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Introduction

Why choose Gmail

Gmail is the most popular free email service. It has the following features:

It has an interface (i.e. the screens you use to make it work) that is very easy
to use.

It offers a large amount of storage space that is always increasing instead of
a set amount like Hotmail, Yahoo and other providers offer.

Gmail uses the Google account which also opens up a wide range of other
Google services to the user.

Google offers free access to a range of other applications on-line like
Google docs, Calendar and Chat. These all work without any effort for
Gmail users and allow sharing of documents, images and information
between users.

Gmail is a powerful and
reliable email service. e

It can be easily used with

most mobile phones. -

Itis free! -
by Google

Creating an account

A Google account and a Gmail account are not necessarily the same thing, but for our
general use just remember: If you create a Gmail account, it automatically becomes your
Google account with access to all of Google’s services using that id and password.

So then, how do you create a Gmail account?

1. Go to http://www.gmail.com

2. Click the button that says “Create an account” on the top right box.

Mew to Gmail? CREATE AN ACCOUNT

3. Carefully fill out all the fields on the form.


http://www.gmail.com/

Name

Choose your username

Create a password

Confirm your password

Bi

Month

rthday

L13

Gender

Iam...

L1

Mobile phone

B - +61

Your current email address

Prove you're not a robot

[

Skip this verification {phone verification may be
required)

Iamer

189
Type the two pieces of text:
c+v B
Location
Australia e
[T1 1 agree to the Google Terms of Senice and

Privacy Policy

Google may use my account information to
personalize +1's on content and ads on
non-Google websites. About personalization.

Hext step

4. Click “l accept. Create my account”

You will be taken to an introduction
page. Click “Show me my account”. You
will be taken to your new email account
and there will be some emails from the
Gmail Team welcoming you, introducing
you to some of the features and helping
you import your contacts and old mail.

Signing into Gmail

To signin:

Go to www.gmail.com.

Type your username (your email address)
and password, and then click Sign in.

Sign in
Username

Password

Can't access your account?

| Stay signed in

Signing Out of Gmail

Signing out is important if you are using a
shared computer (for example, at a
library), because it stops other people
from viewing your emails.

To sign out:

In the top-right corner of the page, click
your name and select Sign out.

Frank Clement n + Share -

Frank Clement
clement francis25@gmail.com

Account Privacy
r ‘ View profile

Add account Sign out



http://www.gmail.com/
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Gmail as a Google Account

Now that you have a Gmail account, you can use it for any of the services below (same
logon name and password,)..

e Google Calendar — A calendar directly integrated with Gmail

e Google Docs — An online document editor directly integrated with Gmail; it works
like Microsoft Office but is online

e YouTube - Online video streaming
e Google Sites - To create websites and wikis
e Blogger - Blogging site

e Google Dashboard — The gateway or portal to all of the Google services that can be
accessed with your Gmail or Google account.

(11 Tube

Sign in now, and use your YouTube account to:

Sign in Google

Email or YouTube username

Save videos to watch later, watch recommendations just for you, or subscribe to get updates

. Keep up with your favorite channels

= from your favorite channels. Password
Watch everywhere ‘
nn Take your picks with you wherever you go — watch on your smartphone, tablet, or smart TV. Stay signed in

Can't access your account?

) ~ Share with your friends
& See videos shared by your friends across all your social networks — all in one place.


http://www.google.com/calendar
http://www.docs.google.com/
http://www.youtube.com/
http://www.google.com/sites/
http://www.blogger.com/
http://www.google.com/dashboard
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Gmall’s Interface

Most of Gmail’'s email functions are similar to email services. If you have used other email
services you will find it easy to use. If you are new to emails then within a short time you

will find that you can use Gmail.

Below is a simple guide to using Gmail’s web interface:

Google

A —

Gmail - & &l ©C More -
COMPOSE .
— = Everything ekse

o (3] .

