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What is Email?

Email stands for Electronic Mail.

Pictures, text and whole documents created in other programs can be sent through

email.

Most email accounts can be accessed from any computer if you know your user

name and password.

In this class, we will create an email account that is “hosted” through Google and

is accessible from any computer with internet access.

Google’s email service is called “gmail.”

Anyone with the email address theirname@gmail.com has Google as their email

provider.

Getting Started:

Go to www.google.com

Click on “Sign in” in the top right corner.

%) Google - Mozilla Firefox

BEIE
File Edit View Go Bookmarks Tools Help
<a‘.§| - d> - @ !7‘ @ I[Cl http:/fwww.google.comf EI 0 “C-"
|| Windows Media | | Windows (=) Learning2.0-The T... (=) lfelonglearning 7o PLCMC Central [:] Bloglines | My Feeds ... () Learning2.1 | | Jennifer Wishart's Par—Col Uncg email
Web Images Yideo News Maps Gmail more ¥

Google

Google Search I I'm Feeling Lucky I

Advertising Programs - Business Solutions - About Google

@2007 Google

Advanced Search

Preferences
Language Tools

iGoogle | Sign in
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Because you don’t yet have an email account with Google, you will

click on “Gmail”

GO L)gle Google Accounts

Accounts

Sign in to personalize your Google experience.

Google has more to offer when you sign in to your Google Account. You can customize pages, view

recommendations, and get more relevant search results.
\ Sign in on the right or create ane for free using just an email address and password you choose.

~

Grail

Get a fresh start with email that has less spam

Q

. Access and manage your web activity from any computer

iGoogle
= Add news, games and more to the Google homepage

g Google Checkout
A faster, safer and more convenient way to shop online

Sign in with your
Gouogle Account
Emait|
Passward: ,7

¥ Remember me on this
computer.

Sign in

| cannot access my account

Don’t have a Google|
Create an accoul

On the next page, you will see this box:

Click on “Sign up for Gmail”

Create an Account

Your Google Account gives you access to Gmail and other Google services. If you already have
can sign in here.
Examples:

/ John
«— Smith

Desired Login Name: | [@amall.com
Examples: JSmith, John. Smith

check avaiabillyl | \

Get started with Gmail

First name: |

Last name: |

jsmith

Choose a password: | Pazsword strength:

T >ismith1976

Minirmum of 8 characters in length.

Re-enter password: |

[T Remember me on this computer.

Creating a Google Account will enable WWeb History. Web History
is a feature that will provide you with a more personalized
experience on Google that includes more relevant search results
and recommendations. Leamn More

[} Enable YWeb History.
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Sign in to Gmail with your
Google Account

Usemame: [|
Password:l

¥ Remember me on this
computer.

Sign in

| cannct access my accourt

Sign up for Gmail

About Gmail  New features!

You will then be asked to create

a user name and password. Re-

member

(write down) your email ad-
dress, user name and password.
You cannot get into your ac-
count without this information!
If you forget, library staff will

not be able to recover it for you.



If you will be working on a

Computer that Other people CIUUSE A T FaSEWOrT SR

Minirnurn of 8 characters in length.

Re-enter password: |

use, (library computer) make

P [ Remember me on this computer

Creating a Google Account will enable YWeb History. Yeb History
sSurc these boxes arc NOT is a feature that will provide you with a more personalized
experience on Google that includes maore relevant search results
and recormmendations. Learn Mors
checked.

