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1
setting up your email address


An email address is the first thing you need in order to send and receive email. This email address, which will always include the @ symbol, will be unique to you. There are two ways to set up your email: you can use an email software program loaded onto your PC; or you can use a web-based email which you can access from anywhere with an Internet connection. This chapter will guide you through both options.



1.1 Email software


There are two main types of email software. The first is standard email software such as Microsoft Outlook, which comes as part of some versions of the Microsoft Office package. As an alternative you can use Windows Live Mail, which is available as a free download. If you do have Outlook this will already be installed and set up on your computer and you run it from your desktop in the same way as other programs. If you have had a new computer set up by your supplier, this may have been set up for you. If not, then Section 1.5 of this chapter will show you how to do it.


The second type is called web-based email. With this, you do not need to have email software installed your computer, as you can get access to it using the Internet. Web-based email is generally free. For example, Microsoft Hotmail, Google’s Gmail and YahooMail are all free-to-use web-based email services. You may also be given free email addresses from your Internet Service Provider (ISP, the company you get your Internet connection from). For example, BT, AOL and Tiscali all provide free web-based email too.


 






	All email software has the same basic functions whether you use a standard or web-based one. Whichever one you choose, you will need to know your email address (i.e. if a shop has set one up for you) or create an email address if you are setting up for yourself.








1.2 Email basics


Email stands for electronic mail and the easiest way to think of it is as an electronic letter. You do not have to print it out and send it – instead, it is sent electronically over the Internet. Therefore, you must have Internet access in order to use email.


Like normal mail, emails are sent and received using addresses. All email addresses follow the same format. For example: marjorie.franklin@googlemail.com. The bit before the @ sign is usually used to identify the individual, and the bit after is the name of the email provider.



1.3 Choosing which email software to use


Choosing which email provider to use can be quite difficult. There is a lot of debate over which is the ‘best’. Much of it depends on your personal preferences and the way in which you want to access your emails. It also depends on what software is already on your computer and whether you are prepared to pay for new software if you don’t have it already. Most individual users tend to go for a free web-based email.


Reasons to choose web-based email




	You can access your email from any computer. Therefore, if you don’t have your own computer, or are away from home and want to access your emails perhaps from a library or Internet cafe, then this is the choice for you.


	If you do not already have email software on your computer and you don’t want to buy or download any, then it is simpler to set up and use a web-based email service.


	It’s completely free and you can have several different addresses if you want to.


	You get access to other websites. For example, if you get a Gmail account with Google, you can then use their chat rooms and blogging websites without having to register again.





Reasons to choose standard email




	You may already have the email software on your computer, and it may already have been set up for you when you bought it. If this is the case, this will save you the time of setting up a web-based email.


	Web-based emails can be cut off if you don’t use them for a while. Most web-based emails will be cut off after a month if you have not sent or received an email in that time.


	
If your connection to the Internet is not available for any reason, you cannot get at old messages with web-based mail, but you can with standard email.


	It is claimed that it is more secure as your emails are stored on your computer rather than on the Internet. See Chapter 7 for more advice on keeping your information secure.





1.4 Setting up a web-based email address


In this example, we will be using Gmail, which is a free email service provided by Google.




1  Open Internet Explorer, by clicking on the icon in the Taskbar, or by clicking on ‘Start’ and clicking on it from the list.


2  In the address bar, type www.gmail.com as shown:





[image: Image]




3  Press ENTER or you can click the blue arrow to the right of the address bar. The Gmail web page will now be displayed in the main window.


4  Many services are provided free on the Internet, but the websites offering them usually make you register with them first. This involves filling in an online form. You will get familiar with this process as you use the Internet more, although it might take a while the first time you do it. Move the mouse over the text that reads ‘Create an account’. Notice that the pointer changes to a hand with one finger pointing. [image: Image] This pointer image means that you are on a hyperlink or link. This will take you to another page.
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5  Click on the text ‘Create an account’. You will now be asked to fill in the form.


6  Click in the box where an answer is needed, e.g. First Name.


7  Type in your answer. Use the SHIFT key if you want letters in capitals.
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8  Carry on doing this for all of the boxes, filling in the information that is asked for. You can tell which box you are in by looking for the cursor (the small vertical flashing line). If you do anything wrong it will ask you to fill in the box again. In this example, we have set it up for someone called Marjorie Franklin, but you will need to choose the name that you want to use.








Hints and tips


Your email address does not have to be your real name. Remember that you will be giving this address to people so they can email you. Bunnykins@gmail.com might not be appropriate if you are going to be emailing a vicar!







9  After you have typed in your desired email address, click the ‘Check availability’ button. This will tell you whether someone else has already got that address. If your name is John Smith, then you’re in trouble!


10 You are now asked for a password. Passwords mean that only you can log on to this email address, so they are very important. Choose one that you will remember. It also has to be a good password, which means that you have letters and numbers in it. (This makes them harder for people to guess.) Some websites require passwords to have a certain number of characters to make them more secure.
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