
  

 
 
 
 

 
 

 
 

Objective 
 
Participants will learn the basics of e-mail including how to setup 
an e-mail account, opening, composing, and sending e-mail as 
well as e-mail etiquette. 
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Beginning E-mail 

 
Electronic mail is the process of composing, sending and receiving 
messages. These messages are sent and received over an 
electronic communication system. The electronic system is most 
commonly known as the Internet. The abbreviation for electronic 
mail is e-mail. 
 
Some people use the Internet just for e-mail.  E-mail is an easy 
way to quickly correspond with your friends, relatives and others 
across the world. 
 
Your Internet Service Provider (ISP) is your gateway to the 
Internet. Most Internet Service Providers will provide you with an 
e-mail account. 
 
It is also possible to obtain a free web-based e-mail account such 
as Hotmail, Yahoo and Lycos, even if you don’t own a computer. 
 
Once you have an e-mail account, you may begin to send and 
receive e-mail.  The appearance of each e-mail provider’s 
software will vary but they all share several basic components.  
In this class you will learn how to use Squirrel Mail. With this 
experience, it will be easy for you to navigate any other e-mail 
account. 
 
 
 
 
 



© Ann Arbor District Library 2 

Netiquette 
 
Netiquette is a term that refers to polite manners while using 
your e-mail. 
  
Here are a few things to keep in mind: 
 

• Never use all capital letters; it is considered SHOUTING in e-
mail.   

 
• Always re-read your message before you send it to make 

sure your message is clear. 
 

• Be careful what you say because you can’t stop an e-mail 
from being sent after you click the send button. 

 
• People can’t see your face, therefore, they don’t know if you 

are kidding. These symbols can be added to your e-mail if 
you want to add emotion.  

 
:-) = happy        :-( = sad         ;-) = a wink 

 
• Include the topic of your message in the subject field. 

 
•   There is no comprehensive directory of e-mail addresses; it 

is best to ask for an e-mail address. 
 
• Double-check your spelling and grammar. 
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In this class, we will use Squirrel Mail. You will become familiar 
with e-mail through training accounts that have been setup with 
sign-in names and passwords that have already been established.  
                           

 
Choosing a Sign-in Name and Password 

 
Sign-in Name 
  
A sign-in name are used to access your e-mail account. It can be 
anything, but are commonly a variation of a person’s name or 
nickname (i.e. Jane Doe may choose janed or janedoe or doej as 
a sign-in name).  
 
If a sign-in name is already in use by someone else, you will be 
asked to choose another name. You may want to combine 
numbers with your name to make it unique. Some e-mail services 
will offer a list of suggestions for you to consider. For example, in 
class we will use sign-in names like book1, book2, etc.  
 
Password 
 
You also will need a Password. Be sure to choose a “password” 
that you can easily remember. There is nothing more 
frustrating than being unable to open and read your e-mail 
because you have forgotten your “password.” 
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Basic Features of E-mail 

 
To enter your e-mail 
account, you must Login 
using your Sign-In name 
and your password.   
 
Type your account name 
and password in the 
appropriate boxes. Then 
click the Login button. 
 
                          
 

Reading E-mail 
 
After your e-mail account opens, you will be in the Inbox view of 
Squirrel Mail. The Inbox will list all of your messages including 
any new messages. The Inbox of Squirrel Mail has four columns.   
 
The first column contains checkboxes that are used to identify 
messages you want to make changes to by deleting, reading or 
moving them.  
 
The From column lists the name of the person or the e-mail 
account from which the e-mail message was sent.   
 
The next column gives the Date. This column shows the date and 
time a message was sent to your e-mail account.   
 



© Ann Arbor District Library 5 

The last column is the Subject column. It is important when 
sending a message to fill in the subject field with information 
about the e-mail. When opening your Inbox, you can tell by the 
subject field the information that will be in the message. 
 
 
 
 

 

Refreshing E-mail 
 
On the left side of the Inbox screen, you will see a blue frame.  
The blue frame lists all of the folders and the number of 
messages in each folder. Above the list of folders is a reminder of 
the last time your e-mail was refreshed. It is important to keep 
your e-mail as up-to-date as possible. By refreshing your e-mail 
you will be sure all new messages that have been sent to you are 
in your Inbox.   

From  Date Subject 
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If you move your mouse to the sentence 
in parentheses “(refresh folder list)”, your 
mouse will turn into a hand.  When your 
mouse turns into a hand, you can click on 
the sentence and your e-mail will be 
refreshed.  Above the refresh e-mail list 
link, there is a reminder of the last time 
your e-mail was refreshed.   
 
 

Opening Mail 
 
The blue frame on the left side of the screen tells you how many 
messages are in the Inbox.   
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When you are in a screen other than the Inbox, you can always 
click on the Inbox to see your messages. Read your e-mail by 
clicking on the underlined text of any message in the From 
column.  The arrow will turn into a hand indicating that the 
mouse is positioned correctly to open the e-mail. 
 

