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What is Email?

With today’s dependency on technology, you may find that many industries and employers use
email to communicate with their clients and staff, as well as potential employees. Increasingly,
employers are asking work seekers to apply for work by email because it is more convenient
for them and it illustrates the applicant’'s computer knowledge.

Email stands for “Electronic Mail”. It involves sending and receiving messages and documents
anywhere in the world, electronically. Messages are sent through a computer via the Internet.
To use email, you need a computer that is connected to the Internet and your own email
account.

When you have an email account, you have your own online mailing address to send/receive
digital letters, photos, documents, magazine articles, and even junk mail. Like the postal
system, you can also send electronic documents, images, etc. to anyone with an email
address on the Internet, anywhere in the world.

Email For Your Job Search

Email can be a very useful tool for you to use for your job search. You can use it to:

Send copies of your resume to employers

Send copies of documents to employers

Apply for jobs online

Receive job descriptions or postings from employers

Communicate with potential local employers, or with employers out of town
Network

VVVYYY

Email can be very effective for the job searcher and the employer because it is fast and an
inexpensive way to communicate and send documents, especially over long distances. Plus, it
is easy to access from any computer in the world that is connected to the Internet.

Email does have its disadvantages though, so use it with care:

» Although email can be convenient for some job seekers and employers, some
employers find it to be impersonal. Therefore, be sure that you add that “in person”
touch by following up by phone or in person to be sure that the application or
email was received. In other words, try not to depend on email for your job search.

» Email is not always a dependable format to use. Itis common for emails to be re-
routed, computer systems to be down, and sometimes employers are unable to open
attached files. Therefore, if you are using email to apply for a job, be sure to follow up
by phone to ensure that the application was received, or send a hard copy (paper copy)
by mail as a backup.
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Creating an Email Account

This handout will guide you through creating a new email account and checking your email

inbox. First, choose any one of the following free email providers:

» Yahoo ( page 4-7)
» Hotmail ( page 8-11)
» Gmail (page 12-13)

Creating an E-mail Account with Yahoo

» Once you have logged on to a computer, open up the Internet by double clicking on the

. -
Internet Explorer icon e

» In the “address bar” at the top of the page click once in the white space to highlight the
text in blue then delete it. Type “yahoo.ca” and then click “enter”

fj Kamloops Work Search - Homie - Windows Internet Explorer

o -
—
File Edit Wiew Faworites Tools Help
Go gle | inkernet explorer LI "‘l Search ~ « 50 ~ ':Ei - Share - Sl -
'ﬂ? "ﬁ? 88' '| &3 ahoo! Registration | [} kamloops work Search - ... | |
Furded in whas BRITISH
¢ inaingl COLUNBLA
= - The Bese Hace on Eard

» On the Yahoo webpage, use your mouse to click on the “Mail” button near the top left

hand corner of the page. This will take you to the email login page.

f_‘i Yahoo! Canada - Windows Internet Explorer

@@ - I.' http:/fca, yahoo comf j 5%y

File Edit View Favorites Tools Help

Go Sle ‘ j 2§ search - <‘>@ - e | 3 - B Sidewiki ~ ‘ ‘%7 Check ~ 33 Translate ~ | AutoRil - A0

ﬁ *‘ﬁ? &I Vahoo! Canada | | @ - m A E@

We Images Video Local News More O canads oniy

CANAD.

