EMAIL — Show & Tell - GMAIL Introduction — Supporting Notes

THE THIRD AGE TRUST

1. | Why use GMAIL (aka Googlemail)
o ltisfree
e GMAIL uses standard web browser software — Internet Explorer — so a smaller learning curve
e Easy to use from any PC that has an Internet connection — no set up of Outlook Express or Window Mail
required
o Keep the same EMAIL address forever — no need to change if you change your ISP
(ISP = Internet Service Provider, E.G. BT, Sky, 02, Talktalk etc.)
e Easy access — WWW.GMAIL.COM in your browser address line — why not make it your home page?
e No backups of your mail required — it stays on the GMAIL server
Downside of using GMAIL
e Your EMAILs stay on the GMAIL server — if you are offline, you cannot look at your old EMAILs.
You can configure Outlook Express or Windows Mail to also read your EMAIL. Then, periodically use
them to download your EMAIL to your PC as a personal backup.
Alternatives to GMAIL
There are many Browser-based EMAIL systems, GMAIL is not unique in this. However | have used it for a
couple of years and have found it to be reliable and innovative without being intimidating.
2. | The GMAIL login window:

Don’t worry about the URL (address) shown below, typing www.gmail.com or www.googlemail.com in
this address line in your browser will bringt you to this screen
@ Google Mail - Win dOWM———-T-@-.&.

; e _ I
v.google.com/accounts/ServiceLoginiservice=mail&p X -.l Google P~
File Edit View Favorites Tools Help
7.7 Favorites ',‘5 @ Suggested Sites = @@ Web Slice Gallery
== : - = - 33
S5 - |mm BBC Weather | Brindisi |29 Google Mail x| f ~ B v [ @m v Pagev Safetyw Tools~ @~

-

GO ngle Welcome to Google Mail
Mail & =

A Google approach to email.

Google Mail is a new kind of webmail, built on the idea that email can be more intuitive, efficient and T e
useful. And maybe even fun. After all, Google Mail has: Sign in to Google Mail with your

Google Account

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

lMobile access 7
Read Google Mail on your mobile phone by pointing your phone's web browser to [ ember me on this
http:/fgooglemail.com/app. Learn more

Lots of space
Over 7337.609656 megabytes (and counting) of free storage so you'll never need
to delete another message.

New to oogle Mail? It's free and

gasy.

Oreate an account »

Abogt Google Mail  MNew features!

©2008 Google -

gle Mail for Organisajfns - Privacy Policy - Program Policies -JTerms of Use

/ / é Internet | Protected ﬁode: On fg = HI10% -

| N 7 4

Simply enter your Username and password in these boxes and click the “Sign in” button or just hit enter
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3.

Uncle Tom’s Inbox Window

@O - |M http://mail. google.com/mail/Tshva=1#inbox ¥ | ‘Ql X | | R v|
File Edit View Favorites Tools Help
|| 5l Favorites | 5= (@ Suggested Sites > @] Web Slice Gallery ~
|_8_8!_Y|M BBC Weather | Brindisi iM Google Mail - Inbax (1) ... % |__| @ *® = @ v Page~v GSafety~ Tools~ @" 2
Mail Calendar Documents Photos Reader Sites Web more v uncletom.u3a@googlemail.com | Settings | Older version | Help | Sign out =
z Show search sptions
O Search Mail Search the web Creato o Fliar
Mail ™.
Compose Mail Célibataires Africaines - www.Afrolntroductions.com - Des Milliers De Célibataires Africaines Cherchent Sponsored Link E E
Archive . Report spam Dele;te Moveto¥ | Labels¥ More actions¥ Refresh 1-90f9 3
_gtharredoﬂi’ Select: All, None, Read, Unread, Starred, Unstarred
ats
Sent Mail [ Bill Constable A photoe for you - Here is a photo of your Great niece and a+ & 26 Jan
Drafts ] Aunt Mabel My photo - Tom - here is my photo - | hope you think it make 4 12 Jan
All Mail [ Bill, me (4) Cheap cars from China - Forwarded message From: Uncle Te & 12 Jan
Spam £l Bill Constable Fw: November Newsletter - Hello - as new members, you prol 4 6Jan | —
Bin [ Bill Constable Beer to Hand - Hi Uncle Tom - how's your catching arm? If yo 47 6 Jan
[l Bill Constable U3A & EMAIL Notes - Hi Jenny - a couple of things. Firstly le 4 6 Jan
Contacts ¥ P g y
] Aunt Mabel Aunt Mabel's Photo - Here you are - my photo Original Mess: & 6 Jan
= ek 1 Bill Constable Picture - here is your photo 2 6 Jan
Search, add or invite [ Google Mail Team Google Mail is different. Here's what you need to know. - Mes 6 Jan
@ Uncle Tom Marlow | Select: All, None, Read, Unreal. Starred, Unstarred
Set status here Archive  Reportspam | Delste Move tow Labelz¥ More actions¥ Refresh 1-9cf9
’ Search your mail quicker th* ever. Download the Google Toolbar, now with Google Mail search. Learn more s
Done \ & Internet | Protected Mode: On v WI0% -