 
When the Inbox is opened, it is easy to tell how many new 
messages there are. The new messages are in darker or bold 
print. After the message has been read, the print becomes a 
lighter color or unbolded.  
 



© Ann Arbor District Library 8 

 
Some people read all of their messages, return to the Inbox and 
use the options available in the Inbox.  
 
 

In the illustration above, the e-mail message (subject: books) 
has been read. By putting a check mark in the box next to the 
sender’s name and clicking on the button Unread, this e-mail 
appears in darker print indicating an unread message. This is a 
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good option to use if you want to re-read an e-mail later and 
want to find it easily.  
 
If you receive an e-mail from someone you don’t know, or for 
instance, from a company trying to sell a product you are not 
interested in, you can delete the e-mail without reading it. To 
delete a message, put a checkmark in the appropriate box and 
click the Delete button.  

 
To move a message to a folder, put a check mark in the 
appropriate box and select the folder from the dropdown list next 
to the Move button. Click Move. The message will be in the folder 
and no longer will appear in your Inbox. 
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Reading E-mail 

 
If you click on the blue underlined words, the message will open. 
 
 

 
Now you are viewing the message that was sent to you. 
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When you have finished reading a message, you have seven 
choices that can be seen listed above your e-mail header. 
  1.            2.                              3.       4.                         5.        6.       7. 

 
 

1. Message List:  Clicking on the message list will take you 
back to the Inbox. 

2. Delete: This action will delete the message and will take you 
back to the Inbox. 

3. Previous: Clicking on Previous will display the next e-mail 
received previous to the e-mail currently displayed. 

4. Next: Clicking on Next will display the next e-mail received 
after the e-mail currently displayed.  If there are no more 
messages to read the word will be grayed out. 

5. Forward: Click on Forward to send this message to another 
person. 

6. Reply: Click on Reply to respond directly to the sender. 

7. Reply All: To reply not only to the sender but other recipients 
of this e-mail, click on Reply All.  

 
 
 
 
 
 
 



© Ann Arbor District Library 12 

Another feature available on the message screen is the View 
Printable Version.   

A window will come up showing you how the message will look 
when printed. Then you can click on Print or choose to close the 
window. 
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Replying To a Message 
 

One of the choices you can make after reading a message is to 
reply to a message. When you reply to a message, the name of 
the person who sent you the message and the subject of the 
message are already placed in the reply screen fields. 
 
Click in the text box in the upper left corner and move the text 
down by pressing return several times. Move your curser back to 
the upper left corner of the text box and begin typing your e-mail 
reply. When you are satisfied with your reply, click the send 
button. 
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Composing an E-mail 
 
 
 

When you click on Compose, the compose screen will come up. 
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The main elements of the Compose screen are: To, Cc, and Bcc.  
The e-mail address of the person you are sending the e-mail to 
goes in the To: field. 

          
The e-mail address of the person you would like to send a copy of 
the e-mail to goes in the CC: field. 
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The BCC: stands for Blind Carbon Copy. The purpose of the BCC: 
field is to send a third person a copy of the e-mail without other 
recipients seeing it. The BCC: person knows who the message 
was sent to. The To: and CC: field people do not know that a 
third party is also being sent the same e-mail.   
 
All three fields do not have to be filled in to send a message.          
The e-mail addresses of the recipients of your e-mail can either 
be typed in or the addresses can come from Address Book 
Search. This is reached by clicking on the Addresses button  
under the subject field.   
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The Address Book Search lets the user select addresses to be 
put in the To:, CC: and BCC: fields. Put a checkmark next to the 
name of the person in the address book you wish to send an e-
mail to. Click the Use Addresses button.   
 
Next fill out the Subject field. The Subject field should have a 
brief description of the content of your message. An accurate 
subject field is a courtesy to the person receiving your e-mail.  
 
Below the Subject field is the Message field. The message field is 
the larger white screen area. Click in the message field to place 
the blinking cursor and begin typing your message.  
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It is easy to misspell a word. You should always double-check 
your message for spelling and grammar. Squirrel Mail offers a 
spelling tool. The spelling tool is located above the text area of 
the compose screen. 
 

 
 
When you click on the Check Spelling button, Squirrel Mail will 
take you into a spelling program which will point out spelling 
errors.  
 
When you are done 
checking for spelling 
errors you have two 
choices for closing the 
spelling program. One 
button is Close and 
Commit, and the other 
button is Close and 
Cancel. “Close and 
Commit” will save your 
changes. “Close and 
Cancel” will not. 
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If you choose “Close and Cancel,” the program will not change 
the spelling corrections. “Close and Commit” will correct the 
spelling errors. 
 
 

When you have completed your e-mail click the Send button and 
your message is on its way! The Send button is found with the 
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set of buttons below the subject field or at the bottom of the 
message field. Either button will send your message. 
 

  

Save Draft 
 
If you were writing an e-mail message and were interrupted, 
there is a way to save what you have written to that point and 
return to the message to finish it later. On the compose screen 
next to the Send button, there is a Save Draft button. Click on 
the “Save Draft” button and your message will be sent to the 
Drafts folder.   
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To continue your message later, go to the Drafts folder to find 
your e-mail. 
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Open the draft of your e-mail in the Drafts folder by clicking on 
the subject. 
 