YAHOO’ Web Search

! Quebec My Yahoo! I ¥ your homepage Signin MNew here? Signup Have something to share? Page options

#* Edit TODAY - July 23, 2010 TRENDING NOW
- Anna Fermanova

2. Terrell Qwens
- 3. Chris Tucker
=
Autos 4. American Idol
@ Bookmarks 5. Plane crash Paki...
Q Finance
[o#] Flickr

1

Your apartment is starting

6. Angelina Jolie

7. The Avengers

§. Bob Barker

9. Gwyneth Paltrow
0. GM Windsor

Kamloops
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Yahoo Registration Process

» ltis here that you can either sign up for the first time (click here)
» Or sign in to your account (if you already have one)

/= Sign in to Yahoo! - Windows Internet Expi. -er

@: + [S" https:4login. yahoo.comjconfig loginygrify2? intimcags. sre=ym \ =1 & |[#2]]
Filz: Edit Wigw Favorites Taals Help

Google | -]+ ch v-‘-@ - s | Share = &+ | | Sidewiki v | "% Check ~ 5| TransiBe + S| AutoRil v

3% =¥  @Isign into Yahoo! \I

YAaHOO

HE \

CAMADA

Yahoo! Canada. Dorjjt have a Yahoo! ID?
Signi up is easy.

Welcome to Yahoo!

Enjoy all the benefits

= Stay in touch with free Mail and Mess

Sign up for Yahoo!
= Protect your PC with free Anti-Spy and Po = B

+ Get weather forecasts and current conditions for rarea.
Already have a Yahoo! ID?

= Tune in to the latest in music, entertainment, and sp Sign in

Are you protected?
Creats your sign-in seal (Why?)

Get all the best with one Yahoo! ID.

Your Yahoo! ID gives you access to powerful communications tools like ma
instant messaging. security features like email AntiVirus and Pop-Up Blocker,
favorites like online photos and music — all for free_

Yahoo! ID:

I
{e.g. free2rhyme@yahoo.com)
Password:

ep me signed in
for out. 'nfe
IUncheck if on a shared computer]

| cant access my account | Sign-in
help

» On the registration page, you must fill in all the required information to register and
create a username and password for your new email account. Follow the next steps to
complete the registration process.

» Use your mouse to click in the fjrst white space and type in your first name as you want

people (& employers) to see it.f This information will appear when you send people an
email.

YAHOO .'-3

CANADA

With a Yahoo! Account, get freefemail and other leading web services.

Name I

Gender I'S'B"“-'fE One- = I

Birthday |- Select Month - = |
Country ICanada j

Postal Code I

» Continue through the application to enter all of the in ation required. Some boxes
you have to fill in with text and some you will pick from the*drop-down menu by clicking
the little black arrow.

Kamloops
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Yahoo Registration Process

>

Next, you will create an email address for yourself. Choose something professional as
you may want employers to contact you by email, for example your name,
[ohnsmith@yahoo.ca and then click “check” to make sure no one else is using that

email address. \

Select an ID and password \ \

“ahoo! I and Email | @ I‘_.rahl:u:l.u:a j Check

Passwaord Strengi

Pazsword I

Re-type Password |

If someone is already using the email name you want, you can add numbers or symbols
to find something slightly different that works (email addresses are not case sensitive,
so capital letters will not count), some examples are:

john.smith  john_smith smithjohn  j-smith  johnsmith24 j.a.smith
Then create a password you will be able to remember for the next time you log in and

retype it below to confirm (passwords are case sensitive so if you use capital letters,
make sure you remember for the next time you log in).

TIP: Remember, if you are using your email to contact employers, keep your
username appropriate for work search. “bigjohnny@yahoo.com” is not likely the
best way to make a good first impression with a potential employer.

Choose a friend’s email account or

In case you forget your ID or password...

a secret question in case you forget Aternate Email optional) |
your password and need yahoo to Secret Queston 1 |-Sekect One- =l
re-send it to you or allow you to re- Your Answier |
set the password in order to access Secret Queston 2 |-SelectOre- =l

"curAnz'.‘.'erl

your account

The flnal Step |S tO Verlfy you are Type the code shown I— Ei Need audio assistance ?
not a hacker or a computer, type
the coded numbers and letters you —p> M

see in the box provided. If this one
is too difficult to read, click “Try a
new code” to find one you can

Try anew code

decipher Vol Sanie shcaPovacyPocy sk Termaof e, e
account related ications from Y i 8

When you have completed all of p  Create MyAccount

these steps, click “Create My  wm o

Unhershy
our Privacy Palicy.

