Google emall
Using Windows XP

Provided by Ann Mary Ware



Benefits of Google emall

You can log into it on any computer,
anywhere in the world

If you have another provider, e.g. AOL, you
can only get into it by going through AOL.

Google stays with you, independent of your
provider

Don’t have to have your own computer, can
use one, e.g. library
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Setting up your Account

Go into Google Click on Mail
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GOL )Sle 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 useful. And maybe
even fun. After all, Google Mail has:

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

Mobile access

Read Google Mail on your mobile phone by pointing your phone’s web browser to
http:/lgooglemail.comfapp. Leamn more

@ Lots of space

Ower 2757 272164 megabytes (and counting) of free storage so you'll never need to delete another
message.

Sign in to Google Mail with your
Gouogle Account

Username;!

[
Password:|

[] Remember me on this

computer.

| cannot access my account

Mew to Google Mail? It's free and

Basy.

Create an account »

About Gofgle MMail

Mew features!

Click on Create an account



Top third of Account information which needs completing
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Create an Account

Your Google Account gives you access to Google Mail and other Google senvices. If you already have a Google

Account, you can sign in here.

Get started with Google Mail

First name: |

Last name: |

Desired Login Name: | @googlemail. com
Examples: JSmith, John.Smith
| check availability |

Choose a password: | | Password strength:

Minimum of & characters in length

Re-enter password: | |
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third of Account information which needs completing
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Remember me on this computer.

Creating a Google Account will enable Web History. Web History is a feature
that will provide you with a more personalized experience on Google that
includes more relevant search results and recommendations. Learn More

Enable Web History.

Security Question: Choose a question .. ,
Choose a guestion nswer to your security
What 15 your pnimary frequent flyer number
VWhat is your library card number

Answer: What was your first phone number
What was your first teacher's name
Secondary email: Write my own question

This address is used to authenticate your account should you ever encounter
X ¥
problems or forget your password. If you do not have another email address

you may leave this field blank. Learn More

Location: United Kingdom




That's all which needs completing.

No banking or credit card details required

Word Verification: Type the characters you see in the picture below.

te iy

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 Semnice below.

Printable Yersion
Google Terms of Service ~

Welcome to Google!

1. Your relationship with Google b

By clicking on 'l accept’ below you are agreeing to the Terms of Senice abaove
and both the Program Policy and the Privacy Paolicy.

| | accept. Create my account. |

f

Click here to create your own account
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Creating and sending a message
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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 useful. And maybe even fun. After all, Google
Mail has

Sign in to Google Mail with your

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

Username: ||

Password:|
Mobile access asswor

Read Google Mail on your mobile phone by pointing your phone’s web browser to http://googlemail.comfapp. Learn more

emember me on this computer.

| cannot access my account

@ Lots of space

Over 7328.226847 megabytes (and counting) of free storage so you'll never need to delete another message.

MNew to Google Mail? It's free and easy

Create an account »

About Google Mail — Mew features!

Go into your account by entering your Username and Password



You may be asked whether you want the computer to
remember your password, answer yes or no as appropriate.

This screen pops up showing your email account being loaded up
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Click on Compose mail
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Mail Calendar Documen hotos Reader Sites Web more annmary.ware13@googlemail.com | Seitings | Older version | Help | Sign ou

Show search aptions
| Create a filter

| SearchMail | | Searchthe Web

Compose Mail

| Archive | Reportspam | Delete | Movetov | Labels¥ | | Moreactions¥ | Refresh
Starred 37 Select: All, None, Read, Unread, Starred, Unstarred

Chats ¢ Ll me, me (2) Invitation to view annmary ware19's Picasa Web Album - Maovement - Forwarded 4 Way 4
Sent Mail '

Drafts

All Mail

Spam
Trash

Contacts

= Chat

' Search, add. or invite
Select: All, Mone, Read, Unread, Starred, Unstarred

@ Ann Mary Ware ! : : :
| Archive = Reportspam = Delste | Moveto¥ | Labele¥ | | Moreactions¥ | Refrash 1-10f1

