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Do you have a friend or relation living abroad? Perhaps there’s someone special who
lives in another city? Maybe you have friends who get together infrequently and like to
keep in touch. Staying in contact has never been easier – or cheaper – thanks to email.
Whether you need to contact someone in Birmingham, Bradford or Brazil, email will do
it for you easily, cheaply and almost instantaneously!
What’s more, an email address is often essential these days when requesting information
online, such as booking holidays or signing up to receive information.
Don’t have an email account? This module will tell you all you need to know about
setting one up, how to send and receive messages and much more.
Of course you’ll need someone to send emails to. You can always start by emailing
someone who’s working through the lesson with you and later perhaps bring along email
addresses of friends and relations.
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If you enjoy this lesson, make sure you try the next one in the series, which looks at using
the Internet for health and wellbeing.

Good luck and enjoy the session!

Birmingham Library Services
_____________________________________________________________________________________
Wired up to Wellbeing grew out of an initiative from Birmingham's Yardley Libraries to empower the
over-50s with support in using the Internet. The pilot project was part of the wider strategy of Birmingham
City Council to foster greater independence among older citizens. Yardley Libraries partnered with Flo-Joe
Training and Consultants to devise the course and deliver sessions to Library staff and members of the
public.
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Email is a system you can use to send messages from one computer to another. It’s fast,
it’s free and it’s very simple to use! An email’s not a physical ‘letter’ but a message you
can read on your computer. There are two types of email systems: services that live on
the Internet and software that is installed on your PC. You may have heard of some wellknown Internet-based services such as Yahoo®, Hotmail® and Gmail™. Well-known
software you can use to download and read emails on your computer is Microsoft
Outlook®.

A typical email address is made up of the following three
sections:
The bit that identifies you.

The email symbol

The email provider

donaldduck

@

yahoo.co.uk

No two people can have the same email address and as there are millions
of addresses out there your chosen name may have already been taken. If
you have trouble creating an account because of this, make yours unique
by adding memorable numbers at the start or end. For example:
‘1066harold@hotmail.com’ or ‘ghurst1966@hotmail.com’
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Using the information inside brackets, write the following email
addresses out correctly: For example:
0) (.com) (@) (peter21) (hotmail)

peter21@hotmail.com

1) (@) (.co.uk) (yahoo) (10gbrown)

……………………………

2) (fflinstone) (gmail) (@) (com)

……………………………

3) (dbemail) (elvisp) (.co.uk) (@)

……………………………

An email consists of the address of the person the message is being sent to, the subject of
the message (a few words to summarize) and the message itself.
Let’s Where would the following three sections of an email go in the email window
below? Write A, B and C in the correct places:
(A)
(B)

(C)

Great party!
Hi Tom
Thanks for a wonderful party yesterday. We had a lovely time and the food was
superb! Look forward to seeing you again soon.
All the best
Terry
tom.wallace@hotmail.com
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If you don’t have an email address, create your own Internet-based email account now.
You can choose any of the following services and register at the website.
We’ll be using Yahoo for activities later in this course so we recommend this service to
avoid the need to have a second account.
www.yahoo.co.uk
www.hotmail.co.uk
www.dbemail.co.uk
Think about your choice of password carefully. It needs to be
memorable but also secure. A mixture of letters and numbers is often
a good idea. Remember also that email providers will often disable
your account if you don’t use it for a length of time. For some
providers this is 28 days.

Signing in to your email involves the following general steps:
1) Going to the website of your email provider, such as www.yahoo.com
2) Finding and clicking the link on the homepage to ‘Mail’.
3) Logging into your email account using your username and password
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Internet-based email providers have a similar look and feel to them. This is a picture of
the Yahoo Mail homepage.

