
Chapter 14 - E-mail 
 
Skills Needed – Desktop, keyboard and mouse (Chapter 5), Opening a program 
(Chapter 7), Email and Internet concepts (Chapter 13) 
Equipment Needed – Internet Service Provider (ISP) disc, Modem, Telephone point, 
Cable to the computer and Windows 98, Millennium or XP program – all of which 
contain the email program Outlook Express.. 

The Concept: 
E-mail is the most commonly quoted reason for people wanting to use a home computer. 
You simply type in your message, add the address, click a few icons on the screen and the 
computer connects itself to the telephone and whisks the information off to Upper 
Slaughter or Uzbekistan in less than 10 seconds. The computer retains a copy of your 
message for future reference with all the details of when you sent it and to whom. That’s 
it!  
 
Easy to say isn’t it? Like riding a bicycle, you will soon forget how clumsy and inept you 
feel right now within a few days of sending your first message. We are learning a skill 
here which, like any other, takes a little practice and, while practice will not necessarily 
make perfect, familiarity will soon enough breed ease of use.  
 
Many surveys show that delivery of e-mail is more reliable than letter post but it does 
rely upon a number of factors.  
 
First, you must get the address exactly right. If you are sending a letter and address it to a 
postcode XH4 6TY when it should have been XJ4 6TY your letter may not arrive. 
However, unless you are lucky and the letter is returned to you stating “Address 
Unknown”, you will not know of its non-arrival. With e-mail, if you send a email with the 
address of “buggins@fremail.com” when the correct address was 
“buggins@freemail.com”, you will usually get a fast reply saying that the address is not 
recognised. 
 
Second, if your addressee does not check their e-mail regularly your message may lie 
unread in their mailbox. 
 
So how does it work? I have tried to explain this in the previous chapter, but to recap, let 
me explain it again. Once you have sent the message it goes to your ISP’s (Internet 
Service Provider’s) computer that looks at the address, and by some kind of electronic 
wizardry that you need to know nothing about, sends it to the ISP of the recipient where it 
lies in their mailbox. The recipient has to connect to their ISP’s computer and instruct it 
to send all messages waiting in their mailbox to their own computer when they can be 
read. 
 
E-mails can carry more than simple messages. You may have a report lying in your 
computer that you want to share with someone else. Using letter post you would simply 
attach the printed report to your letter with a paper clip and you can do exactly the same 
using e-mail – you attach the report file to your message. Attachments may be documents, 
pictures, web pages, diagrams or even music and the spoken word.  
 



Just a word of caution here – don’t get too carried away with attachment files; some of 
them can be very large and take a long time to transmit and receive. For instance an A4 
letter may be 20 kilobytes that will take half a second to transmit while a detailed picture 
may be anything up to 20 megabytes that will take more than an hour to download unless 
you have a broadband connection. Picture files and sound files are notoriously large. A 
megabyte is one thousand times larger than a kilobyte. 
 
With these thoughts in mind let us get down to the nuts and bolts of sending and receiving 
a message. 

Outlook Express: 
This program comes packaged with all versions of Windows, and while it has 
its faults,it is the most commonly used e-mail program. You will see the 
Outlook Express icon on your desktop. Double click on it and wait. After a 
few seconds the following screen will appear –  

 
 

 
 

Fig. 13.1 
 
This is how the top part of the screen will probably look when Outlook Express opens for 
the first time. It has all the hallmarks of a Windows screen. There are the three sizing 
buttons in the top right corner; the Menu bar starting with “File  …  Edit  …  View” etc.; 
the Toolbar with the Create, Send/R.., Addresses and Find buttons and the major part of 
the screen divided into two with various folders on the left and information on the right. 
Left click on the Inbox folder in the Folders window. 
 

The Inbox folder: 
 



 
 

Fig. 13.2 
 

Now the Toolbar contains more buttons some of which are greyed out because they are 
unavailable at this time. For instance, you have no messages and therefore you cannot 
reply to anything so the Reply button is greyed out.  
 
Before we begin to compose a message we need an address for the recipient. Hopefully 
your guardian angel (mentioned earlier in the book) may have given you his e-mail 
address or you may have noted down another friend’s address in which case we can use 
these, but if not, there is always your own e-mail address which will have been set up by 
your ISP. It will look something like j.bloggs@anywhere.co.uk . Yes, you can send 
messages to yourself!  
 

Address Book: 
 
Our first task is to put these addresses into your e-mail Address Book. Click on the 
Addresses button to bring up the Address Book window. 

 
 
This is a copy of my address book 
and so I have erased most of the 
email addresses for reasons of 
privacy. 
 
 
Fig. 13.3 



 
 
 
 
Click on the New button and choose New Contact. 
 