—

Similar to Outlook Express and Windows Mail \
The EMAIL messages in BOLD have not been read

Click anywhere in the message line to open the message in a new screen. Unlike Outlook Express and Windows
Mail, it will use the same window instead of opening a new one.

4. | The Incoming Message Window

Compose Mail

Starred 7V

Chats 2
Sent Mail

.

‘e

= Chat
Search, add or invite

@ Uncle Tom Marlow |
Set status here x

@

Chat with
your friends
Invite them to Google Mail

m

Ggog?

~'.
.
-

Mail Calendar Documents Photos Reader Sites Web more v

1 ||'\a@g __,'

il.com | Settings | Older version | Help | Sign out *

« Back to Inbox | Archive

A photo fof\you Inbox | 3
E2

-
"Blll Constagle to me, Aunt
L

Report spam

Search Mail Search the web

Célibataires Africaines - www Afrolntroductions_com - Des Milliers De Célibataires Africaines Cherchent Sponscred Link

Delete Move to¥ | Labelsv hlore actions¥

show details 26 Jan ﬁ “Reply | ¥

Here i§ ’cl'pboi of your Great niece and a couple of friends for you.

Regards, Biff «,

+ Reply % Reply to all =% Farward 52 |,)

Santa\and Elves 2.JPG
M7IK \View Download

Bill Constable to chat

Show search options
Create 3 fileer

1 0f 9 Older »

3 New window
Print all

Sponsored Links.

Free Printable Cards

Download, Customize & Print Cards.
100s to choose from - Fast & Free!
myfuncards.com

Objectif: Perdre du Poids
Téléchargez la Recette Secréte d'un
Amincissement Réussi. Gratuit. ICL
WW W . programme-manger-mincir. com/

Récupérer Femme

Comment Récupérer une Ex?

Le Systéme Qui Fonctionne...
www.recuperervotrecoepine.info

Stilox - Style your Life

Pumps Sandals Mules Platform Shoes
High Heels Boots Overknee & more!
wwew Stilox.com

Pantalon Femme

Une Large Gamme d"Articles de Sport
Assortie de Promotions en Or

1,

\ €D Internet | Protected Made: On

+,100%

G -

When you have read your message, click on “Back to Inbox” to see more emails. Alternatively, you could click on
“Inbox” to return to the previous screen. (You can also use the browser “back” button — not shown here)
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Note that the “To” address has

been completed automatically
with the sender’'s EMAIL address.
You can add more addresses if
you want your reply to go to
others as well — see later for
adding the addresses

Type your message . . .

. .. and when you have 7
finished, click on the “Send”
button.Note that there is another
“Send” button below your reply
that is not shown in this picture

Once “Sent”, you will receive a

A photo for you 2= |=

Bill Constable to me, Aunt

show details 76 Jan 4P| % Rey

5. | Replying to an EMAIL Célibataires Africaines - www.Afrolntroductions_com - Des Milliers De Célibataires Africaines Ch
There are several ways to do this. « Back to Inbox | Archive | Reportspam | Delste | Move to¥ | Labels¥ More actions¥
Click on “Reply” in either of these |
places A photo for you Inbex [

Or Just start typing in '[I"IIS falntly Bill Constable to me, Aunt show details 26 Jan 47 %S Reply | ¥
marked box under the incoming
message Here is a photo of your Great niece and a couple of friends for you.
Regards, Bill
Santa and Elves 2.JPG
17K View Download
ﬁieplv  Reply to all = Forward S |nvite Bill Constable to chat
If the incoming email had been
sent to others besides you and if
you want to send your reply to all
of the original recipients, then w,
can click on “Reply to all”.
6. | Replying to an EMAIL continued e e AT AT S

v

Here is a photo of your Great niece and a couple of friends for you. Regards, Bill

Santa and Elves 2.JPG
17K View Download

RNy * Reply to 2l = Forward %2 |nvite Bill Constsble to chat

sand SaE NOW Dilscard Drraft sutosaved at 15:42 {1 minute ago) @
To:  Bill Constable <vbconstablef@googlemail. coms
Add Cc | Add Boc | Edit Subject 4P Attach a file | Include originsl attschments
B 5 O FiT-Tg B & IS =0 0 6 E M W T «FlainTex Check Spelling v

Thank you for the photo, it was quite fun to see it. | shall forward it to Aunt Mabel as | am sure she will want to see it as well. Love,
Uncle Tom

200541726 Bill Constable <vboonstable@googlemail com>

Here is a photo of your Great niece and a couple of friends for you. Regards, Bill

confirmation as shown.

