Technology for Seniors

SERIES 2: CREATING & USING AN EMAIL ACCOUNT




What is an Email?

» Email (also seen as e-mail) is short for electronic mail system

» It is similar to a letter that you send in the post with a stamp but it is sent
via the internet to a recipient

» An email address is required to receive email

» Your email address is unique you and you alone

YZHOO! MAIL
- » There are many different types of email servers that
ou can choose from
B4 Outlook
. » Some may be issued by your service provider
G M I I » The best email servers are Gmail and Yahoo b
o they are easy to navigate, organize, and are

Ll wicroso: user friendly
_ 1 Outlook Aol Mail.




How Do | Get One?

» Open your Internet browser
» There are many free Internet browsers to choose from!

» The most popular include:
» Google Chrome

» Internet Explorer

» Mozilla Firefox

» Safari (if using an Apple product)

Edit View Hig%ry —_B_ook 3 —
v e "% http:llwww.whats-mis-then.coy"»l Wikiped u.cd-d
» Locate your address bar images Maps News . e o

» There are many free Internet browsers to choose from! G O O 81 e
UK

» The most popular include:

» Google Chrome T
Goagle Search |l I'm Feeling Lucky J Tanguage Took:

» Internet Explorer Search: © thewed O pages from the UK

» Mozilla Firefox
Advernising Programmes - Business Solutions - About Google - Go to Google.com

» Safari (if using an Apple product) 2009 - pncy




Accessing the Website G .
» Type in the name of the desired website E a I
» Opening Gmail:

» You can go directly to www.gmail.com

» You can also open up www.google.com and click on the ‘Gmail’ link in the top
right corner

Gmail Images 3 O .

Bookmarks
chrome://oookmaris/

Google

Google Search I'm Feeling Lucky

Wherever your country, whatever your sport, stand #WithRefugees this month
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http://www.gmail.com/
http://www.google.com/
https://digitalunite.com/guides/email/how-create-gmail-account

5ign In or Create an Account

» Once you have created your Gmail account, this is where you will sign in

» If using a personal device or computer, save your password for easy access to avoid
logging in every time!

» If you are creating an account, click ‘CREATE AN ACCOUNT’ in the top right corner

GO~7g|e UL Create an account
M Gmail Features Formobile Forwork Help

The ease & simplicity
of Gmail, available

across devices

Create an account

Welcome to Gmail




The Set-Up

» Google will require some personal
information from you in order to set up

Create your Google Account

One account is all you need

your neW email account One free account gets you into everything Google.
» Choose a Username GMROL *H> @
» This is unique to you and you alone. If a
username is already taken by somebody Take it all with you
else, Google W-ill aSk you to p.ick another. Switch between devices, and pick up wherever you left off.

» Examples: johndoe1975, jmdoe75,
buffalobillsny2010, captainamericaXYZ

» Choose a Password

» Your password should be at least 8
characters long and include numbers of
special symbols

» Make sure it is something you will
remember and can write down
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Terms & Conditions

You also agree to our Privacy Policy, which describes how we
process your information, including these key points:

» To get to the next step, you’ll
need to agree to Goog[e’s Data we process when you use Google

terms and Cond'it'ions for using * When you use Google services to do things like write a message in Gmail
. or comment on a YouTube video, we store the information you create.
an email account

+ When you search for a restaurant on Google Maps or watch a video on
YouTube, for example, we process information about that activity —
including information like the video you watched, device IDs, IP
addresses, cookie data, and location.

+ We also process the kinds of information described above when you use
apps or sites that use Google services like ads, Analytics, and the
YouTube video player.

} They W'Ill be long and you are Depending on your account settings, some of this data may be associated with
nOt required tO read them tO your Google Account and we treat this data as personal information. You can

control how we collect and use this data at My Account
continue but it is suggested as (myaccount.google.com).
they include information about

their privacy policy Why we process it

CANCEL | AGREE
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Verify Your Account

» You will need to verify your account to prove
to Google that you are who you say you are. A
box will pop up asking how you would like to
do this:

>

Input your phone number (cell phone or
landline both accepted)

» Choose if you prefer a text or a voice call

» When you receive the message/call, you will be

given a 5-6 digit numerical code that you will
type into the box to confirm that you have
received the message

If you choose to receive a text message,
another box will pop up asking you to enter the
5-6 digit verification code -

CONGRATULATIONS! You’ve successfully created
your new Gmail account

Verify your account

You're almost done! We just need to verify your account before you can start using it.

Phone number ex: 0121 234 5678

2 L m ; v 4 i < I

« Standard text messaging rates may apply.

How should we send you codes?
(® Text message (SMS)

Voice Call

Verify your account

Enter verification code

Didn't get your code? Sometimes it can take up

to 15 minutes. If it's been longer than that, try again.



U Si n g G m a'i l Let Gmai] d,o. th”e vha‘rd Work' |

» You will be directed automatically to the
Gmail Dashboard

» Following these tutorials will help you
navigate the website with ease

Iy Soclal IS CY Promotions FREN)

Gaoogike«, YouTube Google Offers, Zagat

11111

» On the left-hand side you can see your Inbox,
Sent folder, and Trash

» You will also be able to make new folders
based on your personal preferences

Select profile photo

» Profile Picture XX

petra power

» This is not a requirement but you can add a

Privacy
photo of yourself so that people can see who p
they are receiving mail from!