When the e-mail opens, click on Resume Draft.  
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Place your curser inside the text box and begin typing. 
 
Address Book 
 
Most e-mail programs have some type of address book. In 
Squirrel Mail, there is a form to fill out to add an address to the 
Personal Address Book. 
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The form indicates that you need a unique nickname.  For the 
purposes of this class, the same name is in the nickname field 
and the first name field. In the E-mail address field, it is 
important to add the complete e-mail address. The Additional 
info: field can be left blank. When the information fields are 
completed, click the Add address button which will add the 
address to the Personal Address book. 
 
Emptying the Trash Folder 
 
All of the e-mail messages you delete go into a folder called 
Trash. The Trash folder is listed in the same column as Inbox, 
Drafts and Sent. You will need to empty this folder of deleted e-
mail from time to time. To empty the Trash folder click on the 
word Purge next to Trash.  
 
If you would like to check the contents of the Trash folder before 
deleting click on Trash to open the folder. Move any e-mail you 
want to save to your Inbox, and purge the rest. 
 
Logging Out 
 
When you are ready to leave your e-mail session, always log 
out or sign out properly so that no one else can open your e-
mail account. To exit Squirrel Mail, click on the Sign Out button 
in the upper right corner of the screen. 
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No matter what screen you are in, the gray bar with the Sign Out 
button is always available. You do not have to go the Inbox to 
sign out. 
 
 

Finding E-mail Addresses 
 
The best way to find out someone’s e-mail address is to ask 
him/her for it. There are no definitive e-mail directories. The few 
you may want to check out are: 
 
Yahoo! People Search 
http://people.yahoo.com 
 
Who Where 
http://www.whowhere.lycos.com 
 

 
 

E-mail Providers 
 

Some other free e-mail providers are: 
 
Yahoo! Mail http://mail.yahoo.com                          
                                                                   
Netscape  http://www.netscape.com 
 
Hotmail  http://get.live.com/mail/options 
 
Gmail  www.google.com 
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Setting-up E-mail Accounts 
 
Depending upon the e-mail you choose, there are several ways to 
open an account.   

 
The homepage of the service gives you the option to either sign 
up for an e-mail account or sign in if you already have an 
account.  
 

Hotmail is part of MSN’s Windows Live program. When you 
choose the sign up option for Hotmail, this page will open.  
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In the first box, 
type the new e-
mail account 
name you have 
selected.  
 
Check to see if 
the name you 
want is 
available. If not, 
you must 
choose a 
different one.  
 
In the 
password box, 
type a password 
for this account.   
 
Password 
strength will tell you how to improve your password so it is 
better able to protect your account.   
  
Retype the password in the last box.  
 
 
 
 



© Ann Arbor District Library 29 

If you already have another e-mail account, type that account 
address in the Alternate e-mail box. This gives MSN the option 
to send you your password to that account if you forget it. 
 
The Question 
box gives you a 
list of questions 
to choose from. 
MSN will ask you 
the question you 
select when you 
contact them. As 
a security 
measure, choose 
one.  
 
Type the answer 
to your question 
in the Secret 
answer box. 
 
Type your contact 
information in the 
boxes in the 
Your 
information 
section.   
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Look at the letters and numbers in the Picture box.  
 

 
Type the letters and numbers in the Type characters box. Click 
the I accept button. 
 
Now your MSN Hotmail account is ready for you to use. Sign in 
with your new account name and password to begin sending e-
mail. 
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If you want a Yahoo account, the URL or address for their 
homepage is http://www.yahoo.com. To sign up, click on the 
hyperlink called Sign Up. 

 
Yahoo’s sign up page is similar to that of MSN Hotmail. Simply 
follow the directions and fill in the boxes to setup your account.  
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Look at the letters and numbers in the box and type them in the 
code box using the correct upper and lower cases letters.  
 

 
 
Be sure to read Yahoo’s Terms of Service before checking the 
box next to Do you agree? There are also links to their Privacy 
Policy and Mail Terms of Service which should be read as well.  
 
 
Click the Create 
My Account button 
to submit your 
account information. 
 
The next page to open will be the Yahoo homepage where you 
can click the Sign In link to access your e-mail account. 
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Glossary 
 
Folders: Messages can be stored in folders by creating new ones 

or using the folders created by your e-mail service such as 
drafts or sent mail. 

 
Forward: To Forward is the act of sending a copy of a message 
 to someone else. 
 
Inbox: The Inbox is the folder in which your messages are 
 received. 
 
Logging In: To enter your e-mail account, you must login using 
 your sign-in name and your password.   
 
Logging Out: Logging out is the act of closing the connection to 

your e-mail account.  
 
Personal Address Book: The Address Book is a tool for the e-

mail user to store the user’s frequent contacts such as e-
mail addresses, phone numbers, addresses, etc. 

 
Reply: A Reply is a message sent in response to a message 
 received. 
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