& Qantas Hobals
Stamed W
miportant Jula Madden
P : Andy Ry =

Harris Scare W
newslerier

Living In Strata

Auto Express

Muance Asia Pacific

Craks Hotels & Resorts
Eeqbal Hassim

jChasin Domain ARnouncements

[ | Horth Queesnsland Toyoda .

1 — Gmail Menu

The Gmail menu drops down and helps you navigate to your Mail, Contacts and your

Tasks List.

If you ever get lost in Gmail, always go here to get back to the default view.

2 — Left Pane Menu

This is the menu on the left of the window. It allows you to move around (or navigate) in
the mail area, compose (or write) a new email, view Sent Mail, manage Labels and much

more.

In the left pane menu you will find:

Eam double points on Accor hotels. - hum
[asiz-ednet] Asia Literacy Ambassadors fc
Can an Assessmant Tool help in evidence
Stock Clearance Red Hol Specials

BB FlashBack Screen Recorder - Try Vers
RSVP for this 3 in 1 body corporate event
Aston Martn Vanguish first nide, plus Jagh
Don't miss the action - Last chance to Sav
Enjoy an Oiaks Late Check oul - One Badre
[asia-adnet] AEF response to draft Aris Cu
Win 31,000 & week with Domain Home Al

BID HOW: Cowboys jersey auction now of

1=25 of many |~

11:55 am
8216 am
60 am
1:04 am

Sep 25
Sep 25
Sep 25
Sep 25
Sep 25
Sep 25
Sep 24
Sep 24
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Inbox

This is where you will find the email you have received and also where you will find replies
you have written to those emails. Gmail sorts the messages sent between 2 or more people
SO you can view them all as a single strand (or ‘conversation’), and easily follow
conversations up as shown on the example below.

Compose Mail
It is what you would click to start writing an email. This is covered in a another section.
Drafts

Gmail will save a copy of the email you are writing as you write it as a “draft”. It will do so
on small time intervals, but if you decide to save it yourself, you can always just click on the
button that says “Save Now” on the bottom of the compose window. When you do that, a
copy gets saved on the Draft folder so you can continue to write it later if you prefer. Once
you send the message, they automatically disappear from the Drafts folder.

Sent Mail

All the email you have ever sent someone can be found by clicking the “Sent Mail” button.
It will separate the emails you have sent from the ones sent to you so you can clearly see
only the ones you sent yourself.

More

The “More” button opens a series of options such as your “Spam” and “Trash”. You can drag
those labels in and out of the more button to customize how you want to view the main
buttons on your email, so if you decide you want to have your “Trash” button readily
available under the inbox, just drag it there, and if you decide you want your “Drafts”
under the “More” button, just drag it there.

4 - Inbox

This is where the incoming messages are displayed. This area can change what it shows,
but the default is your Inbox.

5 — Action Buttons
The buttons that sit along this row are action buttons. Located just above the Inbox, the
buttons allow you to do several things including Select All or Refresh.

When you select a message in the Inbox, several further buttons appear in the row. These
buttons allow you to perform the actions such as Archive, Report Spam, Delete and more.

6 — Search Emails

If you need to find an email in your Inbox, then by typing some keywords here and then
clicking the search key, Gmail will help you find it.



GMAIL MANUAL

7 — Other Google Services

Now that you have a Google Account, you can access these Google services that are
displayed in the top ribbon menu.

8 — Gear Icon (Settings)

Gmail’s settings can be found in the drop down menu that appears when you click on the
gar icon. You may need to make changes to Gmail's appearance or how it works. For
example, you might want to have a signature or an automatic reply or change the theme.
These changes are made from the Mail settings.

To get to your mail settings:

1-4 074 “
1. Click the gear icon in the top-right corner of *I

Display Density:

the page and select Settings. ]
Comfortable (on largerd  Click here
. . ; to get d
2. Go to Mail settings coz * down |
Compact menu
3. From here, you can select the category that
) Setti
you want to edit. il
Themes
There are instructions available in the Resources Report a bug
tab. Help
Contacts

An address book of contacts can be stored in Gmail. These contacts would include a
peoples name, email addresses, phone numbers, birthdays, and
physical addresses.

