Exercise 1Create a Webmail Account
Objective

1.
Locate and use an Internet portal such as Yahoo or Google

2. 
Create your own Web mail account.
3. 
Practice sending and receiving email.
Activity

1. 
Click on the Internet browser on your desktop. [Internet Explorer, Firefox, Safari]

            2. 
In the URL Locator, type in www.google.com

3. 
To the right of Web, click on the link that says Gmail.

4.
On the lower right hand side, click on Create an Account

5. 
Follow the directions to create your own email account. 

6. 
Sign in to your new account. 

7. 
Click on the link that says Compose. 

8.
On the To line, type in the address of a classmate or the professor 


10. 
In the Subject line, type in a subject [Example: Test].

11. 
In the message body, type in a message. 


12. 
Spend a few minutes writing and responding to emails with your classmates.
Exercise 2Send an Email With an Attachment
Objective

1.
Login to the Email program.

2. 
Download and send an email attachment.
Activity
Please read the following advertisement:

Fine Human Being Associations is looking for a healthcare administrator to fill the position of Director at our Good Person Health Center in Anytown.  
For this position the candidate must have experience an advanced degree in health care administration or related field is required, and the candidate must be bilingual in Spanish. The ideal candidate will have at least five years of experience in health care administration. 
We offer a competitive salary & one of the industry's best benefit packages. We also offer 4 weeks vacation, dental/health benefits, wellness programs, tuition assistance, and much more!! 

Please forward a cover letter and resume with your salary requirements to: [Your professor or classmate’s e-mail address].
The purpose of this exercise is to create and send e-mail attachments, not to create a stellar resume and cover letter. You can use your existing cover letter and resume, or you can use any available Microsoft Word documents. 


1. 
Open the Documents folder on your computer. 
            2. 
Find your resume and cover letter. [If you do not have these, create two Word 



documents, or choose any two word documents from the folder.]

3. 
Open a document. 


4.
Click on File. A drop-down bar will appear. Click on Save As.

5. 
At the top of the window, you will see Save In and a drop down bar. Click on the 



arrow, and find the icon that says Desktop.


6. 
At the bottom of the window, you will see File Name. Name the document as you 



see fit. [Example TracyResume]


7. 
To the right of the File Name box, click Save. 

8.
Follow the same steps with the other document. 


10. 
Open your email program. 


11. 
Click on Compose. A new email will appear. 


12. 
Enter the recipient’s e-mail address.


13. 
Click on the button that says Attach Files


14. 
Click on the button that says Browse.

15. 
Find the documents you created on your Desktop.


16. 
Click on the files you want.


17. 
Click on Open.


18. 
In the email program, click on the button that says Attach Files. 


19.
When you have attached all the files you need, click Send.


20.
Check to see if your professor or classmate has received the files.
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