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A Few Questions...

What is e-mail?

How many of you have had e-mail accounts before?




Popular E-mail Providers

e These email accounts are free to have and are widely used
e They vary somewhat in functions yet the basics are similar

"Big 3"

1.Hotmail- Microsoft's E-Mail Service
2.Yahoo Mall
3.GMail- (Google E-Mail) YzHOO!

There are others: AOL Mail, Excite are examples

e Your employer may provide you a work e-mail account
'

yCoogle

™



http://www.hotmail.com
http://www.yahoomail.com
http://www.gmail.com

What do your e-mail accounts
provide you

1.Ability to write/receive e-mails
2.5torage space to save e-mails
3.Instant Messaging
o Talk to your friends that are also currently
logged In to their accounts
4.0rganization Tools

o Calendar, Planner, Notifications, Etc.




This is an example of a
calendar from Hotmalil...

E hittp://bay01.calendar.live.com/calendar/calendar.aspx?wa=wsigninl 0% close FtFe | =4 Hotmail Calendar
—————— =
£7Windows Live® Hotmail (2) Messenger Office Photos | MSN Microsoft Feed™
profile | sign out
Hotmail MNew | v Delete Subscribe Sharer d=n Today Mext 4 weeks Options 7
a October 2010 » Day ‘week Month | aAgenda To-do list
s M T W TP S AN Qctober 2010 show more | Show les
26 27 28 29 2
3 a5 BT El Sunday Monday Tuesday Wednesday Thursday Friday Saturday
0 1 I2 13 1% 15 16 26 27 e 23 20 octl 2
17 18 13 20 21 22 23
24 35 26 27 2B 29 30
= 21l e BT e S
Calendars
| Microsoft's calendar ]
I Birthday calendar | :
e —— 3 4 5 & P 66748 7 FH637s3" 8 H exyss E R ata B
add a new calendar W e aad Jad
i1} 11 12 13 14 15 16
7 18 19 20 1 22 3
24 13 26 27 28 29 30
Home
Inbox
Contacts
31 Now 1 2 3 4 5 6

Play games
with friends.
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Setting Up Your Own Account

What you Need to Do:

1.Decide Your Provider

2.Fill Out The Required Registration Information

3.Confirm Your Account (Not necessary with all
providers)

4.Start Creating and Recelving!

Now we will take you step by step through
the process of setting up a GMalil account...




Notice the
website URL

¥ Gmail: Email from Google - Mozilla FiréSox

| File Edit View History Bookmarks  Tool elp

Gmail Home Page

=P

B c ,K h ms:ﬁwww.google.com,l'accc-unts,l'Servi-:eLogin?service=mail&passive=true&.rm=l’alse&1:c-ntin ‘['_'_? - F"|Google )T'

|8 Most Visited |j Getting Starked 5 | Latest Headlines

i J [*] Gmail: Email from Google | o

Gmail

A Google approach to email.

Grnail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. After all,
Adr Gmail has:

=1 Lots of space
Over 7529.923005 megabytes (and counting) of free storage.
Shol

Dy Less spam
Keep unwanted messages out of your inbox.

To Begin the s —
Account Setup
process click on &
the ‘Create an
Account’Box

Stay
Signed In
Function

L atest News from Gmail
Restore your contacts Tue Dec 14 2010
There are many tirmes in life sahan 2 doocuce oo csg i g

Fallew us: B [E ) &

2010 - Groail for Wark - Terms & Privacy - Help

Sign in with your

Google Account

Username: ||
e pat@example.com

F'asswurd:l
™ Stay signed in
Sign in

Cant access your account?

MNew to Gmail? It's free and sasy.

Create an account »

About Grmaill  Mew features!

ITE| Done

& 4

tﬂstart| E@E G % Tezsmnues

| @ 2 xulbunner v”_ Gmail: Email from Go...

B - |« KB 230



Creating Your Account

Create an Account

four Google Account gives you access to Gmail and other Google senices. If you already have a Google Account, you
can sign in here.

1.First Name

T — Get started with Gmail

First name: ﬁ |
Last name: > |

3. Login
Name

2 - LaSt . Desired Login Name: | y s |@gma.ff. com
name Examples: JSmith, John Smith

| check availability! |

Choose a password:

!Password strencth:

MWinimum of 3 characters in length.