To return to your Inbox, as
before, click on “Back to Inbox” to
see more emails. Alternatively,
you could also click on “Inbox” to
return to the previous screen.
(The picture here is not complete
and neither “Inbox” button is
shown — hunt for them — they will
be there! Try the top left.)

> Your message has been sent.
@ Uncle Tom Marlow U3A to Bill show detsils 18:01 {0 minutes ago) | #y Reoly | w

Thank you for the photo, it was guite fun to see it. | shall forward it to Aunt Msbel a5 | am sure she will want to se= it a5 well. Love, Uncle
Tom

200571726 Bill Constable <vboonstable@gonglemail conm>

Here is a photo of your Great niece and a couple of friends for you. Regards, Bill

% Reply =¥ Forward
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7. gack to the Inbox after Used G5 Imacs Powermac's - scrumpymacs.co_uk - DP 1.8 £395 :20" 2.1 Imac Spensorsd Link
eplylng Archive | Reportspam @ Delste Move tow | Labelsw More actions¥ Refresh 1-90f9
Note hOW-the mes-sage to which Select: All Nnn*ead Unread, Starred, Unstarred s
you have just replied now has Sk i ' :
“(2)” following it. £ Bill, me (2) A phato for you - Thank you for the pl 4 26 Jan
This highlights a fundamental [ Aunt Mabel My photo - Tom - here is my photo - 4 12 Jan
difference to Outlook Express [ Bill, me (4) Cheap cars from China - Forwarded r & 12 Jan
and Window Mail. El Bill Constable Fw: November Newsletter - Hello - as & 6 Jan
In GMAIL, all replies from you, [l Bill Constable Beer to Hand - Hi Uncle Tom - how's & 6 Jan
from other recipients and [ Bill Constable U3A & EMAIL Notes - Hi Jenny -a i 4 6 Jan
subsequent replies from the O Aunt Mabel Aunt Mabel's Photo - Here you are - | 4 6 Jan
originator are grouped together in O] Bill Constable Picture - here is your photo & 6 Jan
“Conversations”. 1  Google Mail Team Google Mail is different. Here's what 1 6 Jan
The “(2)” shown here indicates Select: All, None, Read, Unread, Starred, Unstarred
that so far there have been 2 Archive = Reportspam Delete Move to¥ | Labels¥ llare actions¥ Refrash 1-90f9
parts to this conversation — the

original from Bill and the reply
from Uncle Tom (“me” in this
case).

This is good most of the time as
you don't have to hunt within your
Inbox and jump between your
Inbox and Sent mail folders to
see all parts of the conversation
to date. But it does have a
downside as you will see in the
next-but-one section.

8. | Forwarding an EMAIL

For simplicity, let us forget that
Uncle Tom sent his reply to Bill
before forwarding to Aunt Mabel. Here is a phaoto of your Great niece and a couple of

- |=
Thus imagine He has just Regayds, HIl .

“opened” the original EMAIL and Print
can see this on his screen.

A photo for you Inbox |

Bill Constable to me, Aunt show details 26 Jan ﬁ - R&Dl';f!"

Delete this message
Report phishing

Show original
Message text garbled?

To Forward the message you can
do it in at least two different ways
(as always).

Click on either: |~ Santa and Elves 2.JPG

a) the drop-down menu by/ 171K View Download

the “Reply” button, and
then choose “Forward” or

b) the “Forward” link below==<__

the message. < !
® Reply % Reply to all Forward & nvite Bill Constable to chat

As a result, the addressing &
message screen will show next.

See later for how to complete the
addresses for your intended
recipients.
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9.

Forwarding an EMAIL from part
of a multi-part conversation

Firstly, from your Inbox, click on
the EMAIL you wish to forward.
You will now see the screen
extract shown here.

The older parts of the
conversation are just
summarised in headlines.

It shows only the most recent part
of the conversation in detail.

Note that the attachment indicator

A photo for you Inbox |x

N\

Regards, Bill

© Reply =* Forward

Bill Constable Here is a photo of your Great giece and a couple of friend 26 Jar
, @ Uncle Tom Marlow U3A to Bill show details . (1 (37 minutes aga) | 4 Reply

Thank you for the photo, it was quite fun to see it. I:Bhall forward it to Aunt Mabel as |
’ am sure she will want to see it as well. Love, UnclesTom

/ 2009/1/26 Bill Constable <vbconstable@agoo IemaiEcom>

Here is a photo of your Great niece and aEcoupIe of friends for you.

