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Setting Up A Google Mail
Account



Google Mail - Setting Up An Account

PC or MAC Android or
iPhone
* Use any Web * Download
Browser (preferably Gmail — Email by

Google Chrome) Google
e GoTo m
google.com Gmail
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H o« C O @ google.com Q

» At the Google Site, E
. . g. About  Store Images
click Gmail in the
upper-right corner

» Click Create an Account

Secure, Smart, ¢/ Compose &

and easy to S —

use email - =T
[

Get more done with Gmail. Now integrated with
Google Chat, Google Meet, and more, all in one

place.




Create your Google Account

» Complete the form and click Next

Google

Create your Google Account
to continue to Gmail
First name

Last name

Username @gmail.com

You can use letters, numbers & periods

Password Confirm @

Use 8 or more characters with a mix of letters, numbers & One aCCOL!FIl. All'of GOOgle
symbols working for you.

Sign in instead

English (United States) = Help Privacy Terms




Personal Info

» Enter your personal info and click Next

Google

Minna, welcome to Google

® wminnaiz@gmail.com

Phone number (optional
- |

Google will use this number only for account security. Your
number won't be visible to others. You can choose later whether to
use it for other purposes.

Recovery email address (optional)
We'll use it to keep your account secure

Your personal info is private & safe
Month - Day Year
Your birthday

Gender

Why we ask for this information

English (United States) ~ Help Privacy Terms




Privacy & Terms

» To read about Terms of Service and Privacy Policy click
on the blue links

» Then click
I agree

Google

Privacy and Terms

To create a Google Account, you'll need to agree to the
In addition, when you create an ggcount we process your
information as described in oufjPrivacy Policyfincluding

these key points:

Data we process when you use Google

IO —
El @
« When you set up a Google Account, we store
information you give us like your name, email
address, and telephone number.
« When you use Google services to do things like You're in control of the data we
write a message in Gmail or comment on a collect & how it's used

Moo Tuhe vidan wwe ctars the infarmnatinn o

More options v




More Options

» Read about all your options and then click I agree

More options A

Customize your Google experience by confirming your
personalization settings and the data stored with your
account,

You can always learn more about these options, adjust
them, and review your activity in your Google Account
{account.google.com).

¥  Web & App Activity

Saves your activity on Google sites and apps, including
searches and associated info like location. Also saves
activity from sites, apps, and devices that use Google
services, including Chrome history. This helps Google
provide better search results, suggestions, and
personalization across Google services. Activity older
than 18 months will be automatically deleted. You can
change your auto-delete option, stop saving activity, or
delete it manually at account.google.com

o Save my Web & App Activity in my Google Account

@ Don't save my Web & App Activity in my Google
Account

Learn more about Web & App Activity
[ Ad personalization
Google can show you ads based on your activity on

Google services (such as Search or YouTube), and on
websites and apps that partner with Google.

(® show me personalized ads

(O show me ads that aren't personalized

Learn more about Ad personalization

Learn more about Ad personalization

B YouTube History

Saves the YouTube videos you watch and the things you
search for on YouTube. This helps Google give you better
recommendations, remember where you left off, and
more. Activity older than 36 months will be automatically
deleted. You can change your auto-delete option, stop
saving activity, or delete it manually at
account.google.com.

(O save my YouTube History in my Google Account

Don't save my YouTube History in my Google
Account

These settings apply wherever you are signed in to your
new Google Account.

|:| Send me occasional reminders about these
settings

Cancel l | agree l




Getting Started with Gmail

» You have the option to Customize your Inbox
» Change your Profile Image
» Import contacts and mail

» Options for getting Gmail on your mobile device

Get started with Gmail

Customize your e Change profile o Import contacts D Get Gmail for
inbox image - and mail mobile




First message

» Double click to open the first email message that Google
will send you

v = (m] X
M Inbox (1) - wminna12@gmailcar X +
< C {} & mailgoogle.com/mailfu/0/?tab=rm&ogbk¥inbox 2 # 6 ¥ 0O G :
= M Gmail Q Searchma = o ® =z @
a- ¢ ~10f 1 a
I— Compose E
) Primary 2% Social @ Promotions
[J Inbox 1
% Starred Google Community Te. Minna, finish setting up your new Googl 3:20 PM
© Snoozed
> Sent (-]
B Drafts
v More
+
Meet
B New meeting
EE  Join a meeting
Hangouts
ominna
Terms - Privacy - Program Policies
0GBof 1GBused [
No recent chats
Start a new one




Confirm Privacy Options

» Scroll down in the email message and click Confirm
to review and change any options you set while creating
your account

©

Confirm your options are right for you

Review and change your privacy and security options to make
Google work better for you.

