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Benefits of Google email

• 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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Go into Google Click on Mail

Setting up your Account



Click on Create an account



Top third of Account information which needs completing



Middle third of Account information which needs completing



That’s all which needs completing.  

No banking or credit card details required

Click here to create your own account



Creating and sending a message

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



Click on Compose mail



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

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

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



You receive confirmation that your message has been sent



Receiving a Message

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



Opened up message appears.



Replying to a message

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

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

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.

2. Type in reply message 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

3. Press the send button



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

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 
clicking on the 
file name

Click Open



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

Click the send button as usual



Receiving an Attachment
The clip shows a file is attached

Open the file, by clicking on it



Click on Download



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



Navigate through computer folder structure until you find desired location

Click Save



Open to have a look at the file


