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Google Mail How to . ...

Accessing Google Mail

To gain access to Google Mail you need to get on to the Internet using
your browser and key www.Google.com into the address bar and press
the enter key.
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Sign in to Google Mail with your
Google Account

Then click on the mail button and key in your Google username iwmdg

>

and password in the boxes. ] Stay signed in
P

Cant access your account?

Your Username is your email address e.g.
fred2@googlemail.com

MNew to Google Mail? It's free and
easy

Create an account »

Your Password was set when your acc was created.

About Google Mail — MNew features!

Click on the Sign in Button.
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Checking for new emails

To check for new incoming messages, click on the Inbox button. To read
a message, click anywhere along the message row.

Creating and sending an email

To create a new email, click on the Compose Mail button. This will display
the new message window.
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Read mail.google.com

»

In the To field[key i the email address of the recipient.

Click in the subject fjeld and enter a short subject phrase.

Click in the main message area and key in your message.

Finally, click the Send button to send the message.

Replying and Forwarding mail
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When and email is received and has been read, you have the options to
reply to the sender or forward the message to someone else.

To reply, just click on the reply button, write your reply (where the
cursor is) and then click on the send button to send the reply.

To forward the message, click on forward button, write a short message
(not essential), insert the new recipiefits email address in the To field and
then click the send button
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Sent hail - Print all
Drafts @ Petef Williams show details 10:00 PM {0 minutes age) | $Reply | v
What if it all about. Spansored Links
Personal .
Travel Pete Beta Testing Pr qcess
Learn &bout Effective
G morey

Beta Test Management Process
wiwwr centercods comibeta

Taszks HBenly  Fomward Air Tightness Testing

UK coverage. Guaranteed pass® LE
Instart guote call 01462 677882
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= Chat

Search, add, or invite

More about...

Deleting Messages

otarcycle Test Booking Online. 4About thes =
To delete a
Archive = Report spam | Delete Moveto w | Labels w Mare actions v | Refresh 1-4of4
Select: All, Mone, Read, Unread, Starred, Unstarred message,
O Test Message - What is it all about. Pete 10:00 prm
[0  Google Mal Import your contacts and old email - You can import your contacts and ma 7:38 pr Selec.r The
[0  Google Mail Team le Mail on your mobile phone - The days of needing your 7:38 pm
: : - . _ message by
[0 Google Mail Team Get started with Gaogle £ Mail is built on the idea that emai 7:38 pm

clicking on the
—select check
Select: All, None, Read, Unread, Starred, Unstarred box and Then

Archive Report spam | Deletegg Moveto w | Labelz v More actions w | Refresh 1-4aof4 I . k h
< Refesh click on the

delete button.
(You can also delete a message if it is open or selected by pressing the
delete key. )

If you want to delete all the messages in the inbox, click on the select all
check box and then click on delete.
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Using the address book (Contacts)

The address book (or Contacts) is used to remember all your contacts
email addresses (and lots of other information). Once someone has been
added to your address book, the sending of emails is much simpler.

Adding people to your address book

Out-going emails

In Google mail, addresses are added to your contacts list automatically
when you send an email. However, it only adds the email address and does
not include the person's name. You will need to edit the contacts list to

do this.

In-coming emails

Whilst reading an incoming message, click on the "Actions” button and

then select "Add <persons name> to contacts list".

(] Google Mail - test - pillgetel0@googlemail.com - Mozilla Firefox

File Edit View History EBookmarks Yahoo! Tools Help

O ¢ x oG

IE Muost Yisited ’ izetting Starked |5 | Latest Headlines \j Customize Links |j Free Hotmail \j ‘Windows Marketplace \j Windows Media |j Wi
@! - g - V| | Search ~ HJ - E Mail ~ @ Answers - 4P Dating ~ @"V‘Mubwle m‘

-‘l I cannot access my account - Gmail Help [*] Google Mail - test - pillgete10@ag... 5

(a[elels|=HE N ttps: fimail. google, com/mail i ?hi=enfshva=1#inbox/ 1 273527 aef 2a0def

Mail Calendar Documents Web Reader maore v

Gp(q) (ijl)gle

pillgete 106 g o4

Searchine ety | Shew search options

Search Mail Creste a filter

Compose Mail

« Back to Inbox = Archive Report spam | Delete Movetow | Labels v Mare actions v

Starred ¥ test Inbox |
Sent hail
Drafls Gillian Kilburn to me show detailz 12:44 PM (5 minutes aga) | # Reply
Personal T_QST
E“a"e‘ Gillian Kilburn
e Stoneleigh Holiday Apartments
Contacts 01253 720604
Tasks www.stoneleigh.net
- Chat gill@stoneleigh.net

Search, add, or invite

® Peter Williams
Set status here v

Talk face to face

avastl Antivirus: Outbound message clean

“itus Database (vPS): 100306-1, 06/03/2010
Tested on: 07/03/2010 12:44:25
avast! - copyright () 1988-2010 ALWIL Software

17 -

v

ttoorporation.corm - Integrated Penetration Testing and Vulnerability Scanner fram Saint kot these ads Updated EHE

10f 5 Older »

37 hlew window
Ernt all

Sponsored Links

Beta Test Management
Software and Service Soltions
to Manage Your Beta Tests
ey centercode .com

Book Your DSA Theory Test
Nationwide DSA Car & Motorcycle
Test Booking Onling. Al UK Centres
wewewy TheoryTest net

Air Tightness Testing

UK coverage. Guaranteed pass®
Instant gquote call 01462 573030
ey greener-homes couk

10 Driving Lessons £99

10 % 1 Hour Driving Lessons For £99
Call: 0500 108 8558 or Book Online
ey Drive-Dynamics co.uk

WS
ign in
bglemail.com | Settings | Help | Sign out #

Waiting for pageadz.googleadservices,com. ..

idstart @

Peter Williams Page 4 of 8

(7] 'f' I<'ly:".|:-)]a (=)

01/07/2013



Editing the Contacts
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Compose Mail %
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To edit a contact, cligk on [the contacts button. The screen above
will be shown. Selett the entry to be edited by clicking on it and
then click the “"Edit" button.
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Set status here v

Website ad4
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Birthday

— v [— |»||— v

Talk face to face

Finna

Fill in all the boxes as required and then click on the "Save" button.
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Sending Attachments

You can "attach” any file to an email. Typically this may be a picture.

Create an email in the normal way. When you are ready to attach
the file, click the attach button.
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The following screen will be displayed. You will then need to switch
to the location of the file as “open” it.
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t bar appear. This tells you the name of
n to remove it if it is the wrong file.

You will notice the attachm
the file, its size, and a butt
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All you need to do now is to click the send button.
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Receiving Attachments

If, when checking your emails, you see one with a paper clip next to it,
it means that the email has an attachment. If you do Yot recognise the
sender, treat this with caution. (Viruses can be transmitted using
attachments).

However, if the email is from someone you know, then you may open the
attachment as follows.
Open the email in the normal way by clicking on it.
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The attachment can be opened by clicking either downloading the file
or opening the file (depends on options shown).
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