Account”

» If you made any errors on the registration page, red lettering will appear asking you to

fix the errors. When you are done, click on “Create My Account” again.

Kamloops
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Yahoo Registration Process: Checking your Email

» To log into your new email account to check if you have new email messages,

simply follow the steps you took to get to the sign up page, but type in the email address
(Yahoo ID) and password that you created

ahoo! Canada indows Internet Explorer

@@v I! http:fjca. vahoo.cam) j 2| Iyahoo.c

File Edit “iew Favorites Tools Help

Gougle | wahoo.ca j 89 scarch ~ 4 52 - g Share ~ Eh- | | sidewiki + | %% Check = 43 Transiate + | autoril = 4 [ vahoo [ ca
w ok 88' '| @!'vahoo! Canada X | || Kamlaaps ‘Wark Search - Hame | | M- B
Web  Images  Video  Local  MNews  More

YAaHOO! |

CANADA

Y!Quebec My Yahoo!

Signin Mew here? Signup Hav ething to share? Page options.
YAHOO! SITES Edit TODAY - July 28, 2010 TRENDING HOW
Mail 1. Anna Fermanova 8. Angelina Jolie
2. Terrell Dwens 7. The Avengrs
E Answers .
3. ChrizTucker 8. Bob Barker
A Autos 4. American idol 9. Gwyreth Patrow
@ Bookmarks 5. Plane crash Paki ... 10. GW Windsor

[ Finance (zzrmend

(o8] Fiickr

Your apartment is starting

» Enter your email address (Yahoo ID) and password and click sign in!

YAHOO!LMAIL

[Welcome to Yahoo!

Enjoy all the benefits of Yahoo! Canada. Don't have a Yahoo! ID?
Signing up is easy.

# Stay in touch with free Mail and Messenger.

Sign up for Yahoo!
* Protectyour PC with free Anti-Spy and Pop-Up Blocker. -~

* Get weather forecasts and current conditions for your area.

Already have aYahoo!ID?
* Tune in to the latest in music, entertainment, and sports. Signin.

o Are you protected?
@ Create your sign-in saal. (Why'?)

Get all the best with one Yahoo! ID.

our Yahoo! ID gives you access to powerful communications tools like mail and \
instant messaging, security features like email AntiVirus and Pop-Up Blocker, and “fahoo!ID:
favorites like online phetos and music — all for free. l

.. freemymeyanoa.com)

r Keep me signedin
fior 2 weeks unless | sign out. —
[Uncheck if on a shared compater]

N Sign In | ,/

| cant access my account | Sign-in
help

Copyright © 2010 Yahoo! Canada Co. Al rights resened. CopyrightiP Palley | Terms of Senioe | Gukde o Online Securly
NOTICE: We collect parsonal Information on Wils she. To leam mare about how we use jour Information, see owr Priacy Policy.
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Creating an E-mail Account with Hotmail

» Once you have logged on to a computer, open up the Internet by double clicking on the

. -
Internet Explorer icon (=

» In the “address bar” at the top of the page click once in the white space to highlight the

text in blue then delete it. Type “hotmail.com” and then “enter”

ﬂ:‘ Kamloops Work Search - Home - Windows Inter .-.c Explorer

@: | - ||:| ikkp: i kamworksearch, comydef aulk, hkm

File Edit ‘Wiew Favorites Tools  Help

.
Go glf | internet explarer "’I . l Search -4

D

Share* EJ -

» ltis here that you can either sign in to your account (if you already have one)

» Or sign up for the first time (click here)

£7 Windows Live

Hotmall sign in

The efficient way to do efpail

Windows Live ID:
PERSOMAL SPAM BODYGUARD

[ s
'l % With advanced security protectiongrom Microsoft I e

-

Password:

ONE-STOP INBOXING |
Bring your different email account@ogether Forgot your password?