To add a contact: Gmail
Contacts
Tasks

1. In the Gmail drop-down menu, select Contacts.

2. Your contacts screen will appear. Click New Contact.

NEW CONTACT

3. Type the person’s name and email address. You can also type My Contacts
additional contact information if desired. All changes that you - Circles
make will be saved automatically. Friends

Family

Acguainiances
Following

. TR
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Composing an Emaill

You need to know how to compose an email within Gmail. Remember the word compose
means to write.

To start writing your email you need to go to the left menu pane and click the Compose
button.

When you select the Compose Email menu option the following screen appears:

T
frre ot 7015 B I r L
S M e ki Draft avtoseved at 705 PM (0 minutes ago) \.éw"l
! -
admingteia edu.au Gk =
o ! -
Add Cc  Add Bec l\','.:_/l
b —
f_  teami@learnmedia com.au < i)
i -
E".' Altach a file  Insert Invitalion
B F U T-+-A-T-& d\:_"/ I= i ME ¥ Check Spelling

| Ty « Plain Text
Hello colleagues
The training activity is planned for Saturday starting at 3: 30pm.
Flease go to the side entrance where the training team can get in from 2:30pm on
| look forward to working with you all I‘-.._:.","J'
Regards .

Frank Clements|

1 - Recipients
The recipients are the people that you sending the email to. You require the email address

of each person who is to receive your email. If the person is already in your Contacts (like
an address book), then Gmail will show their full name.

You can add more than one recipient by placing a semi-colon (;) after each email address.
Example: david@gmail.com; siggy@teia.edu.au;

2 — Cc and Bcc

Cc stands for ‘Carbon Copy'. This field or area is used when you wish to send a copy of an
email to a person who is not the main recipient. You are sending an email to then keep
them informed of what is going on, but they do not need to reply to the message.

Bcc stands for ‘Blind carbon copy’. This works the same way as the Cc field except that the
email addresses you put in here are hidden from everyone else.


mailto:david@gmail.com
mailto:siggy@teia.edu.au
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3 - Subject
The Subject field is what the email is about. The text here should be brief but still give the
recipients an idea of what the email is about.

4 - Attachments

An attachment is a file (it could be a document, a photo, a compressed file, etc.) that is sent
with the email. You can attach more than one file to an email.

For example, if you are applying for a job, you might send your resume, application letter
and your references as attachments, with the body of the email being the cover letter.

It's a good idea to include a message in the body of your email explaining what the
attachment is, especially if the recipient isn't expecting an attachment.

Remember to attach your file before you click Send. Forgetting to attach a file is a very
common mistake.

To add an attachment:
1. While composing an email, click Attach a file.
2. Choose the file you want to attach and click Open.

3. The attachment will begin to upload. Most attachments will upload within a few
seconds, but larger ones can take longer.

4. When you're ready to send your email, click Send.

5 — Formatting Tools

Gmail allows you to format your email message. You can change the font, font style (bold,
italics, underline), font colour and layout.

Hyperlinks and emoticons can also be added.
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B 5 U T-+-A-T-[E oo

Dear Colleagues k\:ﬁyl' |\:‘.';r’.-

Cur Wholesale Car Bureau has 24 impressive professionals waiting ta help you get the basi deal when buying a new or usad
car.

" E - fy a Plain Texi Chack Spelling

These great Telpers” are avallable to talk to you about car loans, ssleching the nghf vehicle for youw and 1o help you in finding thet
wehicls

Chack oul the group at hip fww wholEsalgcanes com awvwecanhelp group

Plzase contact me if you have any questions
Kind regands|

Julla

1. Bold, Italics and Underline
You can emphasise your text (make it look different) by using the bold, italics or underline
format tools. Click the button to start the change; click it again to turn it off.

Bold ltalics Underline

2. Fonts

There are many fonts you can use in your email. (Fonts are the different shaped letters).
You can change the lot of your message or just a few words or letters to add emphasis.

3. Font Size
Generally you would use the standard font size in your emails but sometimes you may
wish to have headings or different sized text.

Be careful you do not use this formatting tool too much as having many different fonts
and font sizes makes a message harder to read and becomes annoying to the reader.

4. Font Colour

You can change the colour of your font for single words or the whole message.

Always make certain that your colours give a strong contrast against the background to
make it easier to read. Avoid pale and light colours.
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5. Emoticons

Emoticons are small graphics that are often used as a form of quick message to share your
emotions. Emoticons should only be used with friends and never in a formal or business
email.

6. Hyperlinks

If you want to share a website, Facebook page or some other site on the web, you can
build a hyperlink into your email.

7. Bullets and Numbers

These formatting tools help you set up lists using bullets (symbols) and numbers. Using
lists is @ good way of presenting information and drawing attention to important points.

8. Alignment of text

This set of formatting tools allow you to align text to the right, centred (in the middle of the
page) or to the left. Generally text is aligned to the left.

9. Spelling Check

This tool helps you check your spelling in the email. It is always good practice to check
your spelling before sending your email.

6 — Body of the Email

The main part of the email message is called the body.

It is this part of the email that you type like a normal letter, text message or note. You give
a greeting, using sentences and paragraphs and close with a salutation.

Signatures

A signature in an email is a block of text that appears at the bottom of every email you
send. Gmail does not include a signature unless you set one up. A signature will generally
include your name and some contact information.

To set up a signature (you only need to do it oncel):

o Click the Settings gear in the Gmail toolbar.

» Select Settings from the menu that will have appeared.

e Go to General.

» Make sure the desired account is selected under Signature..

o Type your desired signature in the text field. As a guide do only a maximum of five
lines.
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o To add formatting or an image, use the formatting bar. If you cannot see the
formatting bar, start a new message using rich-text formatting.

» C(lick Save Changes.



GMAIL MANUAL

Organizing your Gmaill

Over time, you may receive thousands of emails, and trying to find a certain email can
become difficult. It is important to organise your emails so you can easily find important
ones, delete ones that you no longer need and store those in ways that make sense to you.
In this section you will look at some the features of Gmail that will you to organize your
emails and contacts.

Conversations

You will notice when looking at your emails that they are often grouped with several other
related emails. This is called a Conversation View. Gmail groups related emails into
conversations to help keep your Inbox neat and organized. Instead of selecting a single
email from your Inbox, you're actually selecting the entire conversation, and you can then
choose to view or minimize individual emails.

When you're viewing your Inbox, you can tell how many messages there are in each
conversation by finding the number next to the name of the sender.

To see all the messages in a conversation, just click the Expand all button.

A conversation will break off into a new thread if the subject line of the conversation is
changed, or if the conversation reaches over 100 messages.

The Conversation View is liked by many people but others prefer their Inbox to be
organised by the date when the email was received. You can turn off the Conversation
View by going to the General tab of the Gmail Settings, and select the radio button next to
‘Conversation view off. When you do this, all the emails are organised separately within
the Inbox based on the time and date they were received, the most recent at the top.

Viewing and Closing Emails

To view or minimize individual emails in your inbox:
1. From your Inbox, click on a conversation.

2. All of the messages in the conversation will appear to be stacked on top of one
another. Click on a message to expand it.
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Contacts

To add contacts (names and email addresses) to Gmail:

1. Click Gmail at the top-left corner of your Gmail page, then choose Contacts.

Gmail -

Gmail
Contacts
Tasks

2. Click the New Contact button in the top-left corner.

HEW CONTACT

3. Enter your contact's information in the appropriate fields. Any information you add
will save automatically.

Add name

Add a picture My Contacts

Add

One very useful thing about Gmail is that you don't really have to add your contacts this
way all the time. Gmail will automatically add the emails of everyone you replied to or have
written to.

Gmail will, by default, show you initially the most used contacts you have. To view contacts
that don't appear on that list, either use the search feature or click on the button that says
All.

By clicking on the single little person with a + sign on the upper left hand side, you can add
individual contacts.