Set status here ¥




1. Add email address of person to which you want the message sent to

2. Ada email address of person you wish a copy sent to (optional)

Phot Beader Sites Web more »

Search M Search the Wep | 2howsearch options
Create a filter

annmary.ware19@googlemail.com |

I Send Save Now Discard |~ Uraft autosavgl at 3:42 PM (1 minute ago)

To:\ <annware@sky.com:=, /

Ce: *angela_uasylenkn@ntlwnrld_cnm},‘

Add Bec

Subject: Tea invite - Test Page
& Afach a file

B I UFTTT e

8
[11
[11
m
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=
I
1]
il

L« Plain Text

Hallo,
Would yaoli like to come over for a cream tea, tomorrow afternoon, at 3 p.m. Bye.

Ann Ma

3. Add Subject title 4. Type in message
5. Click send button



You receive confirmation that your message has been sent
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annmary.ware19@googlemail.com | Settings | Older version | Help | Sign o

( ;00 le Search Mail | | Search the Web g 212t ==arch options
| il | Create = filter

Your message has been sent. View message

™Mil

Comboss Mail Fresh 2009 New Spring Tea - www TheTeahouse Co Uk/09_Hamest - Amazingly Fresh 2009 New Spring Tea The UK's Freshest Tea, Just Arrived

| Archive ; Report spam | Delete i.H.DVEtD" ; Lakbels¥ ] More actionsw Refresh

Starred 7 Select: All, Mone, Read, Unread, Starred, Unstarred

Chats G2 El me Tea invite - Test Page - Hallo, Would you like to come over for a cream tea, tomorrow afternoon, at 3 pm Bye. Ann Ma
Serit Mad [¥] me, me (2) Invitation to view annmary ware1%'s Picasa Web Album - Movement - Forwarded message From- annmary ware19 <annr b 4
Drafts :
All Mail

Spam
Trash

Contacts

= Chat

Search, add, or invite
Select: AII Mone, Read Unread, Starred, Unstarred
II Archive Repart =spam | Dele‘te I anetur La.tvelsr ' More actions¥ Refresh

@ Ann Mary Ware
Set status here

1-20f2




Receiving a Message

Mail Calendar Documents Photos Beader Sites Web more v annmary.ware19@googlemail.com | Settings | Older version | Help | Sign ou

0 O le Search Mal | | Searchthe Web = Shewssarch options
Create a filter

ail

Compose Mail

Fresh 2009 Mew Spring Tea - www.TheTeahouse.Co. Uk/09_Harvest - Amazingly Fresh 2009 New Spring Tea The UK's FresSponsored Link B

Archive = Reportzpam | Delete Move tow | Labels¥ More actions¥ Refresh 1-2af2
Select: All, None, Read, Unread, Starred, Unstarred
O me Tea invite - Test Page - Hallo, Would you like to come over for a cream tea, tol 3:50 pm
O me, me (2) Invitation tofew annmary.ware19's Picasa Web Album - Movement - Forwarded & May 4
Searchjadd, or invite
® Ann Mry Ware Select: All, None, Read. Unread, Starred, Unstarre
et stBus here v Archive Report zpam | Delete Move tow Label More actionsw m 1-20f2

A message in bold means it has not been read

Click on Inbox



1. Choose message you want to see, by clicking on the adjacent box, which

produces a tick
2. Click on message to open it up
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Show search optiens
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Starred Y3 pelect: All, Mone, Read, Unread, Starred, Unstarred
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Sent Mail Ol me, me (2) Invitation to view annmary ware19's Picasa Web Album - Movement - Forwarded 4 May 4
Drafts
All Mail
Spam
Trash
Contacts
- Chat
Search, add, or invite
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Opened up message appears.

ok [EEI'[ W Morton Toolbar Overview | M., |[V]Google Mail - Tea invite - ... ] l fagHome ~ [ Feeds(1) = sbPrint - |

Fresh 2009 Mew Spring Tea - www.TheTeahouse Co Uk/09_Harvest - Amazingly Fresh 2009 New Spring Tea The UK's Fre:Sp

