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Objectives

Upon completion of this training module, the participant will be able to

Compose a Gmail message

Save a Gmail message

Open, view and update a previously saved Gmail message
Format a Gmail message using rich text formatting

Send a Gmail message

Review sent messages in the Gmail Sent Mail folder

Course information

Class Name: Creating and Sending an E-mail Using Gmail
Class Duration: 30 minutes
Class Description: Designed for the novice Gmail user, this class offers

methods for accessing, composing and sending e-mail
using the free Gmail e-mail system.

Course Agenda

Course Time:
APPROX 30-45 MIN

Time: 5 min Welcome and Overview of Gmail System
Time: 5min Accessing Your Gmail Account

Time: 5min Composing a New E-mail Message
Time: 5 min Formatting a Message

Time: 5 min Saving and Sending a Message

Time: 30-40 min Class Exercise

Time: 5-10 min Questions and Wrap-up
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Overview

unlimited free online storage which lets you to collect and store all your messages, and

Gmail's simple but very smart interface lets you find mail precisely and see it in context
without effort. POP and powerful IMAP access bring Gmail to any email program or device. Below
are some additional pros and cons to using Gmail's e-mail system.

G mail is the is the Google approach to email, chat and social networking. Gmail offers nearly

Pros

= Gmail offers tons of storage, free IMAP or POP access

= Smart sorting searching and starring allow easy organization of emails and chat
conversations

= Gmail supports rich text formatting and can display many attachment types (PDF, Word,
Excel, PowerPoint, etc.).

=  Gmail lets the user read and write mail offline

=  Gmail is free!

= Gmail lets you access your e-mail mail from any web browser

= Gmail does not support secure (signed and encrypted) e-mail natively
= Searching mail in Gmail is not intuitive
= Next to mail, Gmail show contextual ads matched to keywords found in messages
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Composing a New E-mail

1. Click the "Compose Mail" button located under the Gmail logo (top-left).

Gmail Calendar Documents VWeb Reader more v

Gmail

Search Mail | | Search the Web

Airmont Farms - www.MitchellBestHomes.com - A Conservation Community with |

Contacts
Tasks v Archive | Reportspam | Delete Movetow Labelsw More actio
me, Christina (2)

e — ] 1407 Almost Heaven info - Hi Sandy_ []
— ] Heather New file policy- Declination Agreemg
Inbox (9) [T Engineering Zz-support New - NAVICA 15 Minute Webinars - |
Buzz & [T Blowing Rock Investment .  Open House!!! August 18, 2010 - Brips
Starred ¢ ] riscolockbox_updates Update Code - August 16, 2010 - High G
Sent Mail ]~ Heather HCAR Ads for September - Please sulf
Drafts (3) [T Heather Wasp Deadline for the Hotel Mag is August|

2. The e-mail composition window will appear as below:

Gmail Calendar Documents Web Reader more v

Grail

Mail
Contacts
Tasks

Compose mail

Inbox (15)
Buzz @

Starred 7%

Sent Mail

Drafts ()

Adobe (2)

Anne Fanatico (7)
Brad and Tina Scott |
David Dodson

Devin

dike artley (1)

Holly Gates- parks and
home construction (1)

Search Mail | Search the Wep Shousearch cprions

Create a filter

Send Save Now Discard  Draft autosaved at 5:25 PM (1 minute ago)

To:

Add Cc | Add Bee

Subject:
4P Attach afile Insert: Invitation Canned responses v
B 7 U F 1T T U o @ =

I «PlainText

3. Address the e-mail by
a. Entering the email address of the recipient(s) in the To: field
b. Entering the subject of the e-mail in the Subject: field
¢. Entering the contents of the message in the Message field

Gmail Calendar Documents Web Reader more v

Gmail
I
Mail
Contacts
Tasks

Compase mail

Inbox (15)
Buzz Q
Starred 7%
Sent Mail
Drafts (6)

Adobe (2)

Anne Fanatico (7)

. Show search options
Search Mail | Search the Web | 2 2 =S5 o

Send Sa Discarg ~ Draft autosaved at 5:25 PM (0 minutes ago)

To: joe@joeblow.com

Add Cc | Add Bee

Subject: Hello

4 Attach afile Insert Invitation Canned responses v

B I U F T v =iz

= L «PlainText

Hi Joe,
Just checking to see if you received the e-mail | sent you this moming| 4—.

Brad and Tina Scott (

David Dodson
Devin
dike artley (1)

Holly Gates- parks and

home construction (1)
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Note: To send Gmail e-mail to more than one recipient, simply enter the additional email
address(es) in the To: field, separating each e-mail address from the other by a comma.

The e-mail can also be sent to multiple recipients by clicking the Add Cc and Add Bcc links.

Send caved Discard  Draft autosaved at 5:33 PM (6 minutes ago)

To: | joeblow@gmail.com.katy@gmail.com, roy@gmail.com|

Add Cc | Add Bec

Both Cc and Bcc forward a copy of the message to everyone listed. The main difference between Cc or
Carbon copy and Bcc (Blind carbon copy) is that, with the latter, the recipients cannot view the e-mail

addresses of the other recipients.