£

(the paperclip) is only shown in
the original EMAIL

As Uncle Tom wants to forward
Bill's original email with the photo
attachment, he has to make sure
he sends the correct part of the
conversation.

In this case, either:

a) Click onthe headling =====+
summary . .. or
b) Click on Expand all = =

The EMAIL will expand like this
and you will see the original
EMAIL in full — with the
attachment.

Click on “Forward” and the

normal EMAIL addressing ana\

message screen will show next.

Add any message you wish to
send with the forwarded email.

See later for how to complete the
addresses for your intended
recipients.

P New window
Print all

] Expand all
El*rward all

I Sponsored Links

iStoikghoto Stock Imagey
Search Exclusive Stock Libral
Res &1, Med-Res £3, High-Re:
iStochphoto.com

phobsimuiations
Joshgwill render your
photdsims super fast!
zPhuiﬂsims.ccm

miw

ou'liLike The Wam Bam Clubj
Burlesgque, Comedy, Magic &
ww\ﬁ’u’amEamClub.cum‘Bur

Meqg Deals X1 £3.50 A 54

|

A photo for you Inbox |x

Bill Constable to me, Aunt

@ Uncle Tom Marlow U3A to Bill

Santa and Elves 2.JPG
17K View

2009/1/26 Bill Constable <vbconstable@googlemail coms=

Regards, Bill

show details 26 Jan ﬁ

Here is a photo of your Great niece and a couple of friends for you.
Regards, Bill

# Reply * Replyto all =» Forward S |nvite Bill Constable to chat

show details 16:01 (1 hour ago) | *» Reply | ¥

Thank you for the photo, it was quite fun to see it. | shall forward it to Aunt Mabel as |
am sure she will want to see it as well. Love, Uncle Tom

Here is a photo of your Great niece and a couple of friends for you.
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10. Writ_ing anew EMAIL and Mail Calendar Documents H
adding recipients’ addresses

To start a new message, simply GO L)gle [ ]
Mil

click on “Compose Mail” at the\
top left of the window.

Compose Mail

The window will change to
include the the blank message
“form” shown next.

Easy bits first! send Save Now Discard e

Starred %%
Chats 2

Type a subject here: To:
if you leave it blank GMAIL will~_]
remind you when you send it. Add Cc | Add Bee

Subject:

& Attach a file
I U _?’-érT- Ty B = i= 1= 1 | Check Spelling v
z ch'Iain'Iéext 4

Type your message here:

You can change the default font,
its size, colour etc. and add
highlights, indents or bullets by
clicking on these buttons

i
I
i
[ )
| ]
I
i

V|l g

When you have finished your
message, you can click on

“Check Spelling”to correctany = = = = = = = = = = = = = = = = = = = - - — — I
mis-typing. It should default to UK :
English and not US! :

You can also attach files (pictures «p«peecceccccccaccaal
or documents) by clicking on
“Attach a file”.

Now the hard part!

Completing the Addresses
This is the same for new EMAILS
and for Forwarded EMAILs

Send Save Now Discard

If you are sending to one of your send Save Now Discard | Draft autosaved at 18:24 (1 minute ago) 3
regular contacts, their EMAIL

address is probably is already in Tocim
your contacts list.

See note below. L @ "Uncle Tom Marlow U3A" <uncletom.u3a@googl. ..
. . Subieer® ~unt Mabel” <Auntmabel.U3A@gmail.com=
Start typing their name and hope! -
In this case GMAIL offers you a==T | o Attach a file
choice. As you type more of the B 7 U F1T T = I= = &= = & = = Check Spellingv

name this choice is refined.

L« Plain Text

Choose the contact you want by

L . Hello - it seems a long time since we last contacted each other, thought | would just drop
clicking on it.

you a line to say that | am still in the land of the living and hope that you are well too.
If the desired recipient is not in
your contact list, you will have to
type the full EMAIL address.
Alternatively, at another time,
from the initial Inbox screen you

All the best, your brother, Tom

can click on “Contacts” in the Note: Email addresses are automatically
middle-left of the window and added to your Contacts list each time you
follow the prompts to set up your use the Reply, Reply to all, or Forward

contacts when someone gives functions to send messages to addresses

you their EMAIL address.

Copies and Blind Copies (Cc &
Bcc) are completed in the same
way as the “To” address.

not previously stored in your Contacts list

When addressed — click on
“Send” All Done!
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