Gmail and Attachments

Sign in to Gmail

Type the following address into the address
box:

www.google.com

Click on Gmail

Enter your Username and Password

Click on the Sign In button
The Gamil Welcome page appears

For additional help, click on Help

Note: Don'’t forget to Sign-Out of your mail
when done

Customize your Gmail by clicking on the
Settings link

(set up signature line, modify themes, etc)
View all messages by clicking on All Mail
Use Labels to organize your messages

Read a message
Click on the Inbox folder

Click on the message you wish to view

Note: A paperclip next to the Size informs you
there is an attachment

Click the Star next to a message if you need to
follow up with the message

View an attachment
Go to the bottom of the message

Click either the View as HTML, Open as a
Google Document or Download (to save to
your computer)

Delete A Message
Note: Messages are permanently removed
from Trash after 30 days

Click in the square next to the message to put a
check mark next to it

Click the Delete button
Go to the Trash folder and click Delete

Forever or Move to Inbox

Gmail

GM j“[ Welcome to Gmail

A Google approach to email.

Sign in to Gmail with your

Less spam
Keep unwanted messages out of your inbox with Google's innovative technology. Google Account

Username: |

Mobile access
Read Gmail on your mabile phone by pointing your phone’s web browser to http:figmail.com/app. Leam more Password:

[] Remember me on this computer.

Lcannot access my account

Lots of space
Over 7281.209764 megabytes (and counting) of free storage so you'l never need to delete another message

Latest News from the Gmail Blog

A holiday break to play with all the new stuff

It's been another busy year for the Gmail elves, trying to find places to store all these emails (dont you Sign up for Gmail

Mare posts » About Gmail  New features!
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Compose a new message
Click the Compose Mail button

Gr_ﬂ il

Start typing the email address in the TO: box

(autocomplete to appear with contact names) Compose Mail
OR . q =) =
Click on Contacts (if created) =
Select name to automatically create new e A
message et
tach a file (5] Add event invitation
B/ UFTTTDE: == = L <PlainText Check Spellin

Type a subject in the Subject line o _——
Type your message in the content box
Format your message

Lookin: [y My Documents [ N 5 W
Add any attaChments I Myilctures [#lmageon1
Cth the Se n d buttOn Projects Tlinkernet search tool chart

Snaglt Catalog @]j0388634[1]
B Book Theme Template Eproject_TimeLine
Chart Instructions Shaker Hts Library Class Desc
] clipart B TimeLine_BarGraph
= Consumer Guide For pe purchasing |28 Watermarks In Word 2000
Danate Office Computer Infa
" |l Frefox 1E nstal
] Firefox vs IE
How to use search engines

Insert an Attachment
Click on the Attach a file link

Browse to locate the file (ex. Flash Drive) e | [
Select the file and click on the Open button | o 3 e

Reply to/Forward a message
Click the Reply or Forward button

« Back to All Mail [ Movetoinbox | [ Reportspam | [ Delete | More Actions v

Test

@ Diane Csornok to dcsomok
The compose box appears

This is a test.
Type your message in the box

& Reply = Eonuard
Click the Send button Cazgray (e ] &

To: dcsomnok@cuyahogalibrary.org

Messages are grouped with all the responses in A4 Ce | Add Bee | Edit Subjact 4 Attach a e 5] Add swent invtation
the Inbox B 7 U F 1Ty T = IZEEEEEMWMESE I L «PanText Check Spelling ¥
|
Open the message and Cth ShOW/Hide Detail On Mon, Jul 7. 2008 at 8:48 AM, Diane Csomok <pdmbcsornok@gmail com> wrote:
. This is a test.
to view messages sent

Organize Messages With Labels
One message can be placed into several labels

International Herald Tribune - World News, Analvsis, and Global Opinions - Apple

Look at message to see label(s) used a—
g ® () Refesh
Lo . Select: All, None, Read, Unread. Starr More Actions
Select message by clicking in the square next Mark as read
0 DCSORNOK, noreply (2) Add star ncelle
to message . 1 Google Calendar Filter messages like these ; Clasg
Click on More Actions % ‘Disiia Ceoriiok Mute e
Apply label
[ Diane Csomok ﬁz‘; IZb:I... van you
Select the label or Add New Label or B ome Test Ive bed
Remove Label (] me Invitation to view Diane's Picasa Web
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Archive Mail
Moves mail from Inbox in to All Mail
Select: All, Mone, Read, Unread, Starred, Unstarred
. . . l Archive ] l Report spam ] [ Delete ] More Actions ¥  Refresh
Select message by clicking in the square next

to message

Click the Archive button

Gmail 9/24/2009