[} Enable Weh History

Security Question: T . .
ol Queston: - {ossan cuaston..__ Security Question: Choose from the drop-
. Il - down menu, make sure it is one you can re-
nswer:
_ member the answer to.
Secondary email: |
This address is used to authentic . .
::::‘;;"J::lz'[';“:;“t‘jz:;w d ‘tgl.anﬁ Learn More —Answer: Type your answer 1n the bOX‘ erte
Location: [Orieasietes F it down with your username and password.
Word Verification: Type the characters you see in the picture below. . . . .
Word Verification: This word verifies that
y )t)eS%% you are a real person and not a spammer’s
I & automatic program.
Letters are not case-sensitive

Terms of Service: Please check the Google Account information you'e entered above TermS Of SeI'VICGZ Read through thlS 1f you
(feel free to change anything you like), and review the Terms of

Senice below like. It is a legal disclaimer that protects
biniabe veson | Google from being sued.

Google Terms of Service ﬂ

elcome to Google!

14| Your relationship with Google LI;' .
_Click on
By clicki I t' bel ing to the T f
Sbvice shes and b 1o Broaram Boicy ane fhe pen—viéTE;&/ “T accept. Create my account”
laccept Create my sccount | to create your Gmail account.

When you have successfully created a Gmail Account, you will see this
screen:

Gm i I Introduction to Gmail
by Google /

Congratulations! I'm ready - show me my account >
Youve successfully signed up for Gmail. Here are three things you really should know before you get started
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When you click on “I’m ready — Show me my account,” you will see this screen:

¥ Gmail - Inbox (1) - Mozilla Firefox

File Edit View Go Bookmarks Tools Help

<o~ - & L &) [0 hepiimei.google.comimaiy BF 0O e [C.
Gmail Calendar Documents Photos Groups Web more v j i @gmail.com | Settings | Help | Sign out
( ] i ‘ [ Search Mail | _Search the Wel | Shew sesich sotion
]
Compose Mail International Herald Tribune - Letter From Russia: A boom that on migrant workers - 4 hours ag eb Cli i
Inbox 1{} Archive | | RepotSpam | _Delete | [More actions =] Refiesh 1-10f1
Starred
C:Yni) Select: All, None, Read, Unread, Starred, Unstarred
ats
Sent Mail r Gmail Team Gmail is different. Here's what you need to know. - Messages that are easy to fir -~ 2:40 pm
! mail-noreply@google.com
Drafts
All Mail
Spam
Trash
Contacts
¥ Quick Contact:
AEHIEREoNE Archive | | RepoSpam | | Deiste | [More actions.. =] 2y

dd, or invite
e . Select: All, None, Read, Unread, Starred, Unstarred

@ inhn amith

Using the Gmail control pane

Use the Gmail control pane on the top left of the Gmail home page for al-
most everything you need to do.

¥ Gmail - Inbox (1) - Mozilla Firefox
To check your messages, go to: www.gmail.com He E You G fdmrts Iek teb
<3 - 1_1/' - @ (X @ |M http://mail.google.ct
Compose Mail - CI'CatCS a new message lIl Gmail Gmail Calendar Documents Photos Groups W
Gmajl !

Inbox - shows your new messages.
Messages in bold are waiting to be read. — _

. . Lies Archive |  Report Spam |

To mark a message as important, click the star | Sxe¥ Selct: Al None, Read, Un

Chats &2
. . . r Gmail Team
beside its subject. i i ercaliE

Drafts
All Mail

Starred - Shows all your starred messages. i

Trash

Compose Mail International Herald Tribune

[

E

Contacts

Sent Mail - shows you a copy of all the messages you | vausccomats

- | Report Spam |
Search, add, or invite

have Sent, = Select; All, None, Read, Uni

@ inhn amith

The Gmail Control Pane

Save Now - saves your work as a draft if you start a

message but don’t want to send it yet.
Drafts - shows messages written but not sent
All Mail - displays all your messages, read and unread.

Spam - “Junk mail” in your e-mail box is known as Spam. Gmail puts
Spam under its own label, so you never have to deal with it

Trash - shows all the messages you have deleted.
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_____________________________________________________________________________________________________

NOTE: If your user name is “jsmith,” your email address is
“ismith@gmail.com.” Whenever a website asks for your email ad-
dress, enter the whole address, ie: “jsmith@gmail.com.”

