Intermediate Email
Using Folders

To view your list of folders ensure that the arrow to the left of My Folders is pointing downwards
To create a new folder:
1. Click Add next to My Folders

2. Type a name for your folder in the highlighted area. 

To move an e-mail to a folder 

1. Click in the boxes next to any e-mails you wish to move
2. Click the Move button.

3. Click on the folder into which you want to move the e-mail. 

Remember: Each folder must have a name, even if it is only one letter, and even if you are just going to delete it,.  You cannot delete folders unless they are empty. You must move all email messages out of the
	Spam
Spam: Any e-mail that is sent to people who haven't specifically requested the message. Another common term for spam is junk mail. Yahoo! recommends that you use SpamGuard to prevent spam from entering your Yahoo! mail inbox. 
How can I learn more?

1. Log on to your Yahoo! account and click on Options and Mail Options

2. Check out these links on the left toolbar: General, Signatures, Spam (for SpamGuard, Block Images and Block E-mail Addresses), and Contacts Options (for the Printable Address Book).


Using Contacts:
To send an e-mail using your contacts, click on the envelope by the Contact's name.
1. From the inbox of your e-mail, click on Contacts.

2. Click on Add Contact, on the blue bar at the top of the contacts window
3. Fill in information for the email address.  

a. Enter first and last name and/or a nickname.

b. Put the full e-mail address in the email line.

c. Filling in the rest of the information is optional.
You can also save an e-mail address when you recieve an e-mail open from someone not already in your contacts.  Click on the very small Add after their name and email address in the “from” line of the incoming e-mail.
Categories or Distribution Lists 

A Category is a group of e-mail addresses under one name. Categories can be used to save time if you repeatedly send e-mails to the same group of people.

To make a Category
1. Log on to your Yahoo! account and click on Contacts and Add Category
2. Enter Category Name in box, and click save.
3. Choose view all contacts from the dropdown list and select the contacts you wish to add to the category

4. Click add next to categories in the contact window on the right

5. Check in the boxes next to the categories you wish to add the selected address to.
E-mail Attachment
Sending an Email Attachment
1. Log into your Yahoo e-mail account at www.yahoo.com.
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Click on the New button and create a new e-mail message. Make sure that you have the complete and correct e-mail address for the recipient.
3. Click on Attach.

4. A window will display with the contents of a folder on your computer. (NOTE: If you receive a message requesting offering a quick attach feature, select Cancel, then OK.)  
You MUST know the location and the name of the file you wish to attach. You may need to click on the arrow next the box that says Look in if your file is located on another part of your computer.

5. Once you locate the file you would like to attach, click on the file name, and click on Open.

6. You will see the file being scanned under the subject line of your e-mail.

7. Add additional attachments as desired, up to 25MB total.
8. Finish composing your e-mail.
9. Click on the Send button to send the e-mail and the attachments. 
The combined file size maximum for a single email is 25MB. Keep in mind that that maximum varies from one email program to the next.
Viewing and Saving E-mail Attachments 

1. Log into your Yahoo email account at www.yahoo.com.

2. Go to your Inbox.

3. Look for an email with a paperclip symbol [image: image1.png]


 after the size column.

4. Double click on the subject name under Subject to view the email in the entire window.

5. Once the e-mail is displayed on the screen, click on the attachment, which is underneath the subject line. 

6. It will scan the attachment for viruses.  Once the scan is complete, click on Download Attachment.
7. If you want to view the attachment, the software that can access the attachment must be present on your computer.  For example, to view and edit a Microsoft Word attachment, Word must be installed on your computer.  To determine what software is available on a computer, ask a librarian.  To view the attachment, click on Open With.

8. To save a file, click on Save to Disk instead of Open With. Click on OK. You will be prompted to select a location to save your file.  Click on the arrow next to Save in: to choose your location.

· “A”:  if the file in on a 3 ½ diskette or floppy

· “C”:  if it is stored on your hard drive at home

· “D”:  if it is stored on the temporary storage drive here at the library

· "F" or "G":  if a flash drive
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