Compose Mail

« Back to Inbox | Archive | Reportspam @ Delete Move to¥ | Labelsw More actions¥

Starred 3¢ .
Chats Q2 Tea invite - Test Page  Inbox [ W
Sent Mail & Print all
Drafts @ Ann Mary Ware to annware show details 3:50 PM (7 minutes ago) | 43 Reply | ¥
5
All Mail Hallo, pansare
SQE”T‘I Organic Gynoste
Trash Would you like to come over for a cream tea, tomorrow afternoon, at 3 p.m. Bye. 1st Prize Best Tastir
Free Priority Airmail
Contacts Ann Mary www_Jiaogulan.com/
- Chat GourmetTea/Gre:
Breakfast Tea - Man
Search, add, aor invite G Reply % Replytoall = Foward Sakura Cherry Bloss
www.coffeebeansonl
@ Ann Mary Ware
Set status here v Buy Stash Teas C
complete Selection «
- ) . Teas Online. Shop T




Replying to a message

Click on reply to send a reply back only to the sender

ok [88]*[ W Morton 1\u:|ll:|ar Owverview | ... ]M Google Mail - Tea invite - ... X l l fa Home = Feeds (J) ~ osPrint = |

Compose Mail

« Back to Inbox | Archive | Reportspam @ Delete Move to¥ | Labelsw More actions¥

Starred %5
Chats G
Sent Mail
Drafts

All Iail

ea invite - Test Page Inbox [

@ Ann Mary Ware to annware show details 3:50 PM (7 minutes ago) | 43 Reply | ¥

allo,

ould you like to come over for a cream tea, tomorrow afternoon, at 3 p.m. Bye.

Contacts Ank Mary

= Chat

4 Reply % Reply to all =* Forward

Search, add, or invite

@ Ann Mary Ware T
Set status here ¥

Fresh 2009 Mew Spring Tea - www_TheTeahouse.Co. Uk/09 Harvest - Amazingly Fresh 2009 Mew Spring Tea The UK's Fre:Sp

N

Click on Reply to all if you wish to reply to everyone
who was included on the original message

3 MNew window
Print all

Sponsore

Organic Gynoste
1st Prize Best Tasti
Free Priority Airmail
www.Jiaogulan_.com/

GourmetTea/Gre:
Breakfast Tea - Man
Sakura Cherry Bloss
www_coffeebeansonl

Buy Stacsh Teas C

complete Selection «
Teas Online. Shop T

Click on Forward if
you wish to send on
to someone different



1. The To: & Cc: boxes are automatically filled when using reply or reply all.

11 T i . . ] e’
| T d‘ﬁ‘ |HH | - Morkon Toolbar Owverview | M... |MGn:n:n;|Ie Mail - Tea invite - ... X | /
] |

agi Home = [ Fee

A ¥
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- Chat

N\

Search, add, or invite

@ Ann Mary Ware

Set status here T

Talk face to face
Try video chat

annware

DOpticns¥

Add Contact

- Labels
Google

Edit labels

= Invite a friend
Give Google Mail to:

Preview Invite

/

2. Type in reply message

+ Reply ® Reply to all =* Forward

Send Save Now Dizcard

anmyare@sky. com l

Oyaft autosaved at 4:11 PM (0 minutes ago)

(1

Cec: annmary.

re13@googlemail com

Check Spelling

Hallo Ann Mary at Sky.com

Many thanks, would love to come Ngr for tea. Bye.

Ann Mary at Google Maj

On Tue, May 19,
wrote:
Halla,

§ at 3:50 PM, Ann MaN Ware <annmary ware13@googlemail.com:

Id you like to come over for a cream tea, tomdgow afternoon, at 3 p.m. Bye.

Ann Mary

3. Click send button



1. In a forwarded message, you need to enter an email

address of the relevant person / 2. Type in your message

Owverview | M., ]M Google Mai - Tea/vite - X l l / fgHome ~ [E R
v 4

end Save Mow Di3n¥|:l / @

To: | <angela.vasylenko@ntlworld com, | /

Add Cc | Add Bec /

Subject: Fwd: Tea invite - Test Page
& Atach a file

B I U F-1I- Iy T = Ff 1= i= = h = = Check Spelling¥
L« Plain Text

Hallo, / °

This is an example of a forwarded message. Bye.

