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INTERNET HANDOUT #1

ADDRESS BOOK 
The location of your personal email addresses. You can usually add someone to your address book by right-mouse clicking on their name (in a message you received) and then clicking on “Add Sender to Address Book”. 

ATTACHMENT 
A file, document, picture or other item you have saved on your hard drive and then send as an ADDITION to an email message. 

CONTACT 
Each person in your address book. 

DELETED ITEMS 
Emails you have received and deleted. This folder is like your recycle bin. You should empty it regularly. 

EMAIL 
Electronic mail – the way you send messages over the Internet. 

EMAIL ADDRESS 
An email address ALWAYS is in this format: someone@anywhere.com. 

FORWARD 
The way you can immediately send a COPY of an email you received to someone else. 

GROUP 
A list of contacts in your address book. 

INBOX 
In your email – the place where all your new mail appears. 

MESSAGE 
The blank on which you type your email. 

MODEM 
The mechanism by which you connect to the Internet so that you can send e-mail. 

OUTBOX 
A holding location where your OUTGOING email stays until you actually send it. 

SEND/RECEIVE 
The button on your tool bar in Outlook Express that you press to actually send your email. It looks like this: 

SENT ITEMS 
Emails you have sent. 

WEB ADDRESS 
Different from an email address. It does NOT have the @ in it. It is simply a location on the Internet – like a page in a magazine. 
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