D6d. Use E-Mail – Reply to an E-Mail Message
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To reply to an E-mail message.

Lesson Duration:

1 hour class

Pre-Instruction:

Send a message to your E-mail address.  The message will be used during the presentation/procedure session. 

Send messages to each of the learners.  The message should tell the learners to “Reply to this message.”   The messages will be used during the practice session.

Prepare a message to send to each learner for the evaluation session. The learners will access and reply to your message during the evaluation session.

Make copies of Handout – Replying to a Message (optional).

Understanding of how to use E-mail on the Internet

Knowledge of the User name and Password for the instructor’s E-mail account and the learners’ E-mail accounts.

Materials Needed:

Computer for each learner.

Computer for demonstration during the presentation/procedure session.

Printer. 

Handout – Replying to a Message (optional).

Access to the Internet.

Learning Objective:
Learner will be able to access his/her personal E-mail account and reply to an E-mail message.

Presentation/Procedure:

· Explain to the learners that this is the last lesson using E-mails and that in this lesson they will be replying to an E-mail message.  

· As a review, select a learner to demonstrate (on a computer) how to open Internet Explorer, access his/her Yahoo E-mail account and send a message to your E-mail address.

· Demonstrate the procedure of replying to an E-mail message in the following manner:

· Open your E-mail account on the demonstration computer.

· Show the learners that you have 2 new messages (the message sent from your colleague and the message the learner sent at the beginning of the presentation.
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Click on the “Inbox.”
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· Open the message from your colleague.
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· Explain that you are going to reply to the E-mail message from the staff member.
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Click on Reply.


· Once the “Reply” screen appears, draw the learners’ attention to the message area and enter your reply message.  When you have finished composing the message, click on “Send.”



· Explain to the learners that when the response has been successfully transmitted a “Reply Sent” message will appear on the screen.


Practice:

· Explain to the learners that they will be opening, viewing, reading, responding to an E-mail message from you.

· Have the learners open Internet Explorer on their computers.

· Have the learners access www.yahoo.com and open their E-mail accounts.

· Have the learners open the E-mail message from you, reply to your message and send the message back to your E-mail address.

· Monitor the learners as they reply to your E-mail message and send the message.  Provide assistance as required or team experienced E-mail users with beginning E-mail users.

· Once the learners have successfully replied to your E-mail, have them send messages to each other and reply to those messages.

Evaluation: 

The evaluation can be administered individually or as a group.  Begin the evaluation by having each learner access his/her E-mail account and open the message you transmitted for the evaluation session.  The message will tell them to reply back to the instructor without the instructor’s help or use of notes.  

Closure:  Review the procedure for opening an E-mail message and sending a response to the message. Discuss observations made during learner evaluations. 

Vocabulary:

(See Glossary for definitions)

E-mail, user name, password

Resources:
Instructor Comments:

If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Replying to a Message for additional assistance.  You will need to send separate messages to the learner in order for him/her to complete the task.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.
Instructor Reflections:
