GMAIL FOR BEGINNERS

Gmail stands for “Google Mail.” It is the email service provided by

Google. Your Gmail account functions as your Google account, using the
same username and password. With this account, you’ll have access to
Google’s other products, like Google Drive, Google Docs, YouTube and
more. Today, we will be covering only Gmail, but EImhurst Public Library
offers additional classes on Google’s other products.

Sign In

There are a few ways to access Gmail. The easiest is to type gmail.com in your internet browser’s URL
address bar. Typing mail.google.com has the same affect. A third way is to go to google.com and select
“Gmail” in the upper right. This will bring you to the Sign In page.

If you have already created a Gmail account, you can use your email Name
address and password to sign in at this page. First Last

Choose your username

If you a creating a Gmail account for the first time, select “More
Options” and then “Create Account” from the drop down menu.

@gmail.com

| prefer to use my current email address

Create a password

Create an Account

¢ Create a username and
password.

Confirm your password

) ) Google
(Ex: JohnSmith@gmail.com) e :
Slgn in Birthday
¢ Create a strong password. el Moty Sl Day |l Year
Mix of upper and lower case o Gender
letters, symbols, numbers. tam.. :
No personal information or — Mobile phone
common words. Keep it -

|
secure! Moieoptiong Your current email address

+ Verify your Google account

Location
Google asks for your birthday to i s %
, . Create account
ensure you’re not a minor.
. . T Not device? .
Mobile phone and current email PR
needed as password recovery
options. Sign In Page Account Creation Page
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GMAIL FOR BEGINNERS

Once signed in, your inbox will look similar to what is pictured below. The messages in the inbox should

Inbox

display the sender and the subject title and date. Double click the subject title to read the email.

1 Gmail will filter your messages into “Primary,” “Social,” and “Promotions”
I . . . . . .
1 inboxes. This keeps email advertisements from cluttering your inbox.

Google o / # 0@
Gmail » = Refresh More ~ 1-500f158 < > -

a T i .o Socal EXX Promotions EZI

___________ . EZNC Qo PO e © D O W Foume +

1 . 1 I Inbox (144)

1 Main menu: . e Linkedin iahi oAt = 9 I Greater Chicago Area More than 150000 new jobs are availé Juls

1 . 1 Important Google Calendar Notification: Meeting @ Fri Jun 30, 2017 3pm - 5pm (elmhurstplclass@gmail.com) - more details » Meeting When Fri Jun 30, 2017 3pm ~ 5pm Central Time Where Elm Jun 30

1 Notable options | ot

| Evernote Team Get tips to help you search with ease - Powerful search that works the way you do. Evernote Find What You Need If tags and notebooks aren't how you organize, you can Jun 30

1 Drafts (17)

1are compose )y 1 Boomerang Apple Get credit for your smartphone and trade up to iPhone 7. - Ready for a new iPhone? Making the switch from Android? Either way, you can get up to $260 in credit to use Jun 29

1 1 Boomerang-Outbox

1 I b s t M 'I Google Calendar Notification: Meeting @ Wed Jun 28, 2017 3pm - 5pm (elmhurstplclass@gmail.com) - more details » Meeting When Wed Jun 28, 2017 3pm — 5pm Central Time Where Jun 28

nobox, >en ail, Boomerang Retumed

1 1 s iRl Linkedin Sally, more than 136,000 new jobs in Greater Chicago Area - Linkedin Sally Teaches Explore job openings in Greater Chicago Area More than 136000 new jobs are availk Jun 28

1 and Drafts. | S .. . ) . o . .

L \ &R + noreply Your Uber account was used on a new device - New device sign in Your Uber account was used to sign in on the following device. Please review the details below to confi Jun 25

—————————— -
Uber Uber password reset link - Hello Sally, We received a request to reset your Uber password. Click the link below to choose a new one: Reset Your Password If you did not m Jun25

= — e ———— | Google Calendar Notification: Meeting @ Sun Jun 25, 2017 3pm - 5pm (elmhurstplclass@gmail.com) - more details » Meeting When Sun Jun 25, 2017 3pm ~ 5pm Central Time Where E Jun 25
1 Th ere are o pt| onsto ! Evernote Team Don't miss out on the best of Evernote - Take advantage of Premium features. Evernote Don't Miss Out Thanks for using Evernote! We hope Evernote is helping you stay « Jun 23
1 1
1 \ Google Calendar Notification: Meeting @ Thu Jun 22, 2017 3pm - 5pm (elmhurstplclass@gmail.com) - more details » Meeting When Thu Jun 22, 2017 3pm — 5pm Central Time Where E Jun22

chat or call (fees
1 1 No recent chats Linkedin Sally, more than 125,000 new jobs in Greater Chicago Area - Linkedin Sally Teaches Explore job openings in Greater Chicago Area More than 125000 new jobs are avail: Jun 21
1 1 Start a new one
X apply) contacts. We X Evernote Team 8 poperless tps or Evermots - Behold th advantages ofpaper managemert. Evernte The Hasel-Free Path To Paperiss Even n he digtalage, paperis sl very muck  Jun 16
1 W| I I not d iSC uss t h ese 1 Google New sign-in from Chrome on Windows - New sign-in from Chrome on Windows Hi Sally, Your Google Account elmhurstpiclass@gmail.com was just used to sign in from C Jun 15
1 1
\ h Google New sign-in from Firefox on Mac - New sign-in from Firefox on Mac Hi Sally, Your Google Account elmhurstplclass@gmail com was just used to sign in from Firefox on Mac Jun 14
, features today. X
e ———————— -

Sending an Email

* C||Ck compose on the Ief—t Side ¢ leaches Explore job openings in Greater Chicago Area More than 150000 new jobs are avail: Julh
12il.COM) gt
¢ Type your recipient’s email address in the R New Message
”TO" ﬁeld To Cc Bce
w iPhone?