Ann Mary

---------- Forwarded message ———

From: Ann Mary Ware <annmary.ware19@googlemail.com:=
Date: Tue, May 19, 2009 at 3:50 PM

Subject: Tea invite - Test Page

To: annware@sky.com

Cc: annmary. ware13@googlemail.com

Halla, w

3. Press the send button



Adding an attachment

Go to compose mail. Add email address of recipient, subject and message,
as usual

T >

W iEBH ) torton Toolbar Cverview | M. |[%]Google Mail - Compase M... h| | fi Home  ~ [ Feeds () ~ dmhPrint ~ |-} Page + [ Tools ~
Mail Calendar Documents Photos Reader Sites Web more w annmary.ware19@googlemail.com | Settings | Older version | Help | Sign out #*

GO L)gle Search Mail | | Search the Wep | Show=sesrch optiens
4 Create a filtsr
Mail

Send Save Now Discarg | Draft autosaved at 4:21 PM {0 minutes ago) &
b P: <annware@sky com:,
Starred 7%
Chats §2 Add Cc | Add Bee
Sent Mail e e
Drafts {1 W i s
il ﬁp‘&“ach file
Spam B 5 U F- TK Iy T B e= = = E1E ok E = = L ¢PlainTex Check Spelling v
Trash
Hallo.
Contacts =
This is an example of how N attach a file.
= Chat
Search, add, or invite o MEM

Click on Attach a file



Pop up box appears asking you to navigate to the correct folder in
your computer where the file to be attached resides

Once the file has
been located,
— select it by

f‘;;.[ihng,lgﬂa:il-—l:mnpmﬂuﬂ-—an nmary.ware19@googlemail.com - Internet Explorer Provided

el

Select file(s) to upload by mail.google.com

Look ir: | () U34 Bils PDF Versions =]

. ._ & clicking on the
= EEMAIL Shiows & Tell Supporting Naokes Y2 PDF Version . I
L@ g EMALL Show and Tel Intro PPT POF Wersion file name
My Recent |34 —IT Spedial - where are my documents POF Yersion
Diocuments
Desktop

) s Click Open

My Docurnents ch the
DL
ty Computer (0
My Metwaork. File name: IEM.-’-‘-.IL Show and Tell Intra PPT PDF Yersion _‘:j Open i
Flaces
Files of type: | &1 Files [%.7) | Cancel
—— e &
Al Mail ﬁ:ﬁ-ﬂﬂﬂh a file
Spam B I U F-1T-Tg T & == = i= E IE i E
Trash
Hallo,
Contacts
This is an example of how to attach a file.




This is showing the file has been attached. Usually a clip symbol appears.

har Cverview | ... lMGDDgIe Mail - Compase M., | | fjiHome  ~ [ Feeds(1) ~ dshPrint v | Page v () Tools v
¥ A
Photos Reader Sites Web more v annmaypy.ware13@googlemail.com | Settings | Older version | Help | Sign out ]

Show search opticns
Create 3 filter

Search Mail Search thefiVeb

I Send Save Now Discard Draft autosaved at 4:23 F’Mf minutes ago) &

1 <annware@sky. com:,

dd Cc | Add Bec
Subject: Rtached file

—

11
il |
I
Il
I
|
[ o]
(Il
1l
I

B I U\F 1T~ Ty T, = =t L« Plain Text Check Spelling v

Hallo,

This is an exar\ple of how to attach a file.