 
 
 
 
 

Fig. 13.4 
 
 
 

 
 
Fig. 13.5 

 
As you will see there is a lot of information you can put into the Address Book but for 
this exercise we will simply add the e-mail address. Use your own newly acquired 
address to do this and, as added practice, enter my email address aearnold@tiscali.co.uk  - 
I would love to hear from you! 
 
Place the cursor by clicking inside the First box; type the first name; click in the Last box; 
type in the surname and finally click in the E-Mail addresses box and type the e-mail 
address. Now this is where it is quite easy to make a mistake. Do not click on the Add 
button. If you do this the program expects you to add a further address but in our case we 
only want the one we have entered so click the OK button. Bingo! 
 

Composing a message: 
 
You are now back at the Inbox screen (Fig. 13.2). Click on the Create button to bring up 
the Message screen.  
 



 
 

 
 
Your name or e-mail address is 
already entered in the From 
box so now you have to enter 
the address of the recipient in 
the To box. You can simply 
place the cursor in the box and 
type in the address, but as you 
begin to collect more 
addresses, you will find them 
increasingly difficult to 
remember.  
 
 
 
 

   Fig. 13.6 
 
 
 
 
This is where the Address Book comes in handy. Point the arrow at 
the word “To” beside a book icon and the area will show as a 
square block. Click on this block to bring up the Address Book or 
Contacts List. (Fig. 13.7) 
 
 
 

Fig.13.7 
 

 

 
Fig. 13.8 

 
In your case there will only be the one address in the left-hand window. Click on it to 
select it and click on the To: -> button in the middle of the window to add it to the 
message and click OK. You can send the same message to several people by adding their 



names to the To list. There are two other buttons in the centre of the window namely Cc: -
> and Bcc: ->. By putting addresses into these boxes you can send the message to one 
person with copies to various others so that each knows the others have received the same 
message. The Cc box lists all the names of the recipients while Bcc means “Blind Copy” 
in which case the names of other recipients are withheld from everyone else. You will see 
that my own name is highlighted in the Contacts list because I can just as easily send a 
message to myself to test the system. 
 

Subject box: 
Now we are back at Fig. 13.6 with the ‘To’ box filled in. Next is the Subject box. This 
informs the person you are mailing what the message is about. It may be an account of a 
fund-raising day you have just completed so “Fund Raising Day” would be a suitable 
Subject entry or “Vanessa’s first day” would precede an account of your daughter’s first 
day at school.  
 
Why put in a subject at all? It is not necessary – the email will be sent without it – and 
some people consistently leave it blank. However the subject line can be very useful to 
both sender and receiver. Two immediate reasons spring to mind.  
 
Some people get more than 200 messages a day and they need to know which messages 
are important and which can be left until later. The Subject line gives them an indication 
of the contents without having to wade through the whole message. Secondly you may 
find that you e-mail certain people on a regular basis so you have many messages from 
them listed in your Inbox. A few weeks later you remember that in one of those messages 
you had been given a date that you have forgotten. If all the subject lines are blank you 
will have a long search for the particular mail whereas if the sender had entered the 
Subject as “Wedding Anniversary” it may remind you that it was in that message that the 
dates of their holiday was mentioned. So please use the Subject box. 
 

Message box: 
Finally we get to the nitty gritty of the actual message so click in the blank box below all 
the addresses and subject and start typing. In this exercise I suggest you enter “Testing” in 
the Subject box and type “This is to test my system” in the Message box. 
 
Ok so far? Well done! 
 

Sending the message: 
 
The message has been addressed and composed so we have to send it. Once you have 
finished typing your e-mail click on the Send button. Fine – but there seems to be a 
certain amount of confusion at this point. You have clicked on Send so the message has 
gone. Right?  
 
Wrong! It has been Sent only as far as the Outbox folder where it is waiting to be Sent 
again over the telephone connection to start its onward journey. Look at the Outlook 
Express screen Fig. 13.2 and you will see the figure 1 in brackets beside the Outbox 
folder. This tells you that there is one unread message in your Outbox waiting to be sent. 
This concept confuses a number of new users. Take the analogy of a normal letter. You 
seal it up in the envelope, attach a stamp and pop it in the mailbox down the road. You 



have “sent” the letter but it lies in the mailbox until the postman collects the mail and 
delivers it to the sorting office. Your Outbox is the equivalent of the mailbox. 
 
What does an ‘unread’ message mean? This can be a little confusing. After all you must 
have read the message when you were composing it. This concept will become clearer 
once you start receiving messages but for the time being just accept it. 

 
Click on the Send/Receive button on the Toolbar. You may get a variety 
of information windows most of which will ask you to Connect. 
 

 
 

 
Fig. 13.9 

 
The answer to this is “Yes” – you need to make a telephone connection to send the 
message. The following window will then replace this window. 
 