" Remember me
|. HOTMAIL FOR MOBILE

A [T Remember my password
Take your email with you

i

TOOLS FOR YOUR BUSY LIFE. Welcormll to Hotmail, New Busy >

Mot your computer?

Get a Windows Live ID and get into Hotmail, Messenger, Xbox LIVE - and other Microsoft
services.

. Get a single-use code to sign in with
Don't have a Hotmail account? _ S1gn up

Show saved Windows Live IDs

@2010 Microsoft Corporation | Terms | Privacy Use enhanced security (SSL) | Help Central | Feedback
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Hotmail Registration Process

» Here you will create your
email address, choose
something professional as
you may want employers to
contact you by email, for
example, use your name,
[ohnsmith@yahoo.ca

» Click the “Check Availability”==
button to make sure no one
else is using that email
address. You also have the
option of choosing
example@hotmail.com
or example@live.com
There is no difference. If the
address you want is taken,
you can add symbols or
numbers to differentiate [i.e.
john.smith, smithjohn45,
j_smith, (capital letters are
not recognized)]

» Enter a friend’s email
address or choose a
security question in case
you forget your password so

Create your Hotmail account

Thisisyour Windows Live ID—it gets you into other services like Messenger and SkyDrive,
Allinformation is required.

@ Alreadyusing Hotmail Messenger, or
Xbox LIVE? Signinnow

Hotrmail address:

@ |hotmail.com j

Retype password: I

Alternate e-mail address: I

Or choosea security question for password

reset ﬂ

United States j

ate: ISeIect one j
P code: I

Gender: " Male © Female

Birth year: I

Enterthe characters you see
New | Audio | Help

A HRERY

ClickingI accept means that you agreet
receive e-mail from Windows Live, Bin

unsubscribe at any time.
Taccept |

eMicrosoft service agreement and privacy statement. You also agreeto
nd M5M with service updates, special offers, and survey invitations. You can

Hotmail can email it to an

alternative address or so you can reset it.

» Enter the letters and numbers you see in the coded message and click “| accept”

» If you made any errors on the registration page, red lettering will appear asking you to
fix the errors. When you are done, click on “| accept” again.

TIP: Remember, if you are using your e-mail to contact employers, keep your
username appropriate for work search. “sexysusie@hotmail.com” is not likely the best
way to make a good first impression with a potential employer.
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Hotmail Registration Process: Checking your Email

» To log into your new email account to check if you have new email messages,
simply follow the steps you took to get to the sign up page, but type in the email address
(Windows Live ID) and password that you created

£7 Windows Live

Hotmail sign in

The efficient way to do email

< PERSONAL SPAM BODYGUARD
’:? N with advanced security protection from Microsoft

Password:

Fargot your password?

OMNE-STOP INBOXING
Ering your different email accounts together

|.| HOTMAIL FOR MOBILE

Take your email with you

I Remember me

I Remember my password

TOOLS FOR YOUR BUSY LIFE. Welcome to Hotmail, New Busy »

Don't have a Hotmail account? = 3ign up |

Get a Windows Live ID and get into Hotmail, Messenger, Xbox LIVE - and other Microsoft
services,

Get a single-use Co

Show saved Windows Live IDs

©2010 Microsoft Corporation | Terms | Privacy Use enhanced security (S5L) | Help Central | Feedback