_]




Privacy & Security Options

» On this page you can manage all your privacy and security
options

» To access the page again, click the account icon in the
upper right and click Manage your Google Account

Welcome, Minna Weiss
Manage your info, privacy, and security to make Google work better for you. Learn mare

Privacy & You have securit . .
Y& nty Minna Weiss
personalization recommendations 1 . _ )
‘i’ : wminnal2@gmail.com
See the data in your Google Account Recommended actions found in the
onalize your Google experience
Manage your Google Account

cccccccccccccccccc

Privacy suggestions available

Review suggestion (1)



Google Settings



Customizing your Inbox — Quick Settings

» Click Customize your Inbox P
to access Quick Settings

or

» Click the Settings Icon

inbox

Customize your

@sss (M)

in the Upper Right Corner

ae
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DDDDDDD

(O comfortable

O compact

EEEEE View all
\\\\\\\\\
_ Default
®
~  Customize
(O Important first
=

(O Unread first
(O starred first

Priority Inbox
O Customize

Multiple Inboxes
O

Customize




All Settings

» In Quick Settings, click See all settings

» Click on each items to manage each setting

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet Advanced ©Offline Themes




Getting Help

» Click the Question Mark icon in the Upper Right corner

to access Help
(@s = @

Help
Training

Updates

Send feedback to Google




Additional Icons



Other Google Applications

» Click the Menu lcon (Top Right) to view all of Google’s

other applications
> s@o0
@ G 9

Account Search Maps
o p &
YouTube Play News

W

Meet Chat

M
© & ©

Contacts Drive Calendar




Icons on the Right

» To access your Google Account, click the circle with
the first letter of your email address. Q

» To access your Google Calendar

I

» To take Notes

» To access Tasks
(To Do List) &

20
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Managing your Inbox



Inbox

» The Inbox is divided into labels

» You can “create” and “manage” your
own labels

» You can “star’ emails that are
important

» You can save emails in “draft’ and

then send them later - “snoozed’ and
“scheduled”

22
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Inbox
Starred
Snoozed
Sent
Drafts
Less
Important
Chats
Scheduled
All Mail
Spam
Trash
Categories
Manage labels

Create new label




Icons at Top
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» Hover over each icon to view their function

(=) 8 o0 i
All

None
Read
Unread
Starred

Unstarred

o 2 0 | © [ y & B
m Delete Mark as unread m Add to tasks m

23

Mark as unread
Mark as important
b Add star
Filter messages like these
Mute

Forward as attachment




Categories in Your Inbox

[J Primary 2+ Social ¥ Promotions

» Your emails are automatically organized into three tabs:
Primary
Social

Promotions (i.e. Sales from Stores)

24



Adding or Removing Category Tabs

Settings Icon o
Add or remove category
tabs Settings
"I_ On }rﬂur Cﬂmpu'terl Open Gmail Z . General Labels Inbox Accounts andImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat Advanced Offline T
2. In the top right, click Settings £ > Settings. Inbox type: COI
3. Click the Inbox tab. = — 7 o’
4. In the "Inbox type" section, select Default. :;ﬂm

['] Forums

Mote: To hide all tabs, select another inbox
type a:::ru:: :::rgr:: in Primary

5. Inthe "Categories" section, check the boxes of
tabs you want to show. Note: You can't make
new tabs; you can only show or hide existing

Choose which message categories to show as inbox tabs. Other messages will appear in the Primary tab.

Deselect all categories to go back to your old inbox.

ones.
6. Scroll to the bottom, then click Save Changes.
Note: If you've turned on notifications, you'll only

get notifications about emails in your Primary
category.