Composing an email:

When you click “Compose Mail,” you will see this screen:

< d q i | | q Show search options
!— x| Click to send your finished message
Compose Mail Send I Save Now | Discard I
Inbox{1) To: Type the address of the person you
Starred W P g .
> . are sending the email to here
Chats &
Sent Mail Add Cc | Add Bee
Drafts Subject! < -
All Mail & Atach a file A short title for your message
Spar BIU “f-ﬂ"- he SIEEEM SS=T «Phnted Check spelling v
Trash
Contacts \ / f
w Quick Contacts . Click here to
S —— Formatting for your message
Soatek check for and
@ john smith . _
“ot e hee || Click here to attach a correct spell
picture or document MfY GO
©
Chats are saved
and searchable.
Add contact Show all
kaosle = Click here to send your finished message
It 1abels /
¥ |nvite a friend
Give Gmail to: Send | Save Now | Discard |
D

CC—short for Carbon Copy. Allows you to send the same email to more
than one person. The recipient's of the email will be able to see who else
has been sent the email.

BCC—Short for Blind Carbon Copy. When an email message is sent, an
address entered in the TO or CC (carbon copy) fields are visible to every-
one who receives the message. An address entered in the BCC field is
hidden to everyone. The

person receiving the BCC message sees all addresses in the TO or CC

fields but no one can see the BCC addressee.
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Attaching a file to an email:
Click on the words “Attach a File” under the subject line

Click inside the bar with the paper clip beside it so that the cursor is blink-
ing in that bar.

Click on “Browse”

A new pop-up window will appear. Navigate to the file you want to attach
on your computer or on your disk

Click on the file name and click “Open”
You will see the attachment bar filled in with the location of your file.

To attach multiple files, click on “attach another file” and repeat the proc-

29

€SS

This is an excellent way to save files without using a disk. Simply attach
the file you want to save and send it to your own email address. You
will always have the file saved in your email account (as long as you
don’t delete that email.)

Email Tips:
. Logout after you are finished using your account.

. Don’t send secret information through email. Never email your  so-
cial security number or a credit card!

. Ifyou don't like getting ads in your email, do not sign up for mailing
lists.

. If your bank or a store sends you an email that asks you to click a link
to verify or update your account information, do not follow the link. In-
stead, go to the bank or store’s website by typing the URL in the ad-
dress bar.

. To print an email message, always look for a printer icon to take you to
a printable view.
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Username format:  your last name and last four digits of your phone
number (ex. smith5588)

Password format: your first name and your zip code (ex. jennifer28203)
Security question: What is your library card number?
Security question answer: the last four digits of your library card number
(ex. 2635)
Your email address: 1s the username you created with (@gmail.com added to
the end.

(When creating your username and password use all lowercase letters with no
spaces)

When you create your account, write your information here
My email address:
My username:
My password:

My security question answer:
To check your email:
Type www.gmail.com in the internet address bar.
Enter your username and password and click “Sign in”

Sign in to Gmail with your
Gouogle Account

Usernarne: |

Password:|

[T Remember me on this
computer.

Sign in |

| cannot access my account
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	What is Email?

	Email stands for Electronic Mail. 

	Pictures, text and whole documents created in other programs can be sent through email. 

	Most email accounts can be accessed from any computer if you know your user name and password.

	In this class, we will create an email account that is “hosted” through Google and is accessible from any computer with internet access.

	Google’s email service is called “gmail.”

	Anyone with the email address theirname@gmail.com has Google as their email provider. 

	Getting Started:

	Go to www.google.com

	Click on “Sign in” in the top right corner.

	Because you don’t yet have an email account with Google, you will click on “Gmail” 

	When you have successfully created a Gmail Account, you will see this screen:

	Using the Gmail control pane

	When you click on “I’m ready – Show me my account,” you will see this screen:

	The Gmail Control Pane
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