E-Mail Basics

E-mail is a way of quickly sending messages to one or more persons anywhere, so long as the receiving party has a unique e-mail address and access to the Internet.

You can send text; pictures and graphics; web pages; PowerPoint presentations; word processing documents; spreadsheets; software applications; animations; and more via e-mail.  Most people use e-mail to send text messages to others.  Anything beyond text is normally sent as an “attachment.”

Exercises—Remember to read the Help section below if you are unsure of how to complete an exercise.
1) Make sure your e-mail address is added into Blackboard.
2) Send a short e-mail (text) to the teaching assistant from your e-mail account.

3) Send another e-mail to him or her, this time with a word processing document attached.  

4) Send him or her a picture that you snare off the web.  

5) Send him or her a link to a web page (any appropriate web page is fine).  

6) Make several folders (e.g., “personal” “work” “business) for your e-mail account.

7) Set up an automatic “out of office” or “vacation response.” Test it with the teaching asst. to make sure it works.  
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Attaching a word processing document


Save your word processing document as you normally would.  In your e-mail application there is usually a “paperclip” or the word “attachment.”  Click that and then browse to your Word document (usually saving things on the desktop makes all these tasks easier).

Snaring a picture off the web


Right click (with your cursor over the picture) of the web image you want to send.  Select “save image as” and then give it a name and save it to the desktop.  Then attach it to your e-mail.

Sending a web page via e-mail


Go to “file” at the top of your browser.  In the dropdown box there should be an option “send.”  Click that and you will probably have two ways you can send the current web page you are viewing via e-mail.

Vacation Response


Set up a vacation response with today’s date included in the time frame. Send an e-mail to the teaching assistant letting him or her know that you have done so.  He or she will respond to you and should get the vacation reply immediately.