Y Y Y N YN YN YN N Y

» To get started with your account, you must verify it first. To do this, simply send a test
email to yourself

m - I‘.Pn] http:/fan127w,snk 127, mail live,comfdeFault, aspx?rru=inbox j *| % Ihotmai\.cam
File Edit Wiew Favorites Tooks Help
Go gle ‘ hakmail.com j -'l Search ~ 1 @ - I:‘}' Share ~ @ A Sidewiki “,?Check hé aTranslate A ﬁUAutUFi\I hé é,, @ hotmail Igcum % v
w ok 88' v| [ Windows Live Hotmail x | o windows Live: Hotmai | | @ -6 - @ . IE}'P
"1 Windows Live ~ Home Profile People Mail Photos More  MSM Search the web [ O] account...
sgnout
Hotmail New | Delete Junk | Markas + Moveto + | o= &2 Messenger + | Options+ @-
testaccount0l @live.c - [C Sortby - | Search your e-mail fsl ‘
Inbox (1) r Windows Live Hotmai .. Getting started with Windows Live Hotmail 255 PM
Junk Free
Diaits unlimited
Sent global text
Deleted for 1 year.
H “ ”
> Click “New
Kamloops
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Hotmail Registration Process

» Start typing your email address in the “To” spot and it should pop up automatically so you

can click on it to select that email address/

T —
ore WISM Search the web

£7 Windows Live * Home Profile People Mail Photos,

Hotmail Send | Savedraft Aftach~ | Spellcheck Richtext » Cancel &2 Messengel
testaccount0l @live.c From: testaccountl]@livecom « Show Cc&Bec | | Quickd
Inbox (1) To: | teq Choosef
Junk like to ad|
testaccountdl @live.com testaccountl1 @live.com
Drafts
Subject: Imag|
Sent 5
4 0> 8 Verdana x 10 + B N ESSISISIEESD S AN il

» Click “Send” and a yellow box asking you to verify your account will appear, click on

“verify your account”

B— el
£7 Windows Live - Home Profile People Mail Photos More  WSN Search the web
Hotmail Send | Save draft gl « ¥ 1| Cancel
testaccountll@livec .. | /A% We need tofgkyou to verify your account. After ygil do that, please come back and click Send again. This helps us fight spammers.

Inbox (1) From: testacC gl i

? . Show Cc &Bee | | Quickad
Junk
Dt To: testaccountll @livecom # | Chooseth:
rafts
Clickthe "To" button to see your contact list| liketo add
Sent Subi
ubject: I
Deletzd mege
4 23 [ Verdana 210, p T U ESSEICEEGEADY S \idl

& Messenger

> A box will pop up asking you to type the coded letters and numbers again, when you are

finished, click “Continue”. If you cannot make out the code, click the refresh button to

view a different variation. /

” . .
&7 Windows Live™

Help us fight junk e-mail

This helps us prevent automated programs fjbm creating accounts
and sending spam. Get help with this

To continue, enter the 8 characters from the picture:

Continue | Cancel |

© 2010 Microsoft | Privacy | Terms of use Account | Feedback

» Once you have clicked continue, you will get a thank you box in which you will click on the

“Close” button. Go back to your inbox and delete the “test” message you created

» Your account is now ready to go!
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Creating an Email Account with Gmail

» Once you have logged on to a computer, open up the Internet by double clicking on the

. -
Internet Explorer icon e

» In the “address bar” at the top of the page click once in the white space to highlight the
text in blue then delete it. Type “google.ca” and then “enter”

fj Kamloops Work Search - Homie - Windows Internet Explorer

earch.comjdefault. htm

@:-_-: - ||_| itbp o karmvorks

File Edit Wiew Faworites Tools Help
Go SIE | inkernet explorer vI -'l Search = 4 @ - I:Ei - Share = @ <
Wk 88' - | &7 ¥ahoo! Registration | [} kamloops work Search - ... | |

BRITISH
. (il COLUMBLA

The Best Place on Ear

» Click on “Gmail” in the top left then click “Create an account”

e Google - Windows Internet Explore)

) 2
@,\:/ - | l google.ca, ‘
Flle Edit Wiew Favorites Tools Help \
x Google | google.ca ‘ v|-‘l Search ~ @0 - cp- P chare~ B - [ sidewiki - Check - (53] Tran:
o Favartes | ol @& > &|Fres al & | ~ 8] Customize Links & | Windows

-.l Goagle

Web mages Yideos Maps MNews EBoflks Gnail

Canada

Google

» Fill out your personal information in the application
form and choose an email address (login name) and
password. Choose something professional as you
may want employers to contact you by email, for
example your name: johnsmith@yahoo.ca

Sign in with your
Google Account

ex: pat@example.com

[[] Stay signed in

Can't access your account?

mail? It's free and easy.