By clicking on the muiltiple little people with a plus sign, also on the upper left hand side,
you can create a group. You can move several people to each group, so when you need to
email them you don’t need to select them one by one. With a group you can send them all
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an email at the same time by putting in one email address. Select that group on the email
address field and they will all receive the email.

To start a new group go to the left pane menu under New Contact

. . . NEW CONTACT
button and click on the menu item New Group. The menu will appear -
allowing you to enter the name of the new group. My Contacts (2)

Starred in Android

Most Contacted (15)
Other Contacts (15)

Import Contacts. .

In the same left pane menu area you will notice the Import Contacts
link.
My Contacts (2)
You can import your contacts formatted as CSV files from Outlook, Starred in Android
Outlook Express, Yahoo! Mail, Hotmail and some other applications. Most Contacted (15)
Gmail also supports importing vCard from apps like Apple Address Book. Other Contacts (15)
Mew Group...

| Import Contacts...

Labels

Labels allow you to organize your messages and make them easier to find. Applying a

label to a message is kind of like putting it into a folder, with one important difference: You
can apply more than one label to a message. For example, if you received a message about
a company trip, you could label it as Travel and Work. You can choose to label just the
most important messages, or you can label every single one - it's up to you. You can create
new labels whenever you need to, and you can also choose a

color that will make the label stand out. _
COMPOSE

To apply a label to a message:

Sent Mail
1. While viewing the message, click the Labels button. A Drafts (3)
drop-down menu will appear with a list of labels. Junk E-mail
2. Place a check mark next to all of the labels you want, and Personal
then click Apply. v Travel
] Less =
3. Now, when you view your Inbox, you'll be able to see the
label next to the message subject. Chats
All Mail
Spam (296)
Trash
Receipts
r Work

Manage labels

Create new [abe
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To delete or create new labels you need to open the left pane menu and click on the menu

item Manage Labels.

This opens the Label management table (next page).

Settings

General Labels Inbox Accounts and Import Filters Forwarding and POP/IMAP  Chat

System labels Show in label list
Inbox
Starred show hide
Important show hide
Chats show hide
Sent Mail show hide
Drafts show hide show if unread
All Mail show hide
Spam show hide show if unread
Trash show hide
Labels Show in label list v
Create new label |

When you decide to add an email to a particular label, simply check the box next to that
email, go to the label pull down and check the label you want to be associated with that

email.

Click on the name of the label on the left hand side menu and all the emails you have

attached that label to will appear.

Show in message list v

Web Clips Labs Offline Themes

Actions

Show in IMAP

Y| Show in IMAP

Y| Show in IMAP

Show in IMAP

¥ Show in IMAP

¥ Show in IMAP

¥ Show in IMAP

¥ Show in IMAP

Y| Show in IMAP

20
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Advanced Settings

There are many settings to choose from with Gmail. Some
control basic features, some add features to the emails, some
determine how you reply, who you receive emails from, and
how you use your Gmail services.

Below is a brief guideline for some of these settings. You can

14 of 4

Display Density-
Comfortable (on larger
Cozy

Compact

Click here
to get drop
down
menu

. . M - Themes
access them by clicking on the Gear icon (Settings) button on Report = bug
the upper right hand corner of your Gmail window. Help
Settings o
General Labels Inbox Accounts and Import Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes
Maximum page size: Show 50 ~ conversations per page
Show 250 - contacts per page
Keyboard shortcuts: @ Keyboard shortcuts off
Leam more _ Keyboard shortcuts on
External content: @ Always display external content (such as images) sent by trusted senders - Learn more
_' Ask before displaying external content
Browser connection: ' Always use https
Leam mare _ Don't always use https
Conversation View: @ Conversation view on
(zets whe! mails of the same topic sre ) Conversation view off
grouped & /]
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To leam the name of a star for search,
haver your mouse over the image.
Presets: 1star 4 stars all stars
In use:
) * h ok %k % B E U E E B
Not in use:

Desktop Notifications:

{allows Gmail to dis

yeur desktop when new chat and email messages

Note: This browser does not support desktop notifications. To enable notifications, upgrade your browser to Google Chrome.

armive)

Learn more

Button labels: @ lcons

Learn more ) Text

My picture: Select a picture that everyone will see when you email them.

