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Introduction


The purpose of this report is to inform new students how to set up an email address using the computers that are in York Technical College’s computer lab A-208.

Objectives


This information is to be used as a “How To” instruction for making an email address. The objectives are as follows:

· Students will have access to lab A-208 with the proper door code.

· Students will have knowledge about how to log-on to the computers.

· Students will have an E-mail address by the time they leave the lab.

· Students will have the ability to access the lab in the future.
Reasons for having an Email Address


Email addresses are important to have for the simple reason of easier communication with friends, family, co-workers, teachers, and instructors. If you have an email address you can send and receive messages to and from people from any computer anywhere in the world.
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Getting Into the Lab

	Figure 1 Keypad
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1.) Approach the computer lab A-208 door.


2.) Above the doorknob there is a keypad

                  with the numbers 1-5 listed

                 (see Figure 1).


3.) Press the round silver buttons


     in the following numeric order:

                                “2, 4, 3”.

                      Turn the knob immediately and

                      enter the lab.

                 4.) Now, find an unoccupied computer

                      and sit down at it.


5.) From here make sure that the 

                     
computer is turned on by look for a

             green light on the front of the 


             computer (see figure 2).



NOTE: If the computer is off the 

              power button will not be lit green.

	Figure 2 Power ON 

	



             Press this button to turn the 

             power ON and wait a few moments

    for the computer to boot up.
 


Logon to the Computer and Email Setup

1.) If the monitor is not on press any key

     on the keyboard. This will turn the

     monitor on. Otherwise, skip this step

     and move on to step 2 (see Figure 3).

2.) A box will be on the screen asking you

     to “press Ctrl-Alt-Delete to begin”

     (see Figure 3).

     NOTE: Press and release all three keys

                at the same time.   
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	Figure 3 Keyboard
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3.) Now, another box will pop-up prompting you to type in some data.

                      Type in the following data into the corresponding field on the

                      screen.

	Table 1 
	Username and password

	User Name
	a208user

	Password
	a208


                     After you have entered the data, use the mouse to move the

 pointer to the button labeled “OK” and click it once.

                     If you typed all the data correctly, the computer will logon

                     to Desktop of Microsoft Windows.


4.) From the Desktop you can the access the Internet by moving the mouse-pointer to the icon that looks like a big blue “e”            (see Figure 4). This Microsoft’s Internet Explorer. Double-click the left mouse button on this icon to use this program. Do it now.

	Figure 4 Internet Explorer Icon
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	Figure 5 Address Bar

	



5.) Once Internet Explorer is open, locate the Address bar with the mouse-pointer. It is the last bar from the top of the screen and has a long, white area (see Figure 5). Double left–click on the



white area to select the text. 


6.) Now, type “http://www.hotmail.com”, minus the quotes and press the enter key on the keyboard. When the website loads there will be a Tab labeled “New Account Sign Up“ single click this Tab.


7.) Read and Follow the instructions on the page to sign up for your new email account. You are able to make up your own personalized email address.



Ex: <yourname>@hotmail.com, RustyUsa@hotmail.com

NOTE: Make sure that you choose a password for your account that will be easy for you to remember it easily. 

You may encounter additional pages that ask you to sign up for free newsletters from other vendors. That choice is up to you if you would like to receive those.


8.) Once you have filled out all the information for your new account,  the Inbox for your account will open.



NOTE: You must use you account regularly or the account will be


     disabled.
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Summary 



You should have setup your own email account with Hotmail, and you are able to use it as frequently as you like. You are able to send anyone an email with a click of a mouse button. This walkthrough should have given you the skills to be able to setup other email accounts, access lab resources, and tone your computer skills. 

