Basic Email Tutorial




Basic Email Tutorial

This tutorial I1s an
Introduction to e-mail, with

an emphasis on setting up
and using a

Gmall account.



What is Emaul?

*Electronic mail message

*Sent from one computer to another
Must have e-mail address.

*You don’t need a computer if you
have access to one (Library’s

computers)

May include attachments



Who are the E-mail providers?

@ * Your Internet Service Provider (ISP)

l.e., ptd.net or dejazzd.com

e Free sites
WwWww.vahoo.com

www.hotmail.com
www.aol.com

e Gmail www.google.com




Create an Email Account

We'll be looking at setting up an Emaill
account using Google’s Gmaill.

(Other emall accounts are very similar, If
you want to use another one.)

Click on the browser icon

(Internet Explorer, Safari, Mozilla Firefox)
on the desktop to open the Internet.

Go to www.google.com



On the Desktop, Open the Browser
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Go to www.google.com
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Click on Gmaill at the Top
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Click on “Create an Account”
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A Google approach to email.

Gmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. After all, Gmail S L
has: Sign in to Gmail with your

Gougle Account

Less spam

Keep unwanted messages out of your inbox with Google's innovative technology. semame: ||

Mobile access F‘assword:l

Read Gmail on your mobile phone by pointing your phone's web browser to [” Stay signed in
http:/fgmail.com/app Learn maore

Lots of space . .
Cwver 7443 857870 megabytes (and counting) of free storage. LanL806E32 vCor octent?

Latest Hews from the Gmail Blog CIle here

" MNew to Gmail? It's free and easy.
Google Buzz buttens i i}
We've seen lots of people using Google Buzz to share interesting links from around the web. To do so, Create an account »

Maore posts »
About Gmail — MNew features!
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Create an Email Account
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Create an Account

Your Google Account gives vou access to Gmail and other Google services. If vou already have a Google Account, vou can sign
in here.

Get started with Gmail

First name: I . . .
S | Fill in the boxes with
P Burnice the information requested.
Examples: JSmith, John.Smith
check availability!
Choose a password: | Password strength

Minimurm of 8 characters in length

Re-enter password: I

|Done l_ l_ l_ l_ l_ l_ |@ Internet +\ 0 - 2




reate an Email Account
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Choose a password: | Passwaord strength

Minimum of 8 characters in length

Re-enter password: I

O S Remember your

Creating a Google Account will enable Web History. Weh History is a feature

that will pravide you with a more personalized experience on Google that IOg' n name and

includes more relevant search results and recommendations. Learn More

¥ Enable Web Histary. password tO access
Default Homepage ¥ Set Google as my default homepage. your G mall accou nt

Your default homepage in your browser is the first page that appears when Iater
you open your browser .

Security Question: | Choose a question .. d|

If you forget your password we will ask for the answer to your security
question. Learn More

Answer: I

Recovery email: I

This address is used to authenticate your account should you ever encounter
problems or forget your password. If you do not have another email address
you may leave this field blank. Learn Maore

Location: |United States j

Birthday:
|D0ne l_ l_ l_ l_ l_ I_le Internet FA00% v g




reate an Email Account
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MMIDDIYYYY (e.g. “4/13120107) Type in the letters yOu see.

Word Verification: Type the characters you see in the picture below. ThlS VerifieS that you are a

ﬁ iol SS / person and not an automated
[ &

computer program.

Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered above (feel free
to change anything you like), and review the Terms of Service below.

With Gmail, you waon't see blinking kanner ads. Instead. we display ads you
might find useful that are relevant to the content of your messages. Learn
[MOre

Printable Version
Google Term= of Service ﬂ

Click here when you
are ready to create
your account.

Welcome to Google!
1. Your relationship with Google j

Bw clicking on T aceept below vou are agreeing to the Terms of Service above and
both the Program Policy and the Privacy Policy.

| accept. Create my account.

Done l_ l_ l_ I@ I_ l_ |a Inkernet 100%
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Now Access your Email Account
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Grmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. After all, Gmail

has:

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

lobile access
Read Gmail en your mobile phone by peinting your phone's web browser to

http://gmail.com/app. Learn more

Lots of space
Cwver 7443.857870 megabytes (and counting) of free storage.

Latest News from the Gmail Blog
Google Buzz buttons

We've seen lots of people using Google Buzz to share interesting links frem around the web. To do so, ..

More posts »
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Sign in to Grmail with your

Gougle Account

Username: ||

Password:l

[T Stay signed in

MNew to Gmail? It's free and easy.

Create an account »

About Gmail  MNew features!
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The Emaill Home Page

Make sure the

Inbox file is /

highlighted. .~



Compose an Emall

Click here tc\k

write an emaiil.



Compose an Emall

Enter an email ~

To: box.




Compose an Emall

Put the subject of
your email here.

—




Compose an Emall

Write your email
in this space.

D

When you're
done, hit
“send.” =




Send Your Email!

That's 1t! -- You've written
and sent a basic
Email message!



Create a Contact List

/ Click here to add new contact



Add Contact Information and Save

\_ z )

Type in the

name and /
email h
address of

your contact — ( >
and hit

“Save.”



Your Contact List Will Save You Time

@ When you begin typing in the

“To:” box, contacts from
your list will appear and you
can simply click on the
name of the person you
want to email.



“’Attach A File to Your Emall

h : : :
* Click on "Compose" to write a new email.

» Click on the paperclip icon to attach a file. After you click on
J the paperclip icon to attach a file a box will pop up onto your

screen.

* Browse the information on your computer my clicking on the
folder that contains the file that you would like to attach. When
you find the needed file, click on it and then click on "open."
This will start the process of attaching the file to your outgoing
email message.

* Read the directions on your computer screen. It will most
likely say that the file was attached successfully.

 Make sure you have inserted your recipient's email address
and written next, and then click "send."



Email Attachments

Check to make
sure that your
attachments are
inserted on the
email.




Email Attachments

When sending attachments, alert the
recipient to the attachment

Never open an unexpected
attachment

Even from someone you know

Used to spread viruses



Replies and Forwarding

Use the “Reply to” or “Reply to All” option
« Maintains a link to the original message
* Maintains “thread” of correspondence

Forwarding a message
* Not the same as replying

« Mall original message to someone other
than the sender

 Use caution when forwarding private or
sensitive email messages without the
permission of the sender



Basic Guidelines for Emall

Length

J « (Concise, to the point
e Subject Line

Tone

« Avoid using all capital letters
 Review before sending

 Humor, sarcasm — difficult to convey
e Emoticons — use sparingly



Emoticons

) Happy
-(  Sad
=) Wink

-0 Yell
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Spam (not just canned meat!)

Junk mail
Unsolicited bulk mailings
Overloads mailboxes

Adult content, health promotions, software
offers, investment ads, get-rich quick schemes

Chain letters, hoaxes, jokes



Now You Can Connect to the World!

@ Thank You for Joining Us!

Lititz Public Library
651 Kissel Hill Road
Lititz, PA 17543
717 626 2255
www_lititzlibrary.org

Nourishing the Mind — Enriching the Community —
Connecting to the World