Learn more

People Widget: @ Show the people widget - Display information about participants to the right of each conversation

Leamn more _! Hide the people widget

Create contacts for @ When | send a message to a new person, add them to Other Contacts so that | can auto-complete to them next time
auto-complete: O I'll add contacts myself

21
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Importance signals for ads: You can view and change your preferences here_

Signature: @ No signature
{sppended at the 2nd of all cutgaing messages)
Learn more
B 7 U T- - A T - co

I:
X

Personal level indicators: @ No indicators
Show indicators - Display an arrow ( » ) by messages sent to my address (not a mailing list), and a double arrow ( » ) by messages sent only to

Snippets: @ Show snippets - Show snippets of the message (like Google web search!).
No snippets - Show subject only.

Vacation responder: @ Vacation respender off

{sands an automated raply 1o incoming Vacation responder on
a contact sends you several

messages, this sutomated rephy will be sent t First day:  October 3, 2012 Ends: | (optional)
most once every 4 days) Subject:
Leam mare
Message:
Only send a response to people in my Contacts
Outgoing message encoding: @ Use default text ding for outgoing
Leamn more

Use Unicode (UTF-8) encoding for outgoing messages

Save Changes Cancel

General Settings

There are many things you can determine from the general settings. A few examples are:

Maximum Page size: Determines how many emails you see at a time (the default is 50) and
how many Contacts (the default is 20). Just remember, making these numbers much larger
will slow the loading your pages.

My Pictures: Allows you to upload a picture which will be seen by your friends when they
chat with you, move their mouse over your name on the chat bar, etc. The picture may be
an avatar or an actual photograph of you — it does not matter.

Signature: You should set up a Signature to appear at the bottom of every email you send.
A greatidea is to use it to add your contact information (Name, Address, Telephone
number, Email address, blog site, Facebook page, etc.) without having to type it every time.

Vacation Responder: This allows you to add a message that will automatically be sent to
anyone who emails you during a certain period of time. That way if you are away, these
people are informed that there may be a delay in answering their email.

Filters

The Filter tool can be set to help you manage spam and choose how to handle certain
messages. Click on Create new filter and you can decide to filter a certain email address,
subject and even specific words. You can then decide how you want that filter to be
applied. There are a range of options going from Delete it to Forward it to: Each time you
receive an email that fits the filter you set up, that action will be done automatically.

22



The Fun Stuff

Gmail is not just about work though. The folks at Google have added a few features to
ensure we can also have some fun while emailing. To access any of the settings for the
features below, click on Settings on the upper left hand corner of your email.

Chat

The chat is a quick way to communicate with friends when you need an instant reply and
you know they are online. It can only be used between Gmail users and even then, only
between those who have accepted and opted in to accept chats.

All you have to do to chat with someone is look for their name on the chat box on the left
hand side of the screen. Check if they are online, which you can tell by looking for a small
green dot next to their name. Double click on their name and a little chat window will
appear. Start typing your message and click send (or enter). They will hear a little warning
and a small window will appear that allows them to read your message and type back. In
case they log off while you are typing, you will be told they are now offline and be given
an option to send the chat as an email instead, which they will receive when they get back
online.

Themes

If the standard Gmail interface gets boring you can change the theme. This allows you to
choose from several looks.

To change your themes, simply go to Settings > Themes, and click on the one you like.

Custom Themes

Light Dark
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I" ey
L | __§ [ sl
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Blossom Tree Zoozimps Candy Bus Stop Ninja Tea House Terminal lsland High Score Android
i ol Ui,
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Conclusion

Gmail has many other tools and Gmail has many other features. To read even more about
Gmail, conduct a search using www.google.com.au or use the Help function in Gmail.

Any questions you have will be answered there.
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