add to your address book. 
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	5. The next screen will show you what you entered. Click “Done” to finalize this selection. 


· You can edit it, if you made a mistake, or you can delete it if you decide you don’t want to add it.

· You can send this contact an e-mail by clicking on the “E-mail” link.
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	6. Click here to get the e-mail addresses of your teachers. Now add the e-mail addresses of the teachers that you have this semester. If you know them, add the e-mail addresses of at least three of your friends.




Back to top

Back to top
Let’s say you have 10 friends that you e-mail the same message to all the time. Rather than typing their addresses individually, or inserting them individually from your address book, you can create a group (which Yahoo calls a List) and insert this one address which contains all ten addresses.

	Click here to get to Yahoo and then click the “Mail” button at the top of the web page.  

	1. To get to your address book, click the tab for “Addresses.”
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	2. Click the “Add List” button.
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	3. Type a name for this group. (No spaces or punctuation)

· Then choose those addresses from your contact list. (Hold the “Ctrl” key down as you click to select multiple addresses.)

· Click the “Add>>” button to create your list.
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	4. If you make a mistake, and want to remove someone, choose their name from the “List Members” window, and click the “Remove” button.
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	5. When you are done, click the “Add List button. If you decide you don’t want the list after all, click the cancel button.
	[image: image10.png]efox

Ele Edt Yiew Go Bookmarks Toos Help

=10l x]

G- - & ) ) [30 vemiiatiress e yahoo comiyabiusii 3627701451 rand=20731 4581 4ev=saestc=atist v] © Ga [[CL

|| Mozilla Firsbird Help | | Mozila Firebird Disc... | | PluginFAQ || Wheaton College: I

ahoo! My Yahoo! Mail S Lsearch | o
YAEOO! ADDRESS BOOK {5ias inktesins™* s wock Home - elp

Addresses ~ [ gl T S Sync - ImporvExport - Options

Add List

Use list narmes in Yahoo! Mail as a shortcut to email many people at once. [Learn More]

List Name

My Buddies

To add a new contact to this list, choose a contact from "My Contacts,

or enter a new contact. Then click "Add."

My Contacts List Members

Carol Sleeth <csleeth@as-law.com>
Golden Anderson <bomsteinsidal@yahoo.com>

at Hame Me <tcifford@redshifcom> ] _ada>> |

at'Yahoo Me <langdisrunner2002@yahoo com>

Carly Costanza <carly@barenakediadies zzn.com> | << Remove
" cam>’

Caroline Avery <waveryd3953@yahoo.com>

Debbie Coco <deoco@morterey K12 caus>

Don Gregary <teach141@sarthlink com>

Dr. JC Prado <cfrenchy@hotmail.com>

Fred Flintstone <flintstone@bedrock com>

Golden Anderson <bomsteinsidal@yahoo.com>

JanetMcGarvey <mcgarvey@harlin org>

Jenniter Lagier <jlagier@hartnell edu>

Jim Eliott <james_|_elliot@hatmail corm>

Dore

NEH







	6. When you have this list, you can add it, and all the contacts from this group will receive your e-mail.
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	7. Now create a new group of the teachers that you have at CHS this semester. Create a second list of friends that you have. Send an e-mail out to all of your teachers telling them something about you, your goals for this semester, or any concerns you have about school this spring. Type p5 somewhere in the subject line. 


Back to top






