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GETTING AN EMAIL ACCOUNT: YAHOO  
 

To begin, simply login to www.yahoo.com. 

 

This home page for Yahoo has all of the information that you need for your account, 

including your email sign up, as well as news and information.  It is also the home of the 

Yahoo Search engine. 

 
 

Thereôs a lot if information here, but donôt be 

intimidated.  All of the items are always in the same 

place.  On the right side of the screen, you will see 

this section of the page. 

 

Once you have your account set up and you return to this page, you can just click on the 

Mail button (with the envelope).  But we are going to click on Sign Up. 

 

The sign up page will look something like this: 

 

http://www.yahoo.com/
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There are three sections to fill out.   

Section 1 is some basic information.  Note, they only ask for your name, not anything 

personal or private.  No one should ask you for any kind of personal information or credit 

card information.  If they do, it is spam, and donôt tell them anything! 

 

So, in section one, type in your first and last name.  Use the drop down menu to select 

your gender.  And then select your birthday.    Since you live in the United States, you 

can leave that blank.  And then in the last box type in your ZIP Code. 

 

 
Section 2, you type in what you would like your email to be.  The first part of your email 

address is something that you must pick for yourself.  Many people use their names if 

they can.  If your name is somewhat uncommon, you can give it a try.  Some people also 

like to separate their first and last name with a period. Examples john.smith  john.m.smith 

And then click the Check button.  If the email you have selected is not available a notice 

will pop up like this:   

 
As you can see, I asked about ñmyemailò which is already taken.  It is also offering 

suggestions based on the name I entered (North Brunswick).  If you like any of these 

suggestions, you can click on it and make it official.  If you donôt, you can try to make up 

another address.  Keep trying until you donôt get the red message anymore. 

 

Once you get a successful address please write it here for your own future reference 

 

__________________________________@yahoo.com 

And if someone asks for your email, you will tell them exactly what you have written.  

 

For the duration of the class your password will be ______library_______   You can 

change this after the class is over, Iôd like everyone to use the same password for class. 
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For Section 3, you can ignore the Alternate Email question (this is only there in case you 

have a secondary email, which some people do). 

 

However, you will have to fill in the Security Question. 

   

The security question is there in case you forget your 

password.  It is designed to make sure that no one can 

access your account but you. You will have to select 

one of the questions at the right and answer it in the 

line below. 

 

Now, hereôs the important part about these questions.  

YOU DO NOT HAVE TO ANSWER 

TRUTHFULLY.  They are not testing your knowledge about yourself.  However, you 

MUST REMEMBER EXACTLY WHAT YOU TYPED AS YOUR ANSWER.  For, if 

you forget your password, they will ask you the question you picked, and they will expect 

you to type your answer exactly as you did. 

 

So, if I pick "Who was your childhood hero?"  I can answer ______ME___ 

And then if I forget my password, they will ask me this question, and I will have to 

answer ME just like I typed the first time. 

 

Youôre almost done!    

 

The last item is the most unusual.  You will see a very hard to read series of letters, and 

you must type them into the available box.  The good news is that youôll never have to do 

this again.  And, of course, we can help you decipher them.  This is all done for security 

purposes.  In my example, the code is ddM5 

 

 
 

Okay, the last step is to click the small box so a check appears in it.  Then click CREATE 

MY ACCOUNT. 
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THATôS ALL!! 

 
You should see something like this screen.  To access your Email, Click CONTINUE 

 

 
On your new screen, it will say Hi, your name.  Click the Mail icon to access your mail.  I 

recommend following the little pop up windows which will get you acquainted. 

 

 
 

The following screen will show you what is what in your Email account.  The main 

section of the page is news headlines.  There is usually weather at the top too (which is 

why they asked for your ZIP code). 

 

On the left side of the screen is where all of your Email information is.   

Inbox is the place to click when you want to see all of your Email. 

Drafts is all of the emails that you started but didnôt finish 

Sent is all of the email that you sent (it remains stored in your computer) 

Spam is junk mail 

Trash is stuff you have Deleted 
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When you click on Inbox, your mail will be listed. 

 

 
 

All of your email is listed.  Anything that is BOLD means you havenôt read it yet.  

Anything that is not bold means that you have read it. Simply click on any words in the 

line, and your email will appear in the lower box. 

 

SENDING AN EMAIL  

 

To send an email, click on the New icon.  You can do this from in  

                 your Inbox or not.   

 

     After you have clicked New, a New message screen will open.   
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Type the address of your recipient into the To: Box.  Type a brief summary of your email 

in the Subect: Box and then type your message in the large box at the bottom.   

 

When you are done typing your message click Send (right above the To: box). 

 

Congratulations!  Youôve sent an email. 

 

REPLYING TO AN EMAIL  

If you receive an email from someone and want to reply, click the reply button.  When 

you do this the To: field will automatically be filled in with their email address, and the 

Subject will contain the subject that they typed in.   If you want to forward your email to 

someone else who might enjoy the contents, simply click the Forward button, next to the 

Reply button.  The subject will stay the same, but you will have to type in the new 

address. 

 

 
 

DELETING AN EMAIL  

If you do not want to keep an email, simply click Delete. 

 

 
 

If you have multiple emails that you wish to delete, put a check mark in each box at the 

left of the email.  Then when you click the Delete button, it will remove everything that 

you have checked off.  If you accidentally Delete something, it stays in your Trash Folder 

for about 30 days. 
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ALSO: 

 

Your email account is also your Yahoo ID.  Your Yahoo ID allows you to customize 

your Yahoo home page, to get the kind of news and information at your disposal. 

 

Signing out: 

 

Anytime you want to sign out, you can do so simply by clicking Sign Out.  It will close 

your account so no one can use it unless you log in. 

 
 

 

 

Signing in again: 

 

 

In order to access your mail from ANY computer, 

simply log in to www.yahoo.com .  Youôll see the 

screen like on Page 1.  Click the Mail icon or Click 

on           Sign In. 

 

 

When the new page opens, youôll see a screen like this one.  

Type in your Yahoo ID (which is everything before the 

ñ@yahoo.comò) and your password.  If youôre on a public 

computer, I recommend that the Keep Me Signed In box be 

UNCHECKED.  (If it is checked, click on the box).  If youôre at 

home, you can leave it checked.              Then click the Sign In 

button. 

 

Your new screen, it will say Hi, your name.  Click the Mail icon 

to access your mail. 

 

 

 


