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	Good afternoon!  And welcome to Email Basics.  In the next hour and a half you are going to: 

· review our Internet policy

· Learn the basics of e-mail etiquette.

· Create an email account.

· Check, send and delete e-mail messages.
· Learn about hoaxes and free tools to check suspect messages.
Before we begin, I would like each of you to tell me a little about yourself, and what you are hoping to learn today.  My name is ...  I want to learn some names.

[Introductions]

Is everyone comfortable?  Set up OK?  Please be sure to let me know if I need to speak louder at any time.  

Before we do anything, let’s look at our Computer policies

Internet policy you can read at your convenience but let me clarify a few points.  Has anyone used our computers here at the library before?  Does everyone have a library card?

1. Please read through the “Acceptable Use Policy.”  Every person who registers for a library card is handed this policy, but if you have not read it, please do so. 

2. For #2 on the Internet use policy “reserving computer time”… 

3. Copies are .10 per page and you will be charged for every sheet that you print.  If you have any questions when printing, please as a staff member!

Definition of email: Email or Electronic Mail is a very common way that Internet users can send messages, video, and pictures to other people with Email.  You are probably here today because someone has asked you to get an email account so they can send you stuff.  In a minute, we will look at some free email accounts, but before we do, I just want to go over some basics of 
Email Etiquette
Emoticons

Now that we know some basics of email, we are going to register for an email.  There are 3 of the most popular sites that offer free email accounts listed on your handout.  Do any of you have an email account already?  Which site do you use?  For training purposes, we are all going to use Gmail.  If you have not registered for a Gmail account, please type in mail.google.com and either sign in if you already have a gmail account or create an account if you do not.   Follow the instructions onscreen for registering for an account
What is your email address

Now that you have an account, I want you to tell me your addresses.  Let’s go around the room.

Now I am going to sent each of you an email.  First I’m going to fill out the address line (enter addresses)  Notice that as I type each address, I separate them with a ;  

Now I’m going to enter the subject—this allows the person who is receiving the email to have an idea about what the email is about.  

Next I’m going to enter a message.  I have copies a message onto my clipboard and will paste it now.  To sent the message to all of you, I am going to click on SEND
Did you all get an email?  Notice how quickly you received a message that I just sent.  Pretty cool, huh?

You all are probably just dying to read the message, so next we are going to learn how to read emails.  Did you notice that the message I sent is in BOLD letters?  That indicates that the message is unread.  You can also see who sent the message, the subject, time and date.  TO read it, click on the subject (I’ll give you a minute).
Pretty simple so far, right?

OK, now say you want to reply back to me about this email.  It’s very simple—do you see the reply button bottom of the message?  If you click that, you will see that the address is supplied and now you have a space before the message that allows you to type something.  Go ahead and type THANKS! And your name then click SEND.  

There you go!  You might also have seen a “reply all” button.   If you use reply all, everyone who received the first message would get your reply.
OK—next us is forwarding an email.  Say you read my email and you want to forward it to your friend or friends.  At the bottom of the email is a forward button.  Click on it.  Now type in your friend’s email address (get the address of the person to your right).  Notice the subject line changes to FWD: and the previous subject?  You can leave it that way or if you want to change it, just click in the box.  Notice in the message area, the previous message is there with email addresses.  You don’t have to forward this information, in fact, I would recommend in most cases you take it out.  That way, you are not forwarding email addresses to everyone (endangering your friends to possible spam lists) and cluttering your emails with extra unneeded text.  Does everyone know how to delete text?  (Show how to move the cursor and delete if some do not know how to copy and paste).

You may also want to add a message to your friend.  Let’s type in “This is so funny.  I thought you would enjoy it! And your name.  Click on send

Did everyone get a message?

Go ahead and open it.

Now that you’ve read it, say that you want to delete it.  There’s actually several ways to delete items.  If you are in a message, you can click on delete and the message is deleted from the inbox.   
Let’s go back to the inbox, by clicking on either “back to the inbox” or the inbox in the left column.  You can also delete messages from here.  You can delete individual message or a whole bunch at once.  To delete messages, just click on the box in front.  Do you see a checkmark in the box?  You can click on as many boxes as you would like or you can click on one of the selection commands (all, none, etc)  Go ahead and click on all.  Do you see all the boxes marked?  Click on a box.  Do you see that the checkmark is now gone from that box?  Click on delete.  What happens?
Say that you made a mistake and deleted a message that you didn’t mean to (believe me, it will happen!)  Oh no, what can you do!  Your Gmail has a trash folder and emails will stay in the trash of up to 30 days (as long as you don’t empty it!)  To see the trash folder (and spam folder—another great feature) click on the 6 or more) in the left column.  Do you see the trash folder?  Click on it.

Do you see the messages you deleted?  If you want to bring one or more back, click on the message’s box so that a checkmark appears.  Then click on “move to”  Do you see Inbox?  Click on it.  Now click back on your inbox in the left column.  Do you see your message magically raised from the dead?  Let’s go back to the trash folder.  Do you remember how?
Is everyone there?  Alright, does everyone still have at least one message in the trash?  Then click on empty the trash.  What happens?  It’s gone now and you won’t be able to get it back.

What is Spam?  Spam is unwanted junk mail.  It’s great though to have a spam folder because sometimes, messages you may want occasionally are sent to spam.  You can periodically check your spam folder and delete messages that you don’t want or move any stray message you do, back to your inbox.

Now as you start sharing your email address with friends and relatives, you will begin receiving emails from them.  Many of them may be forwards from other people so I just want to warn you about hoaxes, urban legends and pranks.   (go over handout together)

Helpful Websites to Check:

http://www.snopes.com 

http://urbanlegends.about.com/
http://vmyths.com/
EVALUATION That’s it!  Thank you!  Today, we reviewed our Internet policy, learned the basics of e-mail etiquette, created an email account, checked, sent and deleted e-mail messages and learned about hoaxes and hoax checking websites.  Before you leave, I have an evaluation form that I would like you to fill out and return.  Other computer classes are available …  

	Computer policies
Go to each site and review email etiquee and emoticons
www2.cit.cornell.edu/computer/email/polite.html 

www2.cit.cornell.edu/computer/email/smiley.html 

Free email accounts handout

Get classes email addresses and write them down
Send sample email
Hoaxes handout
Evaluation form

Schedule information 