Ann Mary

Click the send button as usual



Receiving an Attachment

The clip shows a file is attached

r 3 v b2
bar Cverview | M., | 1Google Mail - Inbox (13- ... * [ | ﬁ-Hmme * Bl Feeds ()} = E:]Pfrint - E"Pag - @. Toaols -

Photos Reader Sites Web more v

annmary.ware19@googlemail.com | Ssttings | Older version | Pelp | Sign out &

Search Mail | | Search the Wep | =nowsesrch options
Create a filter

Your message has been sent. View message

SalesOutiook - CRM. UK - www.salesoutlookCRM.co.uk - Real CRM within MicrosoRt Outlook New Low Cast SME version. Spors ored Link [ <[[>]

Archive | Reportspam | Delste Move tow | Labelsw More actionzw Refresh

1-30f3
Select: All, None, Read, Unread, Starred, Unstarred z
me Attached file - Hallo, This is wg example of how to attach a file. Ann Mary & 4:32 pm
A me Tea invite - Test Page - Hallo Id you like to come over for a cream tea, tomc 3:50 pm
ol me, me {2} Invitation te view annmary.ware1%'s Ncasa Web Album - Movement - Forwarded & May 4

Open the file, by clicking on it

Select: All, None, Read, Unread, Starred, Unstarred

Archive | Heportzpam | Delste Move tow | Labels¥ ore actionsw Refresh 1-3of3




Click on Download

war Overview | M., |1 Google Mail - Attached fil.., 2 ]_l @ Hormne Feeds (T} - @ Print = @ Page - @ Tools
CMM_com Recently Published/Updated - Ethiopian forces back in Somalia, locals say - 2 hours ago Web Clip IEI IEI
o Back to Inbox | Archive | Reporispam | Delete Move to¥ | Labels¥ More actigh=¥ 1 of 3 Older »
Attached file nbox | x Hewt window
Print all
@ Ann Mary Ware show details 4:32 PM (2 minutes affo) 47|+ Reply [ ¥
Hallo Sponsored Links
SalesOutlook - CRM, UK
This is an example of how to attach a file. Real CRM within Microsoft Outlook
Mew Low Cost SME version. Free
Ann Mary Demo

www_salesoutlookCEM .co.uk

Microsoft CRM v4 - New

Works in Outlook & through all PDAs
Tier 1 CEM Gold Microsoft Partner
www.consultCRM . co.uk

iy Directions to Ann Mary and Vic.doc
24K View as HTML Open as a Google document Download

4 Reply =¥ Forward Outlook Integrated CRM
Track Marketing, Sales & Inventary
Workflow Management & Reporting
www.Zoho.com/CEM

Fix Outlook Freezes




Save if you wish to keep the file on your computer, otherwise just Open

File Download

Do you want to open or save this file?

@ j Mame: Directions_ko_Ann_Mary_and_‘lc.doc
Twpe: Microsoft \Word Document, 24, 0KE

From: mail. google.com

Dpen ] [ Save ] [ Cancel

harm your computer. If pou do nat trust the zounce, do not open or

|@| While files fram the Intermet can be uzeful, zome files can patentially
L
= save this file. ‘What's the risk?




Navigate through computer folder structure until you find desired location

Save in: |@Desktnp V| ¢ W5 2

Ty |jj_-_,j My Docurnents

'5.'. 9 '_i My Cormpuker
My Recent ‘QM';.H Metwork Places
Documents |hAdobe Reader 9 Installer

|hiDigital Photography

uﬁiTunes ¢ - ﬁ !

R options

G

I=ywebsite photos
i:ﬂﬁhnrtcut ko Hiskary
i3 Sharkcut ko Link

’J; Eﬂﬁhnrtcut ko My Pictures

Desktop

5 Sharkcuk ko My Scans
by Documents | |= ] I
ka0 Shorkout ko Wic work
@Sky Email Cutlook, Express sektings Ne cuin
oL 1
by Computer
g File narme: ElirEu::tin:nnzsz to &hn Man and Wic W | l Save
My Metwork. | Save as bype: | Microzoft Word Document b | [ Caricel
Ann Mary
Contacts I . \

Click Save



Open to have a look at the file

Download co mplete

Vi 4
=

Dowveniygad Complete

ons_to_ann_Mary _Ynd_Wic,doc from mail. google, com

Dovwnloaded: 24.8Bin 1 sec
o Download ko ... \Diections_to_ann_Mary_and_...
TransFer rate; 24, 0kRISec

[ ] Cloge thiz dialog box whkn download completes

Open ] [ Open Folder ] [ Cloze