4.
Password

e-enter password: |

Stay signed in

Enable Weh History Learn Mare

5.
6. SeCU rlty Seewdty-Guestions_SShoose a guestion .. v Password
Question | Verify




Creating Your Account cont.

/. Answer
to Security . . |
Security Question: |Ch|:u:|se aguestion ... V|

QueStlon If you forget your passwoard we will ask for the answer to your
security question. Learn Mare

8 . Answer: | ‘

Recovery email:

Recove ry This address is used to authenticate your account should you ever

E_ Mall I encounter problems or forget your passward, If you do not have

another email address, you may leave this field blank. Learn More
¥ ¥

9 Location: Lnited States w

Location, Birthday:

Bl rthday Word Verification:

MDD Y'Y (2.g. 12142010

Type the characters you see in the picture below.
10. Word &
Verification

Letters are not case-sensitive




Creating Your Account Cont.

11.
Terms
of
Service

-
=

W‘&Q\m\
| &

Letters are not case-sensitive

d Terms of Service Flease check the Google Account infarmation you've entered above
(feel free to change anything you like), and review the Terms of
Service below.
Wyith Grmail, you won't see blinking banner ads. Instead, we display
ads you might find useful that are relevant to the content of your
messages. Learn more
Printable %ergian
Google Terms of Service Lol
Melcome to Google!
1. ¥Your relationship with Google
v
By clicking on | accept’ below you are agreeing to the Terms of
— Fragram Folicy Frivacy Fallcy.
Service ahave and both the Pragram Paolicy and the Privacy Polic

| acgept. Create my account, ]

12. Accept and Create




Your New Account

13. Click here
to get started.

G M :J il Introduction to Gmail

Congratulations!

‘fouve successfully signed up for Gmaill Here's a quick run through ta help you get Show me my account »

cornfortahle.

Archive instead of delete

, Tidy up your inbax without deleting
GCmai anything. You can always search to find
what you need or look in "All Mail."

Archive

Chat and video chat

Chat with your contacts directly within
Grail. You can even talk face-to-face
with built-in viden chat.

Labels instead of folders

B Personal Labels do the work of foldars with an

i Receipts 2 extra bonus: you can add more than ane
[ B to an email

Labels not
Folders




L. Who is

Compose [ In box Logged In.

E-mail
Gmail| Calendar Documents Eeader Web rmare v genevaref@gmail.com | Settings | Help
- ] Show search aptions
Gr,nl d || cearch Mail - SearchtheWeb o s
i ll_'Il.'
Mail Raochester Coupans - www. Sroupan.com/Rachester - 1 ndiculously huge coupon a day. Like doing Rochester at 90% ofl bout these &
Contacts
Tasks []v  Archive Reportspam Delete  Movetow | Labelsw | Moreacionsv  Refresh
Cnmp\l&e il (1 Gmail Team Customize Gmail with colors and themes - To spice up your inbox with col
] Gmail Team Import your contacts and old email - ou can import your contacts and ma
Inbox (3)
Buzz © ] Gmail Team Get Gmail on your mobile phone - Access Gmall an your mabile phone The
Starred 17
sent Mail
Drafts
Perzonal
Travel
B marey . :
[]v  Archive Repartspam @ Delete Movetow  Labelsw More actions v | Refresh
Chat ~|[=

Saarch add or invite Add a personalized signature to all your outgoing messages.  Learn maore

wﬂly lISi"ﬂ 0 MB (']0'1'] of your 7530 MBE.