.  
Fig. 13.10 

 
If the “Save password” box is unchecked, as in the example above, click on the box to 
activate it. Click on Connect and the modem will start dialling out. Depending upon how 
your computer has been set up you may or may not hear a noise sounding rather like 
chalk being dragged across a blackboard. Don’t worry, the computer does not need oiling 
it is perfectly normal to hear this sound. The window will keep you informed of the 
progress of the call, such as “Dialling ….  Connecting to server … Verifying user name 
and password”, until it disappears when the connection is made.  
 



 
Fig. 13.11 

 
The modem then begins to send your message and, having done so, will check to see if 
there are any messages waiting for you in your mailbox in the ISP’s computer and 
download them into your Inbox folder. The one message you may get is one from your 
ISP welcoming you to their service and giving details of your account. 
 
 
 
 
At this point you may notice a new icon appearing at the right 
hand end of the Task Bar at the bottom of the screen. This 
shows two small screens that will flash from time to time as 
information is transferred. This is a very important icon that 
tells you that you are connected to the phone line. To 
disconnect the modem, click on this icon and choose 
Disconnect in the resulting window. Read the previous chapter 
on Internet and Email Concepts for further explanation of this 
icon. 
 

Fig 13.12 
 
 



.  
Fig. 13.13 

 
Once the messages have been downloaded into your Inbox they are available for reading. 
Make sure that the Inbox folder is highlighted (by clicking on it if necessary) and then 
highlight the message file you want to read in the top right hand window. The text will 
appear in the bottom right hand window. If it is a long message you may have to scroll 
down to read it all but there is an easier way to view the entire message. Double click on 
the message file and it will open in a new full-screen window to allow easier reading. 
When finished click on the X sizing button (top right of the screen) and the window will 
close returning you to the Inbox screen. 
 

Sent Items Folder: 
So you think you have sent your message successfully, but with most beginners, there is a 
hovering doubt at the back of your mind. Have I really sent it? Only practice will remove 
this doubt completely but there are two exercises that may help to settle your mind at this 
stage. First, click on the Outbox folder. If there is nothing showing in this folder then the 
chances that you have sent it are good. Second, click on the Sent Items folder where you 
should see the message details at the top of the list of files. If your message is there is 
certainly has gone – except in one situation. I know, there is always a proviso, isn’t there? 
 
This is a problem that occurs if you are using a dialup connection and you have an active 
anti-virus program. 
 



 
 

Fig 13.14 
 

Outlook Express Send/Receive window 
 
 This is the window that appears when you are sending or receiving a message. Note the 
tick in the box labelled ‘Hang up when finished’. This instructs the Outlook Express 
program to disconnect the phone once it has done its work. In most cases this is fine, but 
if you have an anti-virus program, it needs to check your mail before allowing it on its 
way. If Outlook Express finishes its job before the anti-virus program has finished 
checking it will disconnect the phone before the anti-virus facility has finished, and 
although your message will appear in the Sent folder it is giving a false sense of security. 
Once Outlook Express has finished sending the message to the anti-virus program it 
inserts the message file in the Sent Items folder but the phone was cut off before the anti-
virus program could complete its check and forward the message. If this is the situation, 
turn off the “Hang up” option by clicking in the box to remove the tick. This means you 
will have to remember to disconnect the phone manually.  
 
This situation does not arise when you use a broadband connection because the computer 
is usually permanently connected to the telephone when it is turned on. 
 

Replying to an Email: 
There is a quicker method of replying to an email message. Instead of going through the 
process of creating a new message and adding the recipient’s address and the subject 
details simply highlight the message and click on the Reply icon on the tool bar. This 
brings up a new message window with all these details filled in and the cursor waiting for 
you to type your reply above the original message. Add your reply, click on Send then 
Send/Receive and the response is immediately on its way back to the sender.  
 
 
 

Attachments: 

Sending: 
 



From time to time you will get an e-mail that has an “attachment”. This is shown by the 
presence of a small paper clip icon beside the message file. So what is an attachment? As 
in the case of a written letter you may “attach” a photograph, leaflet, report or newspaper 
cutting to the letter using a paper clip – hence the icon. In the same way you can attach a 
file, map, document or photograph to your e-mails. As an example let us assume that you 
have composed a fascinating article on The Migratory Habits of the Lesser Spotted 
Godwit on your word processor and a friend has asked for a copy. You could copy the 
whole article and paste it into the e-mail but there is an easier way – you simply attach the 
word-processor file to the e-mail. 
 
 

 
 

Fig. 13.15 
 

 
Fig. 13.16 

 
Look along the Toolbar above the message window and find the Attach icon (the paper 
clip). You may not see this icon (Fig.13.5) unless you have the Outlook Express window 
maximised so click on the square sizing button (�  ) to enlarge it. (Fig. 13.6) Click on the 
Attach icon and you will be shown another window inviting you to choose the file in 
question. Navigate your way to the folder which contains the file, highlight the file and 
click on Attach or Insert and you will see the file icon in a new box below the Subject 
box. 
 