25
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Managing your Contacts



Adding and Managing Your Contacts

» Click the Contacts lcons to the right to add your
contacts

= e Contacts

» Click Create Contact o & = @ —

ot 1 £ > I -..:
- 2 Contacts

€9 Frequently contacted

Merge & fix

~ Labels

% @
+ Create label
I, Import
@ Export
=  Print
o Jun 24 + (f] Other contacts

W Trash

27



Adding and Managing Your Contacts
» Complete the Contacts Form

Q, Search

x

O -

i




Importing Contacts

» You can import your contacts from any other email
account, including your AOL account

Step 1: Sign into your other email account

what account do you want to import from?

For example: name(@example.com

| Continue || Cancel |

Import contacts and
mail

29
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Sending a Message



Sending a Message

Click Compose Button

Start typing the email address and a list of your contacts will
appear that begin with that prefix

New Message

To Cc Bec
= M Gmail Q, Search mail . .
Sut M Tom Burt' tomburt89134@cox.net
- tomburt89134@cox.net
Oo- ¢ :
l— Compose
[J Primary
[J Inbox 2
J Starred Google 2
@ Snoozed Google
Sent
> Andy from Google
B Drafts
v  More
®  Gigi +

31



Sending a Message

» Enter a Subject

Learning Gmail

} Type your message ‘Tom Burt' tomburt88134@cox.net (cox.net) ®
Learning Gmail
below g

This is my message.

» Click the Send button i s

gmweiss5@gmail.com

[I].JC-::’@’}Eﬁ)s

32



Formatting Options for Text

El:oc0amb s

» Click |2] for Formatting Options:

“ -~ SansSerif ~ T~ B T U A~ =~ = 1= E E -~

33



Adding Attachments to Message

B - o[ -

» Click o to Attach Files
» Click 2 to Attach Files Saved on Google Drive
» Click = to Attach Pictures

34
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Replying to a Message



Reading a Message

» Double-click to open the message:

Primary - Social ‘ Promotions
me, tomburt89134 2 Google Mail Class - 2/23/19 - Thanks, Gail! I'll have the handout posted by mid-day tomorrow! Tom Tomburt89134@cox.net Jan 25
I Google Mail Ou. @8 My Abstract_Go
Google Mail Class - 2/23/19 /inbox x & B
Gail Weiss & Fri,Jan 25, 241PM Yy

Hi Tom, Attached is my outline and abstract for my Google Mail Class scheduled for Saturday, 2/23/19. | hope to have the documentation finished by the end of ne

tomburt89134@cox.net Fri, Jan 25,248 PM Yy :
W tome -

Thanks, Gaill

I'll have the handout posted by mid-day tomorrow!

Tom

Tomburt89134@cox.net
Great, thanks! Thank you! Great!
4 Reply » Forward

36




Replying to a Message

» Click Reply
» Type your message
» Click Send

Google Mail Class - 2/23/19  nbox x

Gail Weiss
Hi Tom, Attached is my outline and abstract for my Google Mail Class scheduled for Saturday, 2/23/19.

tomburt89134@cox.net
W tome

Thanks, Gail!

I'll have the handout pested by mid-day tomorrow!

Tom
Tomburt89134@cox.net
Great, thanks! Thank you! Great!

4, Reply m Forward

4, ~ 'Tom Burt' tomburt89134@cox.net (cox.net)

be

Thank you.

Gail

«» -~ SansSerif ~ [~ B I U A~
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Icons within a Message

» Hover over each icon for a description of each

Fri, Jun 24, 3:20 PM Yy O

4 Reply

ﬁ E ®» Forward

Filter messages like this

Print
L]
ﬁ ™~ : Delete this message

Block "Google Community Team”

Report spam
Report phishing
Show original
Translate message
Download message

Mark as unread

38
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Setting Up Google Mail on your
Mobile Device



Gmail for Mobile Devices

» To download the Gmail Mobile App to you iPhone or
Andriod

Get the official Gmail mobile app X

Get Gmail for mobile

Choose any of the following options to get the right Gmail app for your
device.

Enter your mobile Scan this QR Visit on your mobile
number code device

OF10
E‘% gmail.com/app
[=]%5

#
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