Capacity



Writing an E-Mail

To: Who are you

Subject: writing to?
What’s
the
em ai | Send Save Mow Di @
about? =
\ijcAdd Boe
Subject:
J— 4P Attach a file
B I UFMTTRHTE - EIEEEME = =L «PlainTex Check Spelling v
Body of
the
letter

S— Gand Save Mow Discard

i Autarmatically ferward your Gmail messages to another email accourt.  Learm more

D—




Send ave

Writing ah Email cont.

nd Save Mow Discard D utosaved at 115 PM [0 minutes ago)
Contacts
Tasks To: greatjobs@gmail.com

Discard

Compose mail

C .
Inbox :}} —— Courtesy Auto
Buzz
S - Copy ; " Draft

Bee: gtemeagency@hutmail.cnﬂ — .
Sent Mail Bllnd

Sl Courtesy

Personal Subject: job openings Copy

Trawvel

B rmore AP Attach a file

¥
Draft o |

hat —_ |B u F- 1I- L = = i 1E = ke E = = Lz Plain Text Cheack Spe
ha =TT=TTs ‘
Search, add, or invite Dear Sir or Madam,
 Geneva Public Libra | arm writing to inguire if there are amg jobs currently available at your institution. | am wvery interested in warking for a great Lompany

Set status here v as yours and | would love to submit myresume and qualifications if you have any openings.

@ Thank you wery much far your time.
Sincerely,
Text chats are saved
and searchable.
John Dioe . .
Leatn rrore AttaChlng d F||e Spe”

Checker




Attaching a File

. Show search options
Search Mail Search the Web Create a filter

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

Send Saved Discard

Look in: |EJDI:| Resumes v| @ ?‘ % [l
To: greatjobs@gmail.com \ ‘.2_ & Librarian Resume;
|5

Ce: 6‘( C“'\(\( "ents
e \V) —
S \\0 (\\, > 4
‘\ \(\((\

C .
e,

Bec: nytempage

Subject: job npeniny My Documents
AP Attach a file i
B 7 U F Ty T = g-! |
My Computer B

Dear Sir or Madam,

File name:

- |

| arm weriting to inguire if there are any | -
as yours and | would love to submit m by Metwark Files of type: |ﬁ|l Filez [*.%]

Thank you wery much for your time.

incerely, 2 SQIECt
Your File,
Then Click
Here

John Doe




Ready to Send

AIWaYS To: greatjobs@grmail.com

dOUbIe Aempagency@hntmaﬂ com

check your
addresses!

Add Co

Subject: | job openings?|

- Librarian Resume. docx (apohcationwndg, operearfformmat s-

ficedocwrment wordarocessinogi) docurment) 10K
My Attach another file
B I o F- 1T Iy L i= = 1= FE R = Check Spelling v
Attached

= Plain Text

Flle Dear Sir or Madam,

| arm writing to ingquire if there are any jobs currently awailable at your institution. | am very
interested in working for a great company such as yours and | would love to submit my
resume and gualifications if you have any openings.

Thank you very much for yvour time.

Time to Send o
mncerely,

\ John Doe
Send Save [Now Discard Draft autosaved at 1:28 PR (1 minute ago)




Looking at a received e-mail

Mail Fochester Coupons - www Groupon. cam/Fochester - 1 ridiculously huge coupon a day. Like doing Rochester at 90% off
Contacts
Tacks w Back to Inbox | Archive = Reportspam | Delete Movetow  Labelsw More actions «N
Send Sawve Mow Discard o3 | :
Compose mail e winday
JTo: GSmail Team =mail-noreplyi@google.com:= ——
Inbox (1)
Buzz @& Add Cc | Add Bec | Edit Subject £ Attach a file
Starred 3% B 7 O F- 1r Tg T = i= = 4= = Bk = = CheckSpelling ¥
sent Mail = L <« Plain Test
Drafts
Fersonal When
Tradil Cin Wed, Dec 15, 2010 at 3:48 AM, Small Team =mail-noreply@Gigoogle. com> wrote:
E morey You can impoart your contacts and mail from Yahoo!, Hoimall, A0L, and many aother web |t WaS
mail or FOP accounts. If you weant, we'll even keep importing your mail far the next 30
days. sent
Chat »|[=

Import contacts and mail »

Search, add, or invite

We'e know it can be a pain to switch email accounts, and we hope this makes the transition

@ Geneva Public Libra to G '3 bit sasiar

et status here v )
- The Gmail Team
Qzﬂ.’@ Flzase note that importing is not availabkle if you're using Intermet ExplorerS.0. To take adwantage of the latest
LZmajl features, please upgrade to 3 fully supportded brovser.

