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Signature—Activity 1
A signature block appears at the bottom of each piece of e-mail that you send.  Since some email addresses are impossible to tell who the sender is, the signature clearly identifies the sender by name. The signature block represents your personal business card.  Here is a sample:

Your Name
Title (Profession)
Youremailaddress

"Life is hard by the yard, but a cinch by the inch"
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Most email has an Options icon. Click the Options icon.
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b. Enter your signature in the text box

c. Create a signature block according to the following specifications: Use no more than 4 lines.

· Enter your real name, first and last on the next line.
· Enter your title, (example: Technology Coordinator, SC advisor
· Key in your email address on the next line.
· Key a fun saying representing you or your personal philosophy of life (keep it appropriate) on the next line.
d. Click Save then Close 

Sending a message to yourself with your signature
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Send yourself a message. Click on the Compose icon at the left of the screen. Type in your email address in the To: part and in the subject, type in My Signature.

f. In the body of the message, type This is my signature.

g. Send the message.
About Me Message—Activity 2

Send A Message

a. Compose a message to your instructor by clicking the Compose icon at the left of the screen. Your instructor's email address is: cbristolbhhs@gmail.com
b. The subject is About Me-period #(put your period where the # is)
c. The message should list at least four interesting facts about you. Number them. Feel free to elaborate if you would like.

d. Click Send
e. Your teacher will reply to your message by the next class period. 
Address Book Entries—Activity 3
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An email address book is a place where you keep the email addresses of friends or people you would email frequently. 
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a. You need to get the email addresses of 2 other people in our class.

b. Type in the first name of the first person you have an email address for (from our class).

c. Type their email address in the correct box. 
d. Type period # in the Phone 1 box.

e. Click OK

f. REPEAT this for the other email address you collected and add yourself to your address book also.

g. You should have at least 3 email addresses for this period in your address book.

h. With your address book open, take a screen shot of your address book by tapping the Print Screen key on your keyboard.
i. Open Microsoft Word , right click and paste your screen to the page. Place a header on your document with your name in the left.
j. Save the file as Address Book in your student drive.

Sending Messages w/ Address Book —Activity 4

Now that we have an address book in our email program, we are going to use it to send the same message to multiple people. You will also send one to yourself so you can print your message out for this activity.
a. With your email open, start to compose a new message by clicking the compose button.
b. On each of the 2 people’s addresses from our class and your own address, place a check in the open box to the left of the name.

c. Click on the Compose button right below the list of people.

d. You should now be back at your compose an email window.

e. Write an email, subject: A Note to My Classmates

f. In the body of the email, write a short message including something new you learned about email or the internet in class.

g. Send the email.
h. Take a screenshot of your sent item.

i. Save it in your email folder.
Forwarding a Message – Activity 5

When you receive an email from someone and you want to share it with another, you can use the Forward feature of email. For practice, you need to forward the replied message from your instructor with the subject “About Me” and carbon copy it to yourself.
a. Open the message your instructor replied back to you that had the subject “About Me”.

b. Press the Forward button found at the top of the message.

c. Type in the email address of someone close by in class.
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Add your email address to the cc: box.

e. Send the message.

f. When you update and receive the message, save the message.
g. Save it with the other printouts for this packet.

Replying to a Message – Activity 6

Often when you receive an email message from someone they are asking for information you need to reply to. This is easily done by using the Reply feature in email. 
When you use the Reply feature, a new compose window will pop up with the address of the person who sent you the original message. There will also be a copy of the original message. 
Usually you will want to delete the original message by highlighting it and pressing the delete button, but sometimes it is nice to have the original message to refer to as you are typing your reply.

a. Have someone close by you send you a message with the subject REPLY Practice.
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After updating your email, open the message and press the Reply to Sender button.

c. Add  “I’m practicing replying to emails.” to the body of the email. Press enter twice and then type your first and last name.

d. Type your email address in the CC: box.

e. Press the send button.
f. Press the update button and open the file you sent to yourself.

g. Print the message.

h. Place this printout with your other pages. 

Message with an Attachment – Activity 7

At times you will find a need to share a file you have typed with another person or you may need to send yourself an email with a file attached so it can be opened in another location. You may send or receive email messages with files attached to them. 
Send yourself an email with an attached Word Document.  
a. Begin a new email to yourself with the subject as: Attachment Practice
b. Attach the Email word  document to your email:

1) Click the attach button


2) Click on the Browse button.

3) Browse to the shared drive and locate the Email Attachment file located on _________________________________________ double click on it.

4) Click on the Add button (This should add the file to the attachment list). 

5) Now click on the OK button (This will take you back to your compose email window. You should be able to see the name of the file that is attached to your email).

6) In the body of the email, type “This is my attachment practice”.

7) Send the email.

8) Update your email. You should have received the email from yourself.
9) Print the received email message with the attachment.

c. Open the email from yourself and click on the underlined name of the attachment (you will find this at the top of the email message, below the subject line.

d. A file download window should pop up, click on Open.


1) Your word document should open and you will find instructions in a box at the top of the page.
2) Follow the instructions, save and print the file. 
e. Place both printouts with the rest of the email packet.

· Check your email grading sheet and make sure you have all the pages.
· Print the sheets.
·  Make sure they are in order. 

· Staple to your email packet and turn in.
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