Competency:  Set Up and Use Free E-mail

	Lesson Overview:  Students will learn to set up and use free e-mail through the Hotmail website.  They will also learn and use vocabulary related to e-mail. There is a follow-up lesson plan about sending and receiving e-mails, and there is a prerequisite lesson plan about starting and shutting down computers.

This lesson plan includes:

1. Set Up and Use Free E-mail Vocabulary 

2. Set Up and Use Free E-mail Vocabulary Matching

3. Set Up and Use Free E-mail Crossword Puzzle

4. Set Up and Use Free E-mail Crossword Puzzle Answer Key



	Approximate Time:  2 hours



	Prerequisite Skills:

Students should know how to start and shut down a computer.  If students do not have this skill, they should first complete the lesson entitled “Start and Shut Down a Computer.”

Prerequisite Vocabulary:

click

password

username



	Vocabulary: 

E-mail (electronic mail)

E-mail address

E-zines (Electronic magazines)

Hotmail

inbox

Internet

message(s)

sign on

sign out

sign up

Vocabulary for Optional Activities:

cancel

close

compose

delete

forward

next

reply

send

subject



	Materials Needed: Whiteboard or flipchart, erasable markers, handouts, flash cards, and index cards.



	Equipment Needed:

Desktop or laptop computer

In-focus projector

1 computer per student with Internet access 



	Activities:

1. Give each student a copy of the Set Up and Use Free E-mail Vocabulary.  Go over the pronunciation of each word.  Read each word and have the students repeat the word in unison and then individually.  

2. Have students take turns reading the definitions.  Make sure the students understand the definitions by answering any questions the students may have.  

3. Ask the students if they already have an e-mail account and if they use it regularly.

4. Give each student Set Up and Use Free E-mail Vocabulary Matching.  After the students have completed the handout, review the answers orally.

5. Instruct students to start their computers and open up the Internet.  (Note: Students should have had the lesson entitled “Start and Shut Down a Computer.”  Tell them to type the following address: http://www.hotmail.com.  You will need to show them how to do this using your own computer and in-focus projector.  Show them how to highlight the address line and type another address. 

6. When the Hotmail website opens, you will see “Sign Up For an E-mail Account” in the upper right hand corner of your screen.  Instruct the students to click on “Sign Up.”

7. Walk them through each of the steps of the sign up.  They will have to enter their first and last names, their state, zip code, and time zone.  Next, they will have to choose a username and a password.  If they choose a username or password that is already being used, they will get a message telling them to choose another one.  (Students should already know what a username and password is, as those words were taught in the lesson plan entitled “Start and Shut Down a Computer,” the pre-requisite lesson to this one.)  At the bottom of the screen, there is a User Agreement.  Tell students to read it and click on “I agree.”

You will need to circulate around the room giving one-on-one help to those who need it.  Allow students who have had experience with e-mail to circulate and help as well.  Tell students that they may want to write down their password so that they will not forget it later.

8. “Registration is Complete” will appear on the next screen followed by their new e-mail address.  Provide each student an index card so that they may write down their e-mail address.  (This is their username@hotmail.com.)  Take these up and instruct students to click on “Continue” at the bottom of the screen.  The instructor should write down the user name AND password for each student in case students forget.

9. The next screen tells students that they may upgrade to a larger Hotmail account for $19.95 per year.  Tell them to scroll down to the middle of the page (you may have to help them with this).  At the second bullet, they will see a sentence that says “Click here to sign up for a 2 MB account.”  Instruct students to click on the “Click here,” which will be highlighted in blue. (Note:  These instructions may change any time the website is upgraded.)

10. The following screen asks if the user would like to subscribe to free e-zines.  Tell the students to make their selections if they are interested in any of the choices.  Again, circulate to answer any questions about the e-zines that they may have.  Show students how to click their choices using your computer and in-focus projector.  After they have made their selections, they should click “Continue” at the bottom of the screen.

11. The next screen asks the user to click his or her interests.  You may have to explain what each of these mean.  Tell your students to click on their interests, then click “Continue to E-mail” at the bottom of the screen.

12. This will immediately take them to their e-mail account home page.  Their inbox should show one message.  Tell students to click on “In-Box.”

13. They will have one message in their inbox from the Hotmail Staff.  Tell them to click on “Hotmail Staff.”  The e-mail message should appear.  You may read the message with your students if you like.  Tell them to click “Close” at the bottom of the message.

14.  When they click “Close,” they will be taken back to their inbox.  In the upper right hand corner of the screen, there is a Sign-out button.  Instruct students to double-click it.  This will sign them out of Hotmail and take them to the MSN homepage.

15. Give each student a copy of the Set Up and Use Free E-mail Crossword Puzzle.  While they are working on it, send each student an e-mail message to their Hotmail address.  Review answers to the crossword puzzle orally by using the Set Up and Use Free E-mail Crossword Puzzle Answer Key.

16.  Show students how to access their e-mail account.  Go to www.hotmail.com again.  Tell them to enter their username and password, then click “Sign In.”  Repeat steps 8 and 9 above for checking their inbox and opening the message you sent them.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of student worksheets.

3. Have each student demonstrate logging onto his or her Hotmail account, retrieving his or her e-mail, and signing out.  



	Follow-up Activities:

1. Use Set Up and Use Free E-mail Vocabulary Flash Cards for further vocabulary development.  You may also have the students make up their own flash cards on 3” X 5” index cards. 

2. Teach the lesson entitled, “Send and Receive E-mails.”  In this lesson, students will learn to reply, forward, and compose e-mail.  Have the students write down their new e-mail addresses on the board.  Then, have the students send e-mails to each other during class.   

3. Show students how to use some of the additional features of a Hotmail account. (Example:  delete mail, set filters for your incoming mail, use the address book, send a blind copy or carbon copy, send an attachment, change the stationery, etc.)

4. Show students how to send a greeting card to a friend with an e-mail account.  There are several free greeting card services on the Internet.  (Ex. Blue Mountain Cards)

5. Have students send e-mails to the president of your college or the executive of your agency.
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