Text chats are saved

and searchable. —
Learn maore Send Bawve Mow Discard




Cli-ck.Here‘t-cl)- ) n taCtS

Add Contacts

ail Calendar

Documents Header “Web more =

Mail
Contacts
Tasks

Gm a ||

Campose mail

Iinbhox (Z)

Buzz ‘:'

Starred 7.7

Sent hail
Drafts (1)

Fersonal
Trawel

B morew

Chat

STE Tape Library HFemoval - v datasales. com -

[V w Archive Repor sparm Dielete P e
[~ Chris Finger Hi Se
- Gmail Team Your
— Gmail Team Custo
— Srail Team Cet G
i Archive Report sparm Delete R ot

Search, add, or invite

W Seneva Public Libra

[ I N R

Llze Google Deskic

You an



Contacts Cont.

Gmail Calendar Documents Feader YWeb more »

genevarefggmail.con

G™ a ||

ET]

Contacts Cix

Groups w

Search Contacts Search the YWah

Add to "My Contacts” w Email More actions v

Tasks

Mew contact €

My Contacts
Friends
Family

Default
Contact
Groups

Coworkers

Most Contacted
Other Contacts (1)

Click Here to
Add Contact

rrerewre e ewmaeresrewad 3 CORTACT, Click the "Mew contact” button.

Mew Gro

T« || Groups

Impart Cantacts. ..

Chat w|[=

cearch, add, or invite

Click Here to

il More actions »

Create New
Group

window by pressing "Shit" while clicking Compose ail or B

surrently using 0 MB {0%) of your 7331 MO.

Last account activity: 3 days ago at this P (24 213.215145). Details



Adding Contacts ~ airyes

Gmail Calendar Documents Beader Web rore v Sauing( genevarefg@gmail.com | Settings | Help

GM C_”_J Il Search Contacts Search the Weh
Caongle

Your 4 changes to Jon Doe have heen saved. Undo all Undo last change

hail - .
Contacts « Back to My Contacts = /:dd to by Contacts Groups w Email Mare actions » N
Tasks
Jon Doe This is my co-warker Jon. |
Mew contact
I _ My Contacts —
My Contacts (1) Add a picture
Friends
Family
Caworkers ame  fakeemail@gmail.com
Your new |
Most Contactid Al email
other Contactd - cONtact Add These
. ihile 315-555-5251 . F Id
| . rCDUp___ was A phone | 1€lds
mport Contacts
added ke
Chat h ere. iday
Search, add, or in brL
@ Geneva Public | CIle to i Create
Set status here . .
@ Manage. s Descriptive
tal
Notes
Text chats are saved i i
Wiews rRrent conversatinns About

Contact




Managing Contacts

Gmail Calendar Documents Feader ‘Web more » genevarefig@gmail.com | Zettings

GM ;]il Search Contacts Search the Web

The group “Baskethall Teammates™ has been created. Undo

bl il . | |
Contacts ¥ v Eroups Add to "My Contacts” Ermail Maore actions w Jon |
Tasks v Jot % teermail@groail corn 56555251 Coworkers
¥ My Contacts
Mewe contact TS
My Contacts (1) Bgsketball Teammates
Friends Friends
i Family :
oo Let’s put our
Coworkers (1) Ap

co-worker Jon
into groups

Basketball Teammates (1

Most Contacted
Other Contacts (2)

.. Select all Jon |

New 5 W v  Groupsw | Addio"My Then mail

Import Conta Apply that apply
Compose o ewowindow by - £ O Jon ng Compoze Mail or Reply.
Chat Create You are currently using UMb (U)ot your 231 MB.
T I N ew - Last account activity: 23 minutes ago onthis computer. De’tails
g ro u p Gmail views, standard | turn off chat | turn off buzz | older contact manager | kasic HTML Learn more

@ Genevs F'uhli;: Libra

h 0NN Cnnnle - Termea - Privacw Palicw - Foes Privacae Prlicae - Cmail Alae - Gooele Home




Labels

Contacts
Tasks

Compose mail

Inbox {2)

Buzz @&
Starred 17
Sent Mail

Drafts (1)

