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To Create a Gmail Account
Go to www.Google.com
Click on Gmail
Click Create an Account
Enter a first and last name.  It doesn’t have to be your real name.

Choose your username and press the Tab key.  

If that username is taken enter another name and press the tab key.  You may have to do this several times to find a name that is not being used.  

Enter a password and then reenter it.  

Important: Write down your user name and password, in case you forget them.

Enter Month, Day and Year you were born, doesn’t have to be your actual birthday.

Enter your Gender.

You don’t have to enter a Mobile phone 

Enter an Alternate email address.  This is in case you loose your password.

You have to enter the letters to prove you are not a robot.  

If you can’t read them hold the Ctrl key down and roll the mouse wheel to enlarge type.

Put a check mark in the “I agree to Google Terms

I take the check mark of “Personalize +1

Click Next step
You don’t have to add a picture.
Gmail Layout

When a Gmail Label (Folder) is selected it changes to red.

Left Column 

Inbox 

Stores messages sent to you. 

When the Label (Folder) name is bold it means there is an unread email in the folder.  

The number beside the Label (Folder) denotes the number of unopened Emails in the folder.

Sent Mail 

Stores all email that you have sent.

Drafts 

Stores messages that you have written but you haven’t completed or are not ready to send.

All Mail 

Shows all the mail in all the Labels (Folders).  Click on the “More” down arrow to show more Labels (Folder).

Trash 
Stores messages that you have deleted until you decide if you want to permanently delete them. 

It is like the “Recycle Bin”.

To Read Messages
If the inbox is not open you click the Inbox Label (Folder) and then click the message you want to read.

 If the email has not been opened the name, subject and date will be bold.

To read a message, you click on the message line. 

Inbox Layout

Columns
First Column  – Empty square box.  Putting check mark in box opens a menu across the top with many options

Second  Column  - Clicking the Star highlights it reminder you its important.

Third  Column - Clicking the  empty box highlights it as a reminder it is not important. 
Fourth Column  – This column tells you whom the message is from.    

Fifth Column  – This column gives a brief description of the message

Sixth Column  – This column tells you when the message was received.

Paperclip shows an attachment is included with the message; it could be a document, picture or video.

Opening an Attachment
Click to open the Email and then click the icon to open the attachment. 

A window will come up warning you that attachments can contain viruses.  

You can select to open it or save it to disk.  

Never open an attachment; even it’s from someone I know, unless that person writes a personal message and signs it.  It may contain a virus or malware.

Computer virus is a software program capable of reproducing itself and capable of causing great harm to files and other programs on your computer and other computers.

Malware is short for malicious software.  Malware is defined as malicious computer code that can harm a computer, steal personal information and enable individuals to cause financial, electronic or any other kind of harm.

Email Address 

An Email address consists of two parts separated by the @ (at) symbol.  

An Email address cannot contain spaces.  

The user name is the name on the persons account and can be a real name or a nickname.  

The Domain name is the location of the persons account on the Internet.  

Periods (.) separate the various parts of the Domain name.  

There can’t be any spaces in the email address.

Compose a Message
Click Compose, type the Email address in the “TO” line. 

If it’s a person you have in your Contact list or Address book, when you start to type in their first name in “To” line a drop down menu opens and clicking on the name puts it in the To line.  

When you send an Email to more than one person all the people can see who the Email was sent too, plus they also have each persons Email address.  

It is recommended that if a message is sent to more than one person it be sent as a “Blind Carbon Copy” - Bcc. Then the only name shown when a person receives the email is the name in the “To” line.  

For total email privacy put your Email address in the “To” line.

Click on Add Bcc which is located below the “To” line and enter all the other names.

If you every wonder if your email is working or how an email you send looks, send the email to yourself.

Tab to “Subject” line and type in a short subject. 

This also helps a person find an Email and helps identify it from many Emails sent by the same person.  

This is very important; I never open emails when the subject line is blank it may contain a virus or malware. 

Tab to the message body and the tool bar is activated; you can change Fonts & Font size plus do other things.  

You should always use upper and lower case letters when typing your Email. Writing in all caps is considered shouting and is poor etiquette. 

Write your Email message and Click Send.   (You have to be online to send you Email).
Contact List
To open the contact list, click on Gmail (Upper left) it opens a drop down menu that has links to Gmail, Contacts and Task.

You can add names and Email addresses to you list so you don’t have to type them each time you write an Email.

Add a Name to the Contact List
Click Contracts, click New Contact, fill in the properties page and click OK
To Add Attachments

Click on “Attach a file” located below the subject line; it brings up a Select files window. 

 At the top it says Look In, you have to find the document or picture you want to attach.

If it’s not in folder listed, click on the down arrow and highlight where you want to look, 

Example: Desktop or an external device.

Then click the document or photo you want to attach and it will attach it to your email.
Reply

Click Reply and it brings up a new Email message window with address and subject lines filled in.  When the person receives the email it will have “RE” before the subject, showing it is a reply.

Forward

Click Forward and type in an Email address; in the subject line it puts “FW” before the subject showing it is a forwarded message.

You can see at the top of the message it says “Original Message” with a lot of data, its good etiquette to delete all the unnecessary garbage, which includes email addresses before forwarding an email.  

Each time it’s forwarded and not cleaned up there is more garbage.

To clean it up, select (highlight) the garbage and click Delete, also check the end of the message for garbage.  

In some Email programs such as AOL, this doesn’t work, you need to select (highlight) the text you want to send, copy and paste it on a new Email and send it.

You can also write in any message you want to include with your forwarded or reply message.

Note: We showed you how to forward an Email, but we do not recommend forwarding Emails.  How many of you have received emails that contain the email addresses of many other people?  When you forward an email, you are forwarding all those addresses and this is how spammers end up getting your email address.

Another way, select (Highlight) the portion of the email you want to forward then copy and paste it in a new email.

Yes, it takes a little longer, but by doing this you are not forwarding all those email addresses and you are also getting rid of any other garbage that came with the original message.

This is one of the reasons that we stressed learning Copy & Paste.

Print
You can print the email by clicking the Print all icon. The print window opens then click Print. 

Or if you only want to print part of the message, select (highlight) the portion you want printed,  Right Click then on the drop down menu click Print and put a “dot” in “Selection” and click OK.

To Delete Messages
Put check mark in box or boxes of the emails to be deleted and click on the trash can in toolbar and it puts them in the Trash can (Deleted folder), in case you want to retrieve a message.

To Make a new Label (Folder)

In the bar across the top of the emails, click on Labels.

Click Manage labels
Click on Create new and type in the name of the label then click Create
Have more than one Email account.
It is a good idea to have more than one Email account.

One for online banking, one for your regular Email and another for junk Emails.  

Use the junk one when you are signing up for things and they want an Email address.

Explain the difference between WEB based mail and POP mail. 

(Post Office Protocol).

More Items Across the top

Gmail – Your Email Account

Calendar – Your calendar 

Documents – You can store documents on the Web

Photos - You can store photos on the Web

To sign out of your account

Click the down arrow by your email address (Upper right) and click on Sign out.

