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Creating a Gmail

Google
Sign in

with your Google Account

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more

Create account

Google

Create your Google Account

First name Last name

Elena Casarosa

Username

ecasarosas3 @gmail.com

You can use letters, numbers & periods

Available:
casarosaeb elenacasarosa895 casarosaelenal06
Use my current email address instead

Password Confirm password

sessnsns sssssnns Q

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead

Google
Privacy and Terms

We also combine this data among our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we
can derive from your use of Search and YouTube, and
we use data from trillions of search queries to build
spell-correction models that we use across all of our
services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking “More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

MORE OPTIONS

Cancel
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Logging in (phone or computer)

On a computer:
e Go to gmail.com.
e Enter your email address and click next.
e Enter your password and click next.

On a smartphone:
« Download Gmail from your app store. it may look like one of these: Ji .,Z\.
e Open the Gmail app, it will look like this:M
e Enter your email address, then click next.
e Enter your password and click next.
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Sending a new email

New Message - N

Towrite the email for the person you want to contact Cc Bee
3al

Subject 2-3 words that let them know what you are emailing about
2N

| This is where you write your message.

50
tp
P

This will let you attach a file (forms, pictures, etc)

SansSerif ¥ ¥+ B T U A~ =~ 1= :=

i
4

AlloOoambd S

This will send the email, only click it when you are done.
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Reading an email

e Unread emails are bolded

e Click an email to open it
Click the arrow to reply to an email

Let's have dinner on Sunday = mnbexx  Jiw =
Elena Casarosa Thu, Sep 27,12:31 PM (1 day ago) <S¢ =  ——
to me, Silva, Tim ~ Click the three dots to see more options.

These options include "Reply All" which is

Hi Olenna, Silva, and Tim!
helpful if you have many people on the same

'm going to be making pot roast and would love to have you guys come over. Let me know if you cgn make it! email.

Click the star to mark important emails
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Download an attachment

e If you receive an attachment (file, picture, etc) in an email be careful. Only download it if you

trust the person who sent it to you.
e Do not download attachments from people or companies you don't know.

@. Elena Casarosa > e Attachments will show at the end of an email!
s = e Click the down arrow to download it.
e Remember where you downloaded it!

Elena Casarosa

EC Photography Studio

919-555-4889

“Photographing moments you will always want to remember”

EC Photography
Flyer.pdf

oo
C
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Organizing emails - stars & labels

e You can use stars and labels to create specific folders for your emails.
e The star function will automatically be available to you. Other labels will need to be created.

S LITiNgEdu

e To make a new lable click the "+" button near

Ed Inbox 2
A Starred Owen, me, Yello 4 "La bels"
® Snoozed Eventbrite e To mark an email as belonging to a specific
B  Sent label right click on it and hover over "Label As."
~ Everything else . . .
() Drafts 1 YEinS This will show you the different labels you have.
v More O 3 3 ICAEmployment Serv.  Make sure to keep labels up to date.
WordPress
Labels +
Google
Costa Law
B cxample Strength in Heart
® glen@popfilter.ca Strength .. Mischa 20

Mark Kilfoil - CHSR
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Using the google calendar

e Your gmail account will automatically come with a google calendar. You can find it by clicking

this ::: icon near the top right of your browser and selecting "Calendar".
e To add a new event click the button labeled "+ Create".

X e This menu will open up. To change the date and time of the
Add title event click where it says the day of the week and date.
Event Task Appointment schedule e To add a guest, add their email to the "Add Guests" spot.
o Thursdayunets 1230pm - 1:30pm e If you are meeting online with someone, google gives you the
I option to create a Google Meeting using the big blue button
o thn: "Add Google Meet video conferencing”
x e |f you are meeting in-person, you can use the "Add location"
©  Addlocation space to include an address.

i - g4 r I . -
Add description or attachments

e Remember to click "Save" when you are done creating the

o Glen Swarnadhipathi @@
Busy - Default visibility - Notify 30 m

nutes before eve nt.

More options m
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Email vocabulary

e The following words are used on all major email platforms, like Gmail and Outlook.

O

®)

O

Reply - send an email back to the person who sent it to you
Reply All - if multiple people were included in an email they will all see your reply

—orward - This is when you receive an email and pass it on to someone else

CC - include other people in the email, just to keep them aware. This signifies that they are

watching the conversation but not usually expected to reply.

BCC - this includes other people in the email, but they can't be seen by others. This is only
used in certain cases, like if you want to send an email to a whole class but you don't want

them to learn each others emails (for privacy reasons).
Attachment - This is when a file is included in the email using the paperclip icon.

Link - Sometimes instead of attaching a file people will include a link to where the file is

located on the internet. You can also use links to share websites with people.

@
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