Add account Sign out

ir email

» Select “Change” under the circular image with
your initial and choose a photo from your ndtahy
computer or device

nputer, you can copy your contacts and email 11:57 am




Other Setup Options

» There are a variety of things you will be prompted to do but these are not required
» Choose a theme to make your inbox visually appealing
» Connect your Gmail to your phone
» Follow other tutorials for how to use Gmail

» Import contacts from another email account or your mobile device

—
Account Created @ Leamn how to use Gmail @ Get Gmail for mobile
10%
Choose a theme Import contacts and mail Q Change profile image
Setup progress

0 GB (0%) of 15 GB used Terms - Privacy
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Sending An Email

» At the top of the left-hand sidebar you will see ‘COMPOSE’ highlighted
in orange - Click on it to open a new window!

Google N

Click here to enable desktop notifications for Gmail. Learn more Hide

Gmail ~ I - c More -
°'"°" ka Primary 25 Social ¥  Promotions -
Inbox (3)
adsense-noreply Google AdSense has reviewed your application - Welcome o AdSensa Your application has been successfully reviewed. Now you need 1o create |
Sent Mail .~ Google Your password changed - Your password changed Hi Josaph, The password for your Google Account josephdigitalunite@gmail.com
Drafts
Gmall Team Stay more organised with Gmail's inbox - Hi Joseph Gmail's inbox puts you In control Inbox video Meet the inbox Gmail's inbox sorts
More v
Gmall Team The best of Gmall, wherever you are - Hi Joseph Get the official Gmall app The best features of Gmail are only avadlable on your phone and
wmmw@ Gmall Team Three tips to get the most out of Gmall - Hi Joseph Tips to get the mos! out of Gmall Bring your contacts and emalls inte Gmall On your

0 GB (0%) of 15 GB used Terms - Privacy
tansge
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» The message window will look like this:

» Type in the email address of the
person you wish to contact in the
To francisbacon@gmail.com Cec Bee To: alrea

We need to talk...

¥ Promotions RUGHEELRGEE

» You can send your message to
multiple email addresses by hitting

pty.

2ssages that don't appear in of

inbor setings. ‘Enter’ after the ‘.com’ or placing a
comma
» Enter the title of your email or
62014 Googl - Tams &1 reason for writing in the Subject
line

¥ Promotions ERUEREELRGREN

To francisbacon@gmail.com =

]
“

=N -

Cec  annehathaway@gmail.com » Bec

Another option to include multiple email addresses is Cc or Bcc i

iat don't appear in of

Cc: means ‘carbon copy’- all recipients of the message will see ings.
who else got the message. This is useful for group
conversations

14 Google - Terms & Pri

Bcc: means ‘blind carbon copy’ - use this if you want someone
to receive the message but not have their email address shown
to the other recipients




Font & Style Preferences

» You can change the font, color, and size
format or you can leave it as is depending  sansserit -  ;T- B 7 U A .| =-. 1= :
on what you like best

® Promotions

francisbacon@gmail.com, annehathaway@gmail.com

We need to tal.. » Once you have decided on your
Ineedgson‘:e help with my latest play, wondering if you have time to meet for a cup of fOﬂt, type yOUI' deSired message
. . mead? .
lon't appear in ol 'lnto the body

5.

» You can type as much or as little as
you choose

» When you are finished, click the
blue Send button at the bottom!

ocogle - Terms & Pri

SansSerif - | T~ B 7 U A- =-i= = = i 9 T,
S TR '
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Navigating the Sidebar

Gmail ~

» On the left-hand side of your email you will see

several folders

vV v v v

Inbox (6)

. . . . St ed
Inbox: All incoming mail will be located here ,ngnam

Sent Mail

Starred: Any mail that you ‘star’
Important: Any email that you note is important

Sent Mail: View any emails that you have sent in
this folder

Drafts: Messages that you’ve started but did not
finish can be found here. You can continue working
on a draft at any time

Trash: Once you delete an email it will go here; you
can empty your ‘trash’ or keep them in case you
need them in the future

Images from Dicital Unite

C

To: cedriccat
To: wshakespeare766

To: me

0 GB (0%) of 15 GB used
Manage
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Attachments

One of the last things we’re going to talk
about is sending an attachment with your
email

This can be a document (Word document or
other file), or a picture(s)

The paperclip icon allows you to upload a file

The camera icon allows you to upload a
picture

Both of these must be already available on
your computer

Upload Photos

| Upload Web Address (URL)

New Message

¢
Recipients

Subject

omotions

francisbacon1561@gmail.com

ER: c0:mo0

Great pic of you

appear in otk

» Your attachment

will appear at the S

bottom of your

message in blue > francis-bacon.pg (7K) ;
EN: 0+ saved W | -
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Questions, Concerns, or Catastrophes?

» The great thing about using Gmail is that Google supplies a variety of step-by-step
tutorials on how to use the site and its features.

If there is something you would like to learn, don’t hesitate to ask.

» You can schedule an individual time with your program host to answer any specific
questions or get a one-on-one tutorial.

» Open hours every THURSDAY from 2pm-3pm: Walk-ins encouraged!

USING SOCIAL MEDIA NEWS RESOURCES
SEPTEMBER 18 OCTOBER 16
2pm-3pm . 2pm-3pm
Facebook has a purpose! Connect Finding credible news websites is

easier than ever. Check out sites like
NPR, CNN, the New York Times, and
learn about the library website!

with friends, local business, and
find events near you.