Subject

¢ The Cc (carbon copy) feature is for people oot
you want to receive a copy of your email e

¢ The Bcc (blind carbon copy) feature is for
hiding recipient’s addresses and names Toer passy
from one another, for their privacy mail.com

¢ Enter a subject title in the Subject field e

mail.com]

¢ Write the body of your message by clicking v
in the large field under the subject line )

1t. Evernol

¢+ When you have finished your message and owsHiSe|| SansSert < |T-|8 Z U A-|E-
reviewed it, click Send o oo [ R 4
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Replying to Emails

There are a few ways to reply to an email.

¢ Inthe box below the message, it should say “Click here to Reply or Forward.” Click the “Reply” link.

¢ Or, click the Reply button in the upper right corner.

¢ Or, click the down arrow next to the Reply button. The drop down menu gives you options to Reply, Reply
All, Forward, Print and more. Reply All well sends responses to all recipients involved in the email.

Gmail ~ Back Archive Spam Delete
Hello! = libox x =
| mbox (148 Elly Elmhurst <elmhurstplpatron1@gmail.com> @ 11:14 AM (0 minutes ago) @
Starred tome ll
Important Hey Sally,
Sent Mail How are you doing today? F 3
Drafts (17) From,
Elly @ 11:14 AM (0 minutes ago) 4~ Reply |z|
Boomerang
Boomerang-Outbox & Reply
Boomerang-Returned = Forward
Class information (1) Open cnat with
Filter messages like this
e Sally ~ +
Print
Add Elly Elmhurst to Contacts list
Delete this message
- Click here to Reply or Forward Block "Elly Elmhurst”
# Report spam
Report phishing
EE e e s = = Show original
Translate message
Mark as unread

Forwarding an Email

Forwarding allows you to resend an email from one
recipient to a different recipient. This is useful if you want i T
tO Sha re an emall. -———— Forwarded message ——--——-

From: Elly EImhurst <elmhurstplpatron1@gmail.com>
Date: Sat, Jul 8, 2017 at 11:14 AM

¢ To forward, click on the “Forward” link in the box Subject}Iolio}

To: Sally EImhurst <elmhurstplclass@gmail.com=>

below the original message where it says “Click here to

Hey Sally,
Rep/y or Forwar ." How are you doing today?
From,
¢ Or, click on the down arrow next to the Reply button R
and select Forward from the menu. sanssent - |w-|B Z U A-|E-EE==E B &L
- . . AlD & $ Beo @
¢ Type the new recipient’s email address in the “To” bar. ]
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Adding Attachments T

= Sally EImhurst

Files (photos, documents, etc.) can be sent via email as an A

Hello!

attachment.

= Hey Sally,

m How are you doing today?

¢ To add an attachment, click on the paperclip icon at the

g From,
bottom of the compose window. =

¢ A browsing window will open. Fine the file you want to E
attach, click on it, and then click Open.

¢ The attachment should appear at the bottom of the A

email message. : | e

u =EE=E "M I
@ File Upload X 5 m A ! (] }‘) $ @ e @ Saved W = e
l ¢ « 4 @ > ThisPC > Videos V10| [Searchvidess 5| < p— -
Organize v New folder S~y @ @ p
& Downloads A I e,
b Music 2 How are you doing today?
[&] Pictures I L
B Videos =) E{Rim‘
‘& Windows (C) Gmail Logo
= HP_RECOVERY ( N
= HP_TOOLS (E) " =
I = Library-Shared k |
Adult-Services a
: Staff—Screensav(; ¢ e
& Network B =
% [c Gmail Logo.png (19K) x
File name: | Gmail Logo vl = v /
= B Sansserit - [T-|B 7 U A-|E-iZE=E W K
—— e S 4 -Em A D RS @ O Saed W | v |
Downloading Attachments Sign Out of Your Account
If you receive an email with an attachment, you Once you are done using your email, you will want to
can save that attachment to your computer. The sign out of your account to keep your emails secure.
attachment should appear on the email message In the upper right corner should be a colorful circle
as an icon. If you place your mouse over the icon, with your initial, or a
a down arrow should appear. Clicking on the photo of you. Click # 0@
down arrow will prompt you to save your file to on the circle, then Sally Elmhurst
elmhurstplclass@gmail.com
your desired stored location (i.e. documents). select “Sign Out.” d S Soues e — Py
=y =3

4 Gmail Logo.png

19 KB
Add account Sign out

Download
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