Create an account »

About Gmail ~ New features!

Get started with Gmail

» Click the “Check Availability” button to make sure no one else is using that email
address. If the address you want is taken, you can add symbols or numbers to

differentiate (i.e. john.smith, smithjohn45, |_smith, etc)

S:\KWSC 2007\Client Resources\Bookshelf Handouts\Creating An E-mail Account (August 2010).doc
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Gmail Registration Process

TIP: Remember, if you are using your e-mail to contact employers, keep your
username appropriate for work search. “sexysusie@hotmail.com” is not likely the best
way to make a good first impression with a potential employer.

Security Q“‘?Stiﬂﬁ.' What is your primary frequent flyer number +

Choose a security
question or enter a
friend’s email address in
case you forget your
password in the future
and need to have it
emailed to you or reset

» Type the coded words
you see in the space
provided. Once you have
completed the whole
application process, click
“l accept. Create my
account”

» If you made any errors on
the registration page, red
lettering will appear
asking you to fix the
errors. When you are
done, click on “Create My
Account” again.

e lAnISWET: 123456
Recovery email:

If you forget your password we will ask for the answer to your security
question. Leamn Maore

This address is used to authenticate your account should you ever encounter
problems or forget your password. If you do not have another email address
you may leave this field blank. Learn More

Location: Canada v

Word Verification: Type the characters you see in the picture below.

Verir oy

—> &

Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered above (feel free

to change anything you like), and review the Terms of Senice below.

With Gmail, you won't see blinking banner ads. Instead, we display ads you
might find useful that are relevant to the content of your messages. Leamn
more

Printable Version

Google Term=s of Serwvice ~
Welcome to Google!

1. ¥Your relationship with Google e

on 'l accept’ below you are agreeing to the Terms of Senice above

and both t rogram Policy and the Privacy Policy.

| accept. Create my account.

» In the next screen that pops up, click “show me my mail”, this will take you to your

inbox.

» To log into your new email account to check if you have new email messages,
simply follow the steps you took to get to the sign up page, but type in the username

and password you created

Go-1

File Edit Wiew Favorites Tools  Help

google.ca

Go Sil? google.ca

i Favorites | ol (@

* £ Free Hotmail &

-'l aoogle

(= Google - Windows Internet Explorer

v | search - r g2 - o | Ehsharer -

Sign in with your
Google Account

Sidewiki ~ | 7 Check + %4 Tran: Usermame: |
ex: pat@example.com

v & Customize Links & | Windows Password:

[ Stay signed in

Web Images Videos Maps

Can'i access vour account?
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ips For Using E-mail as Part of Your Job Search

» Email your resume to yourself! The document can stay in your mailbox and then you
will be able to access it from any computer that has access to the internet for printing,
editing, or sending to an employer.

» ALWAYS follow up after you have sent a resume to an employer through e-mail,
phone or in person. Very frequently emails are re-routed or lost, computers crash,
systems are down or employers are unable to open your attachments. Be sure the
employer received your resume and is able to read it.

» Try not to depend on email for your job search. Some employers prefer email, others
prefer to meet you in person. Make a personal impression with every chance you have.

» When using free email providers such as Yahoo or Hotmail, be sure to check your
email inbox regularly. If your account is unused for as little as a month, companies
sometimes delete your account, erasing your email address, letters, and documents.

» Remember to always be professional in your job search. You are always making an
impression on potential employers. When using email, you need to remember that the
employer will be receiving and reading whatever you send. Always proof read for
spelling and grammar errors, there is usually a spell check option to double check.
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