Have a look around your own email. Login to your service and locate the following links:
A) INBOX: this is where the emails you’ve been sent are kept
B) SENT: all your sent messages are stored here
C) DRAFTS: you can save messages you haven’t time to finish writing here
D) SPAM, BULK or JUNK: where messages identified as spam are diverted
E) COMPOSE or NEW: this is the link you click to write a new email
F) DELETED or TRASH: you’ll find any messages you’ve deleted in this folder

You may find that legitimate emails end up being diverted to your
spam or bulk email folder. It’s a good idea to keep an eye on what’s
in there in case you miss an important message!
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Swap email addresses with someone else working on this lesson. Click ‘Compose’ or
‘New’ depending on your email service.

Email that person with a quick ‘Hello’ and recommend a book or film you’ve seen
recently. Don’t forget to click ‘Send’ after typing your message!

Check your inbox to see if you’ve received a message from your partner.
When it arrives, go into the inbox and click the message subject twice to open it. Find the
‘Reply’ link, click it and reply to the message.
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Have you taken some nice photos lately you’d like to share
with friends or family? Perhaps you have a music file
you’d like someone to hear. It’s never been easier with
email!
Whether it’s a digital photo, a music or video file or a
simple word document, you can send your electronic file as
an email attachment. We’ll practice by sending an image
taken from the Internet, but remember you can do exactly
the same thing with any file on your computer.

Did you know?
You can ‘scan’ paper
photographs, turn
them into digital
images and email
them to your friends
and family.

Go to: www.wireduptowellbeing.org.uk/photo.html
Follow the instructions to download the image. We’re now ready to send your image by
email! You do this by attaching a file to the email you’re sending.
Swap emails with someone else from your group. Login to your email account. Click
‘Compose’ or ‘New’ to send an email and find the link to attach a file. Click this,
navigate to your image in the popup window and then click ‘Open’.
Finally type your message.
Check your email inbox to see when your partner’s image arrives. When it does you’ll
need to click the attachment to see the image.

Attachments can sometimes contain files that can harm your
computer and put personal information stored on your PC at risk.
It’s good practice never to open an attachment from someone you
don’t know! A message with an attachment will have a paper clip
icon next to the subject line. To be ultra-safe, if you’re not sure who
it’s from, don’t open the message but delete it.
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Meet Kathy
Kathy’s heard it’s possible to sign up for a regular email
newsletter called the ‘Birmingham Bulletin’, which gives
news and information about what’s happening in Brum.
She likes to keep fit and she often visits art galleries and
museums. She’s a keen recycler and likes to keep up-todate with the latest news around Birmingham.
She’s heard that people can find themselves bombarded by
emails and text messages if they’re not careful so she wants
to limit the amount of information she gets sent. Her mobile
is simply for friends and family!

Go to: www.birmingham.gov.uk/bulletin
Would Kathy find the information she’s interested in?

Is there anything you’d be interested in signing up for?
If so, sign up. If, like Kathy, you don’t want to be
bombarded by emails and text messages, be careful
which information you ask to be sent!
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The more you use email, the more you’ll benefit from getting the most out of its various
features.

Address Book
Rather than trying to remember all those email addresses or
leaving notes around to remind you, simply add them to the
address book in your email service. When you need to email
that person, simply select names from your contacts and email
them. You can also email multiple addresses this way.

Login to your email account and click on ‘Contacts’. Add any email addresses you have
of your friends and relations.

You’ve nearly completed this lesson so it’s probably a good time to give yourself a pat on
the back and tell your friends and relations how well you’re doing!

Login to your email account. Click
‘Contacts’ to select all the people you
want to send this message to. Then click
‘Email contact’ or ‘Send mail’ or
‘Compose’ depending on your email
provider.

Ask someone from the
library to email you
details of the ‘Wired up
to Wellbeing’ project.
Add this to your message
as an attachment!

Folders
Get organised. Eventually you’ll have hundreds of emails in
your system and finding one will be difficult. Answer? Create
different folders in your email account, one for family, friends
or colleagues. Drag emails into each folder for easy reference!
Explore ‘Folders’ or ‘Labels’ depending on your email service.
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Including other people in your email message
(Copying in)
Sometimes you need to send someone an email but want to
let another person know. Two tools in email for this are Cc
(Carbon Copy) and Bcc (Blind carbon copy).
For example:

Sending Open copies
Sheila wants to send her mum an email
about Christmas but wants her brother to
receive a copy so that he know what’s
going on.