 
Fig. 13.17 

 

 
Fig.13.18 

 

Receiving: 
 
Any message with an attachment will be identified by a paper clip icon to the left of 
the file and at the top right corner of the message itself. 

 
 



 
 

Fig. 13.19 
To open the attachment simply double click on the large paper clip icon in the preview 
window and the attachment will open automatically. 
 

Summary: 
 
This chapter should have given you enough information to send and receive average 
email messages. Finer points of emailing are covered in the chapter on Advanced Email 
so let me summarise this stage by means of a crib sheet. 
 

Email check lists: 
 
To add an email address to your address book: 
 

1. Open the Outlook Express program by double clicking on its icon on the desktop. 
2. Maximise the window. 
3. Click on the Inbox folder if it is not highlighted. 
4. Click on the Address icon on the tool bar 
5. Click on The New icon and choose Contact 
6. Type the first and last names and the email address in the respective boxes. 
7. Click OK 

 
To send an email: 

1. Open the Outlook Express program by double clicking on its icon on the desktop. 
2. Click on the Inbox folder if it is not highlighted. 
3. Click on the Create icon on the left of the tool bar 
4. Click on the To: button on the left – not the To: box in the middle 
5. Highlight the name of the person you wish to receive your message 
6. Click on the To:-> button in the centre of the window 



7. Click on the OK button. 
8. Click in the Subject box and type a brief description of your message 
9. Click in the large white message area and type your message. 
10. When finished, click on the Send icon 
11. Click on the Send/Receive icon and click on Connect when the dial-up window 

appears. 
12. Wait until the program has sent the message 
13. Disconnect the modem from the telephone line by clicking on the double screen 

icon at the bottom right-hand corner of the desktop screen and clicking on 
Disconnect. 

 
To check if you have any email messages: 

1. Open the Outlook Express program. 
2. Click on the Inbox folder if it is not highlighted. 
3. Click on the Send/Receive icon on the tool bar 
4. Click on Connect in the dial-up window 
5. Wait! 
6. You will be notified if there are no messages otherwise they will be automatically 

downloaded into your Inbox folder 
7. Disconnect by double clicking on the double screen icon at the bottom right-hand 

corner of the desktop. 
 
I will discuss the issue of email security in Chapter 19 – Advanced Email. 

 

Revision: 
 
Question 1 – After composing your message you click on Send. Where does the message 
go? 

1. Your Outbox 
2. Your Inbox 
3. To your ISP 
4. To Outlook Express 

 
Question 2 – How do you know if an incoming message has an attachment? 

1. A message flashes on the screen 
2. The message is underlined. 
3. A paperclip icon beside the message. 

 
Question 3 – Why have you not received a reply to one of your email messages? 

1. You sent it to the wrong address. 
2. The recipient did not think it warranted a reply. 
3. The recipient has not downloaded their messages. 
4. You did not attach a file to the message. 

 
Question 4 – Why is it a good policy to fill in the Subject box? 

1. Your message will not be sent without a subject. 
2. Your ISP will block your message. 
3. For future reference by yourself and the recipient. 
4. It will disconnect your telephone. 

 
Question 5 – What must you do to receive your email messages? 



1. Click on Send/Receive while connected to the Internet. 
2. Connect to the telephone. 
3. Click on Tools in the Menu bar and choose Receive All. 

 
Question 6 – How do you enter a recipient’s address in the To: box in the New Message 
window? 

1. Using the address book. 
2. Typing in the email address. 
3. Click on the Reply icon. 

 
Question 7 – What symbol will you always find in an email address? 

1. $ 
2. @ 
3. * 
4. www 
5. .co.uk 

 
Question 8 – What will happen if you click on the Send/Receive icon if you are not 
connected to the telephone? 

1. Nothing. 
2. You will be asked whether you want to connect. 
3. The computer will connect automatically. 

 
Question 9 - Which of these statements are true? 

1. You must be connected to the telephone to compose an email. 
2. You can only read your messages when disconnected from the telephone. 
3. You must connect to the telephone to download your latest messages. 

 
Question 10 – Why would one of your sent messages be returned? 

1. Your recipient has changed their address. 
2. You got the address wrong. 
3. Your recipient’s mailbox is full. 

 
 
 

Answers: 
 
Question 1 – 1 Your Outbox 
 
Question 2 - 3 A paperclip beside the message 
 
Question 3 – 1, 2 and 3 
 
Question 4 – 3 For future reference 
 
Question 5 – All  answers will retrieve your messages 
 
Question 6 – All  answers will enter the address 
 
Question 7 – 2 The @ symbol 



 
Question 8 – 2 (in most instances) 
 
Question 9 – 3 Connect to download your messages 
 
Question 10 – All  answers could be correct but 2 is the usual cause. 


