Creating and Using an Email Account

How to get on the Internet

Click two times very quickly (double click) on any of the following icons:
These are called browsers. They are what you use to search the ;

internet. Double click on one to open it.
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When the browser opens, you will get a window with a website already on it.

See below for examples of the different windows and basics of using the internet. The basics are the

same no matter which browser you use.
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(@ Greuking tiows, Weathar, Business, HoaIth, CNGbrtBInmeet, Sparts, PAIEs, Travel, SCisnce, Technolegy, Lochl, US 0 Warid News - manb... |\

He Edt jew Hgtey foskeaks ok b 1)

A Brsaking hevrs, Westicr, Busines— 3

Top SEOres w e s an ro asg e 0

- u

By 2008 1y
Tarres, 41,
advances

Georgia signs cease-fire
deal with Russia

Johnson
g v 4
ook

Jm-o

>

Caming

| e . =
A T T repe—— o ‘The Ladders h

Festival, arives In theaters next Friday, August 22, In additics to Coogan, the
movie stars Cashering Ketner, Amy Poerier, David Arquene, and Elisabeth
Shise. Al B Sure 1o watch the Hamier 2 crailer

The Bamk b delivers the goods
Part crime drama, part political intrigue, the Bank job nabbed critical acdaim
when It stole into theaters this year. Now mallable far bath parchase

Anpln Stare, Altamonte
Crarsd Opmring August
U i Allasante Spregs,
n

On August 27, you tan meet actar Steve Coogan as he vists the Apple Retail
Store. 5180 1o discuss his new movie, Mamlet 2. The hilanous end
riverent) comedy, which was the comedy smash of the 2008 Sundance Film

Apple Stare, Casichad
Crand Gpasing August 16
Earivbad, o

Phane 35, Now in sinres,

Find 01 all you need to know 5 gex
vour Prone 3G at an Apole el
Store,

Anple Yeuth Workshug: SHOW
This August enjoy & free famby
preseration wo .

Sign up wdsy.

®

e

SRR s N St B wndfiews




How to create a Google Email Account

Go to Google homepage at www.google.com, click on Gmail link, this takes you to Gmail homepage

OR go directly to Gmail homepage at https://mail.google.com.
From Gmail homepage, click on Sign up for Gmail link.
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Glﬂ i I Welcome to Gmail

b Coogle BETA
A Google approach to email.

Gmail is a new kind of webmail, built on the idea that email can be more intuitive, efficient, and useful. And
maybe even fun. After all, Gmail has:

Less spam
Keep unwanted messages out of your inbox with Google’s innovative technology.

Mobile access
Read Gmail on your mobile phone by paointing your phone’s web browser to
http:/fgmail.com/app. Learn mare

Lots of space
Over 6998.186224 megabytes (and counting) of free storage so you'll never need to delete
another message.

Latest News from the Gmail Blog El
Making security easier

Posted July 24, 2003

Sign in to Gmail with your
Google Account

[J] Remember me on this
computer.

I cannot access my account

e

Sign up for Gmail

Click here to
go to Create

Account page.

From the day we launched, Gmail has supported something called hitps. Hitps keeps your mail About Gmail  MNew features!
encrypted as it travels between your... Iore blog posts »
©2008 Google - Gmail for Organizations - Gmail Blog - Terms - Help
& Internet H100% -
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Follow directions on Create an Account page.
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Create an Account

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

Get started with Gmail

First name:

|ﬁnancia\ |

Your login name will
also become your

Desired Login Name: |ﬁnaid ‘ @gmail.com email address.
Examples: JSmith. John Smith

check availability!

Choose something
/ you will remember
Choose a password: |...u.u | Password strength:

and that makes
sense only to you.

Last name: |aid |

Minirnurm of & characters in length.

Re-enter password:

[0 Remember me on this computer.

Do not check Creating a Google Account will enable Web History. Web History is a feature

these boxes. that will provide you with a more personalized experience on Google that
Leave them includes more relevgm search results and recommendations. Learn More
[ Enable Web Histary.
blank.
Security Question: [ What was your first phone number <€—+«} Choose a question
If you forget your password we will ask for the answer to your security you will easily
question. Learn More
A remember the
nswer: ¥
e 6415 answer to!

Secondary email: |

This address is used to authenticate your account should you ever encounter
problems or forget your password. If you do not have another email address
you may leave this field blank. Learn More

Location: [United States [¥]
Word Verification: Type the characters you see in the picture below.
' Type the
mb@bat characters you
see in the picture
|mychieloat |6, here. 3
Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered abaove (feel free
to change anything you like), and review the Terms of Service below.

Erintable Version
Google Terms of Service Lad
=l —

Welcome to Google!

1. Your relactionship with Google v

By clicking on 'l accept’ below you are agreeing to the Terms of Service above

and both the Program Policy and the Privacy Paolicy. Click this button

/_ when you have

[ | accept. Create my account. ] answered all the
questions on the
page and you will
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|
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Thanks for
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go green!



