
 1 

 

Working with Yahoo Beta Email 

 

• After successfully logging into your Yahoo e-mail account you 

will arrive at your Yahoo home page 

 

 

 

 

 

 

 

• Your ‘Home page’ has links to top news stories, sport etc if 

you are interested in these. 

• But you may wish to ignore the home page & go and see if you 

have any new emails, by clicking on ‘Check Mail’.

Your e-mail address 

Folders for 

storing your 

e-mails in 

Personalised 

welcome 

message. 

 

Address Book 

Your Home page Check Mail 
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Click on ‘Compose’ 

to write an email 

Click on your 

‘Inbox’ to 

see all your 

messages   

Click on a message in 

the top pane & you 

will see its contents in 

the bottom pane  

 

Click on ‘Print’ to print 

out your message 

Click on 

‘Reply’ to 

reply to a 

message   

Click on 

‘Forward’ 

to send a 

message on 

to someone 

else 

Click on ‘Options’ to 

change text size etc 

All Messages 

show in  

top pane 
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How to open an email 

• Click once on any message line in the top pane to see the 

details of the message in the bottom pane (see diagram above). 

How to reply to an email 

• When you want to reply to a message, click on Reply 

• When the Reply 

window opens you 

will see that 

Yahoo has done 

much of the hard 

work for you, by 

filling in the email 

   address of the  

   person you are  

   replying to, the  

   subject line, & 

   also a copy of the 

   message you are  

   replying to. 

 

• All you need to do is type in your reply, and click on Send! 
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• When you reply to a new contact Yahoo will automatically save 

the person’s email address into your contacts (see below). 

 

How to forward an email  

• When you receive a message that you would like to send to 

someone else, click on the Forward button. 

• The email will then open in a new window, where you can type in 

the person’s email address in the To: box, then click Send 

 

How to write and send an email 

• Click on ‘Compose’ or press the ‘n’ key 

on your keyboard.  

• This opens a new ‘Compose’ tab  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

• Type the email address of the person you are sending the 

message to in the ‘To:’ textbox. 

• Type the subject of the email in the ‘Subject:’ textbox. 

• Type your message in the large space beneath 

Click here once & type in Email Address  

Click here once & type in Subject (what email is about) 

Click here once & type Contents of message 

Click on this icon & the Compose 

tab opens in a new window. This will 

also get rid of annoying adverts! 
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• Click on the ‘Send’ button (shown at top left of diagram). 

• You will then see the 

following message: 

• Click ‘OK’ to be 

returned to your ‘Inbox’ 

 

 

 

 

Note: 

• Notice the ‘Options’ button at the top right of the diagram. 

You can click here to set mail options which will apply to all 

your messages. You may want to check this out & choose a nice 

style of text, & make it the colour & size of your choice! See 

what other options there are too… 

• Alternatively, you can choose style, colour & size for individual 

messages just above the space where you are writing your 

message.  

 

Adding email addresses to your Contacts (Address Book) 

• When you send a message 

to someone for the first 

time, Yahoo automatically 

adds their email address 

to your contacts, and asks 

you to provide their first 

& last name. 

 

• Yahoo will continue to automatically add all new email 

addresses to your contacts unless you click in this box to 

remove the tick. 
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Printing an email 

• To print off an email message click on Print 

 

 

 

 

 

 

 

 

 

 

 

• This will open a print window: 

 

 

• A print dialogue box will appear over the top of this 

• Click Print to print out a copy of your message 
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Signing out of your Yahoo account 

 

• When you have finished using 

your e-mail it is important that 

you sign out of your account so 

that no-one else can use it. 

 

 

• Click on ‘Sign out completely’ to 

finish the process. 

 

 

 

 

 

Moving between Yahoo & Yahoo Beta 

 

• It is very easy to swap between the 2 versions of Yahoo 

 

 

 

• To go back to the older version of Yahoo, click ‘Switch Back’ 

 

 

To return to Yahoo Beta click ‘Go to the all new Yahoo! Mail’ 
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