About Gmail Message Formatting

Gmail provides two formatting choices for e-mail messages: plain text and rich text.
e Plain text e-mail is simply e-mail without any formatting. The text will appear in the
default black and white default font face.
¢ Rich text e-mail is e-mail that can be embellished with various fonts in different colors
and sizes, web links, emoticons, alignment and much more.

Formatting an E-mail Message Using Rich Text

The text formatting toolbar is located directly above the e-mail message field. It has several
buttons/icons. To understand the function of each button, simply move the mouse cursor over it
and a descriptive pop-up will appear.

Send Save Now Discard
To:
Add Cc | Add Bee ~
Subject: /
4P Attach afile Insert: Invitation Canned responses v
B 7 U F-1-Tg L + @ i = == th = =E = I «PlanText

Some common rich text formatting functions include

adding bold and/or italics to text

changing font size and font type (the font family)
adding color to selected text

highlighting text

including a web link (URL),

inserting emoticons

adding formatted lists - ordered or unordered (bulleted)
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Saving a Gmail Message

Gmail also lets the user save an e-mail message prior to sending it. To save a message-

1. Click the Save Now button (located at both the top and bottom of the e-mail message.)

Send Save Now Discarg ~ Draft autosaved at 10:30 AM (11 minutes ago)

To: Joeb\ow@gman.cur\

Add Cc | Add Bec
Subject: |
A Attach afile Insert: Invitation Canned responses v
B I U F T T @ a2 i= = = = = =

I «Plain Text

Send Save Now Discard Draft autosaved at 10:30 AM (11 minutes ago)

2. Gmail will automatically save the message to the Drafts folder (located to the left of the
message box.)

Gmail Calendar Documents Web Reader more v

Create a filter

GIJ‘ iI Search Mail || Search the Wep  Shewsesrch options
al

Mail Send e— Discarg  Draft saved at 10:49 AM (0 minutes ago)
Contacts

Tasks To: joeblow@gmail.com

Ci |
CIThose, i Add Cc | Add Bee

Inbox (10) Subject: Save this message

Buzz @ﬁ & Attach afile Insert: Invtation Canned responses v
Starred 1= a—
s.amMau/ B 7 U F 1T T B ¥ & &= S 1
Drafts (7)

Adobe (2)
Anne Fanatico (8)

= T PlainText

Opening and Viewing a Saved Gmail Message

1. Click the Drafts link to open the Drafts folder.

s e s g
Starred 7% B 7 U T M
Sent Mail Uy T .
Drafts (7)

Adobe (2)
Anne Fanatico (8)
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2. Click the appropriate email draft to open it.

et Find Surveyors Near You - www.SeniceMagic.com - Read Reviews & Get Quotes From L
Contacts
Tasks [“]w | | Discard drafts Move to Inbox Labels v More actions v | Refresh
G £ Draft Save this message

[l Draft Pictures of 263 Selma - Please see pics attach|
Inbox (10) & Draft question - FSBO - Hi Scott, | have a client that
Buzz @
Starred 5
Sent Mail
Drafts (3)
Adobe (2)

3. Complete the e-mail message, as necessary.

Send Save Now Discarg ~ Draft saved at 10:49 AM (14 minutes ago)

To: joeblow@gmail.com

Add Cc | Add Bee
Subject: Save this message

A Attach a file Insert: Invitation Canned responses ¥
B 7 O F Ty T v o 82 1= 2 E ik

A
|IIII|
-
1]
]
1]

I «Plain Text

Mow | can complete this message |

Sending a Gmail Message

Click the Send button (located at both the top and bottom of the e-mail message) to send the
message.

Send Save Mow Discarg  Draft autosaved at 10:30 AM (11 minutes ago)

To: joeblow@gmail.com

Add Cc | Add Bee
Subject: ||
4P Attach a file Insert: Invitation Canned responses v

B 7 UF T o e s =1

L & Plain Text

/ Compose mail

Send Save Now Discard Draft autosaved at 10:30 AM (11 minutes ago) Inbox {10}
Buzz @

o ) ) Starred 17
Note: Gmail will automatically save a copy of each sent e-mail to the Sent Mail Sent Mail
folder (located directly above the Drafts folder) for the user's future reference. Drafts (3)
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Exercise 1: Creating and Sending an E-maiil

o o ~ w

Access your Gmail account

Create a new e-mail message addressed to the person on your right, and write one sentence
that begins a story.

Format at least one word in the sentence using the formatting toolbar.

Put your own e-mail address at the top of the body of the message.

Send the message to the person on your right.

Open the message you received from the person on your left. Cut and paste the body of the
message into a new piece of email, addressed once again to the person on your right. Add
one more sentence to the story. Insert your own e-mail address just below the first person's,
and send it on.

Repeat this process until each person has received the paragraph that he or she began, with
your own e-mail address at top. (Be warned: a few of your stories will be read out loud!)
Save the final message, as it now contains a complete list of your classmates’

e-mail addresses.
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