Congratulations!!’ You now have your own email account!

My email address is:

My Username is:

My Security question answer is:

| go to this website to check my email:

| have emailed the Financial Aid Office to give them my new email address.
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Congratulations! I'm ready - show me my account
You've successfully signed up for Gmail. Here are three things you really should know before you get started.

Great search, less filing

MNever file another message or create another folder.
Use Gmail's built-in Google search to quickly
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How to use your email

Go to Gmail homepage at https://mail.google.com.
Sign in using your Username and password.
This will take you to your Inbox.
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b Coogle BETA
A Google approach to email.

Gmail is a new kind of webmail, built on the idea that email can be more intuitive, eficient, and useful. And
maybe even fun. After all, Gmail has:
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Less spam
Keep unwanted messages out of your inbox with Google's innovative technology.

Maobile access
Read Gmail on your mobile phone by pointing your phone’s web browser to
http://gmail.com/app. Learn more

Lots of space
Over 6998.186224 megabytes (and counting) of free storage so you'll never need to delete

anaother message.

Latest News from the Gmail Blog EJ

Idaking security easier

Posted July 24, 2008

From the day we launched, Gmail has supported something called hitps. Hitps keeps your mail
encrypted as it fravels between your...
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Sign in to Gmail with your
Google Account

Username:|

Passward: |

[] Remember me on this
computer.

| cannot access my account

Sign up for Gmail

About Gmail  New features!

Enter your
Username and
password then
click on the
Sign in button.

Do NOT check
the Remember
me box unless
you are on a
computer no
one else uses.
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Your Inbox

This is where all your emails go. It shows you:
o all your read and unread emails
o new emails that haven’t been read (these are in bold)
o who the email is from and when it was received

How to Read an Email

To read an email:

Sign in to your account with your username and password

Once in your Inbox just click on the email you would like to read.
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How to Reply to an Email
To reply to an email:
Click on the email you want to reply to (if you are already reading the email go to the next step)

Click on one of the reply links in blue (  * Reply it does not matter which one, see screen shot below)
Start typing your reply (see 2nd screen shot below)
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On Man, Aug 4, 2008 at 10:19 AM, <financial.aid@cabrillo_edu> wrote: you will be .
taken to this
Dear Lena screen.

We have received your 2008-09 federal financial aid application
(FAFSA). You are on Step 3 of the processing timelines.

Start typing

You should receive an Acknowledgement letter packet in the mail your reply at

within the next week. Lo
the blinking
If you do not receive your packet, call or stop by our office at

either location. Aptos - Bldg 100, (831)479-6415 or Watsanville - cursor.
Student Resource Center, (831}477-5133, Scatts Valley - Limited
service. call for hours (831)477-3405. M

[ Send ][ Save Now ][ Discard ]

112 deleted messages in this conversation. View messages or delete forever.
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When you are done typing your reply:

Click on the Send button . This will send your reply email and you will get a message on your

screen saying your message has been sent.
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Click on either Send

On Mon, Aug 4, 2008 at 10:19 AM, <financial.aid@cabrill
Dear Lena

We have received your 2008-09 federal fipaficial aid application
(FAFSA). You are on Step 3 of the pra€essing timelines.

You should receive an Ackno
within the next week.

dgement letter packet in the mail

button to send your
message.

Your screen will
change to the
screen shot below.
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Once your reply has been sent, your Inbox will show a (2) next the email you replied to.
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To read the response to your reply:
Click on the email in your Inbox (hint: it would be bold and have a (3) next to it)

This is what you would see.
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How to write an Email

Click on the Compose Mail link. Compose Mail This will open a window (see next screen shot).
Enter the email address of whom you want to send the email to in the To: box.
Give your email a title by typing in the Subject: box.

Type your text in the big box below the subject. When you are done typing your text click on the Send
button. This will send your email
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When you get a response to your email:
o The message you sent would now be in you Inbox and be bold.

o There will now be a (2) next to the email you replied to.
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When you have no new messages, your Inbox will have no bold emails in it and would look like below.
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If you want to see the emails that you have sent, click on the Sent Mail link.
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Email Don’ts

(0]

Do not open emails from people you do not know personally. Delete messages from
unrecognized senders unopened. Sophisticated spammers may be able to tell if you've
opened the message. Do not respond in any way. Just delete it.

Do not download things or open attachments in your emails that friends forwarded or sent
without scanning it for a virus. Many things forwarded in emails contain a virus for the
computer.

Do not give out your personal information in an email or a link from an email no matter how
“official” it seems. These are usually email scams and ways of stealing your email address to
send you advertisements and junk mail (also called spam) or in worse cases your identity.
Legitimate businesses do not ask you to give personal information in email or links. You can
always contact the business requesting the information directly if you have questions. Do not
use the contact information given in the email, look up the direct contact information yourself.
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