Sending Blind copies
Mary is writing to the passport office about
her passport. She wants her husband to get
a copy of the message but would prefer to
do this privately.

Easy! Just below the ‘To’ section of the
email. There’s a chance to ‘Add Cc’ to the
email. If Sheila adds her brother’s email
address here, he’ll get a copy.

Just below the ‘To’ section there’s the
chance to send a copy Bcc. If Mary adds
her husband’s email here he’ll get a copy
but his name won’t appear in the list.

Forwarding Messages
If you receive an email you think another person would be
interested in you can forward the email to them.
Go into your email and open a message. Can you find the
‘Forward’ link?
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If a special occasion is approaching or you know someone who deserves a pat on the
back or a bit of TLC, why not send them an e-card?
There are lots of free services on the Internet that allow you to do this easily and you can
choose from a wide range of occasions and cards.
Try any of the following services and search for a card to send someone from your group
or a friend or relation.
www.hallmark.co.uk
www.bluemountain.com
www.ecards.co.uk

When using online services that ask for your email, always check
carefully what you’re signing up for. Does the company have a
privacy policy? Will they be sending you promotional emails? Can
you unsubscribe from their mailing list at any time?

DIY Cards
Feeling creative? Why not try making your own card?
You can use a word processor to make your own cards
including photographs and send them as attachments.
Alternatively you can use a service like Smilebox™ which
allows you to create your own e-cards using your own
photos, video, music, words, and style.
www.smilebox.com
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Try the following questionnaire to see how safe an email user you are. Answers appear
on the next page.

Safety Survey
1) Do you use the name of a family member as a password?
2) When you've finished using a computer in a public place like
a library do you always log off?
3) Do you open attachments from unknown people?
4) Would you post your email address in a public online place
if you wanted people to contact you about something?
5) Would you reply to spam with an angry ‘Stop sending me
spam’ email?
6) Are you cautious about giving your mail address out when
filling in forms?
7) Have you purchased anti-virus software but not kept it upto-date?
8) Do you think it’s OK to trust an email if it comes from a
name or email address you recognise?
9) Would you send passwords or credit card details by email?
10) Do you trust emails that arrive from important
organisations like banks and building societies?
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Safety Survey Answers
1) Not a good idea! Passwords that consist of names are easily cracked. If you have to use
names, try combining them with numbers – although not date of birth.
2) Again, not clever! If you don’t log off, the next person to use the computer might be
able to access your personal information.
3) Opening attachments from unknown sources is the quickest way to infect your
computer with a virus. It’s good practice to inform someone you don’t know well
beforehand that you’re going to send them attachment so they know to expect it.
4) If you post your email address somewhere where others can see it there’s a good
chance spammers will get hold of it. Your email address is valuable – keep it safe.
5) Don’t do it! If you reply to spam, the spammer will know your address exists and is
active. Result? You’ll get lots more spam! Just delete the message and block the sender’s
address with your email filter.
6) When filling out forms for further information, always check to see the company
privacy policy. Some will promise not to give your address to third parties, some don’t.
7) Sorry, but if your PC security is not up-to-date it’s almost not worth having. New
threats appear every day so make sure you have the latest version installed.
8) Unfortunately this isn’t always the case. Spammers often ‘spoof’ email addresses
using other people’s email address
9) Don’t do it! Email messages are not absolutely secure and there’s a chance your details
could end up in the wrong hands.
10) Always be very suspicious indeed of an email that asks you to ‘update you
information’ no matter how important the organisation is.
“Phishing is an attempt to criminally and fraudulently acquire sensitive information, such
as usernames, passwords and credit card details, by masquerading as a trustworthy entity
in an electronic communication. eBay, PayPal and online banks are common targets.
Phishing is typically carried out by email and often asks users to enter details at a
website.”
Source Wikipedia

Criminals carrying out fraud of this kind will even create a bogus
website that looks just like your bank’s. Your bank is unlikely to send
out emails like this so the safest option is to ignore the message.
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