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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).
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* When you want to reply to a message, click on Reply
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* 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!



* 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
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» 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

4



 Click on the 'Send' button (shown at top left of diagram).
e You will then see the
following message:
o CIICk uo K; 1_0 b€ To the following Ennm.tts: |
\ , Patsy James <patsyjames@quista.net=
returned to your 'Inbox

@ Wessage Sent blah

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 choicel See
what other options there are too...

 Alfernatively, you can choose style, colour & size for individual
messages just above the space where you are writing your
message.

Adding email addresses fo your Contacts (Address Book)
* When you send a message

@ Message Sent Just Checking... to someone for the first
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k rmy Contacts (from now on)
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* Yahoo will ‘con'rinue to automatically add all new email
addresses to | your contacts unless you click in this box to
remove the tick.



Printing an email
+ To print of f an email message click on Print

ﬁr Reply = E‘-{r\‘ Forward % Spam i Delste  More Actions = View =

# B From To Subject
% Patsy James patsySljamesi@vaboo.co.uk  Hello
& Patsy James patsy.james@yaboo.co.uk Mally, ..
& Patsy James patsySljames@yvahoo,couk  Fwds Minubes Moose Yolunteer
colin macdonald patsySljamesi@vahoo.co.ak  Re: My cat Mally
Patsy James paksy . james@yahoo, oo, uk Hella. ..
Hello

(:l Patsy James <patsyjames@googlemail.com> [ Yiew To: patsyS1james@yahoon

Hello

How are you getting on with learning the computer & email?

 This will open a print window:

From: Patsy James

To: patsvsljames(@vahoo.couk

Date: Wednesdav, 7 March, 2007 7:02:11 PM
Subject: Hello

Hello

How are you getting on with learning the computer & email? It's fun isn't it once vou
get the hang of it.

* A print dialogue box will appear over the top of this
 Click Print to print out a copy of your message




Sighing out of your Yahoo account
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Sign Out, My Account, Switch Back
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Thank you for using Yahoo!

Return to Yahoo! Mail
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finish the process.
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Moving between Yahoo & Yahoo Beta

« It is very easy to swap between the 2 versions of Yahoo
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To return to Yahoo Beta click 'Go to the all new Yahoo! Mail’
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