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Email for Beginners
· Sign in to your email account
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· Open a web browser (i.e., Internet Explorer)

· In the address box, type in gmail.com,
and then hit the Enter key on your keyboard
· Type in your username and password

Note: If checked, click to uncheck the box by 
Remember me on this computer.

· Click on the Sign In button


· Read your email
· If you have unread (new) emails, they will appear in bold
· To view a list of your emails, click on Inbox
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· All your mails, unread and read, in your Inbox will appear
· To open an email, click on the line of the email you wish to read
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· Delete an email
· To delete an email message, click on the checkbox next to that email


Note: You can delete several emails at once by selecting multiple checkboxes.
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Click on the Delete 
button to delete the 
selected email

· Send an email

· Click on Compose Mail
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Type in the recipient’s 
email address in the box 
next to To:
· Type in the subject of the
email.  This is what will be
seen when the recipient
receives the email
· [image: image11.png]hi

Ibox x

SantaMonica012 santamonica012@gmail com
to santamonica004, me (=

imin the email class at santa monica

Click here to Reply, Reply to all, or Foward

12710111

]

«

L]



Type your message into
the large text box
· When you are ready to send the message, click on the Send button

Note: After you click Send, you cannot make any further changes.
· Reply to an email
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To reply to an email sent to 
you, first open the email
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Click on Reply
· Type your message
· Click on Send
· Forward an email

· Forwarding an email is similar to replying, with two differences:
· Click on Forward instead of Reply
· Type in the email address (or addresses) for the individual(s) you want to forward the message to.  Note: When you forward an email, any and all attachments will also be forwarded.
· Download an attachment

· A paperclip icon next to an email indicates that there is an attachment
[image: image14.png]- santamonica000@gmail com ﬂ

Snow White
santamonica000@gmail com

Join Google+
Privacy

Account settings

Sign out





· Open the email; you will see a
preview of any attachments

· Click on Download
· A window will appear (see below)
· Click on Save
· Choose the location where you
want to save the file

· Click on Save to finish
· Log out when you’re done
When you are finished, log out by clicking on
your email address (located on the top right).  
Then click on Sign out.

Important: Do not click on the 
red X to close the browser window; 
this may not log you out.
· Send an attachment (i.e., photo, document, etc.)
· Click on Compose Mail to start a new email
· Click on Attach a file
· Find the file to attach, then
click on Open to finish

· To attach additional files, click on 
Attach another file
· You will see the names of the attachments
under the Subject line of your message
· Type the text of your message
· When you’re ready to send the email, click on Send
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