Personal
* Travel
B marer

Tip: Drag labels in and aut of this

v » Archive Reportspam @ Delete Movetow | Label

More actions v | Refresh

Chris Finger Hi Geneva Library - Chil Finger Geneva Public Library Librarian 244
Gmail Team Your Gmail address, gengvaplcoursesgigmail.com, has heen

Gmail Team Customize Gmail with colodg and themes - To spice up your inbe

Oa|a&

Gmail Team Get Gmail an your mobile phone NAccess Gmail on your mobile phi

Another
Way to
Manage

"= | Archive Reportspam | Delete | Movetow | Labelsw || More actions v | B Labels

rnenu or customize which |

show under Eﬂngs.
Chats G2

All tail
Spam
Trash

Receipts
Wark
"

lManage labels

Create new 108!

Stan d ard Send messages from your other email addresses using your Gmail account.  Learn m
Labe I S You are currently using 0 MB {0%) of your 7531 MB.

La=t account activity: 29 minutes ago onthis computer. Details
T h at Gmail wiew: standard | turn off chat | turn off buzz | older cortact manager | basic HTWL Learn mare
G O O g I e 22010 Google - Terms - Privacy Policy - Buzz Privacy Policy - Gmail Blog - Google Home

Provides

Create a New

allp

Label, manage
existing ones




Managing Labels

Caompose mail

Inbox 2)
Buzz @

Starred 57
Sent Mail
Drafts (1)

Basketball
Personal
Trawel

6 marer

Chat *|[=

Search, add, or invite

@ Geneva Public Libra
Set status here v

Text chats are saved

and searchable.
Learn more

Talk face to face
Try videa chat

Utthine lhemes HBuzz
System labels Inbox
Buzz
Starred
Chats
Sent Mail
Drafts
Create New, P"m
. (1 conwversations)
Labels like .0
‘ ’
Basketball
Spam
Trash
Labels CfEate a new label
Baskethall

(0 conwversations)

Personal

(0 conwersations)

L

Create |

show

show

I
=
o
=

)
=
=]
=

I
=r
o
=

show all

show

show

=
=
o

hide

hide

Show or

Ride

Fermove

Fermove



A Few More Things to Know

Gmail Calendar Documents Reader WYeb rmore genevarefggmail.com | Se?ings | Help
GM | || Main Street] | Search Mail || Search the Web W
Gaogle Main Street - search mail |
Mail FRogers Catalyst - www. RogersCatalyst. cam - Mohbile app developer tools & APls. Banada's largest subscriber base, Sbout these
Contacts
Tasks ¥ ¥  Archive | Repartspam @ Delete Morve to Inbio Lahels Maore gctionsw | Befresh
Search results for: Street I
Compose mail —_— o , v .
e Iv Chris Finger Inbox Hi Geneva Library - ... Librarian 244 Main Strest Geneva, NY 1455 31
Inbox {2)
Burz Q ‘
Starred 17
Sent hdail 5
Drafts (1) . Settlngs and
Search Your Mail,
Basksthall Hel p
Personal SearCh The Web
Travel — — . .
E mores ¥ Archive Report spam | Delete Mo ta Inbos Lahels v Mare actions v | Refresh
Chat T Import contacts from Yahoo, Outlook, and others into your Gmail contact list.  Learn mare
=) h, add, or irvit .
iy e BT You are currently using 0 MB {0%) of your 7531 MB.
& Geneva Public Libra Re po rt Last account activity: 458 minutes ago on this computer. Details
et status here ¥ Gmail wiewy: standard | turn off chat | turn off buzz | older contact manager | basic HTML Learn more

Spam

E2010 Google - Terms - Privacy Policy - BUzz Privacy Policy - Gimail Blog - Goodle Home

Text chats are saved

and coarrhahlao




Topics for Another Time

Chat =S end messages fram

» Using Chat |

"Jon Doe" <fakeemail@gmail comz F Mall
Ivite to chat

Show in chat list
Wiew recent conversations
Jon's Profile

Text chats are saved
and searchable.
Learn maore

» Other Google Features (Calendar,
Documents, Etc.)

bmal Gandar Docments et b o

v

r“\"




You are on your way!

e
s

- aa
We really appreciate you coming to our

- class and we look forward to seeing
B—_Yyou at another one in the future!




