USING EMAIL.

9.1 WHAT IS EMAIL?

Email stands for electronic mail. You send rather than post an email. Sending an email is like
posting an electronic version of a letter or a note. When you type your message and send it, it
usually arrives at its destination in seconds. It is much cheaper than traditional post, and

usually free.

An email account is like a PO Box in a post office but it’s free. You register for an account with
different internet service providers (for example eircom, Google, Hotmail, Yahoo) and this forms

part of your email address.

An email address is your individual address for sending and receiving emails.
Here are some examples:

- gmurphy@dublin.ie

- johnsmith59@gmail.com

< maryjones@eircom.net

The way to speak these addresses is:
- G Murphy at Dublin dot ie
John Smith at Gmail dot com

- Mary Jones at eircom dot net

The @eircom.net part of the last address shows that Mary Jones has her email account at

the Eircom ‘post office’

John Smith uses the Gmail post office.

9.2 WHAT DO | NEED TO BE ABLE TO DO WITH EMAIL
The basic uses of email are the same whether you use Gmail, eircom mail or hotmail
For example, you need to learn how to do the following:

- Sign up for an email account
Create and remember a User Name and Password

- Access your email account
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Open and read your emails The Next three images are sections of the entire page.
Reply to an email Just follow the instructions on the page (but use you own name).

Write and send an email to the email address of someone you know

/2 Google Accounts - Windows Internet Explorer
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Mal I Create a Google Account - Gmail
Open up the internet and type in www.google.ie in the Internet Address Box. arge Lo [
Create an Account
+You Web Images Maps News Translate Gmail More - Signin | $F
Your Google Account gives you access to Gmail and other Google senices  If you already have a Google Account, you
can sign in here =
Get started with Gmail
First name: =
Last name: e
) Desired Login Name:  [irattaghiong1  @amai.com
O O e Examples: JSmith, John Smith
—
lorettaobrien51 is available
‘ ‘ Choose a password: Password strength Too short
Minimum of 8 characters in length 4

Google Search I'm Feeling Lucky

Google.ie offered in: Gaeilge

You may have to try several user/log in names and passwords if you have a fairly

common hame.

When you choose a user name and password and it is accepted for your account — WRITE IT

Change background image Advertising Programs ~ Business Solutions ~ About Google ~ Go to Google.com  Privacy

DOWN somewhere safe.
Click on CREATE

/2 Google Accounts - Windows Internet Explorer
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: e 1 Choose a password: _ Password strength: Too short
A Google appreach to email. Signin Winimum of 8 characters in length
Gmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. Username
After all, Gmail has: | Remember me on this computer.
Creating a Google Account will enable Web History. Web History is a feature
= that will provide you with a more parsonalized experience on Google that
Lots of space ST includes more relsvant search results and recommendations. Learn More
Qver 7643.619716 megabytes (and counting) of free storage. Enable Web History.
Less spam - . Security Question: [Write my own question v B
Keep unwanted messages out of your inbox. Stay signed in
‘ma\den name ‘
. o e e e e IFyou forget your password we will ask for the answer to your security
Mobile access question. Learn More
Get Gmail on your mobile phone. Learn more Answer: “a,km ‘ -5
y email: |z e

. . . I
About Gmail ~ New features! ~ Switch to Gmail ~ Create an account 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

Latest News from Gmail Location: Ireland v

Introducing the Gmail app for iPhone, iPad and iPod touch Wed Nov 02 2011 Word Verification: v

Update: 11/2/11: Earlier today we launched a new Gmail app for iOS. Unfortunately, it contained a T oL 202 It the picture belaw. ~
bug which broke ... E R Al —

Follow us: & [E [ 4
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If you make a mistake you will be asked to write these in again. To write an email, click on Compose Mail.

+You Gmall Calendar Documents Photos Sites Web More - jonesmary326@gmail.com - | £

(2 Google Accounts - Windows Internet Explorer
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you may leave this field blank. Learn More -~ m a group 'y huge coupon a day
Location: [iretand v Inbox (3) ) . o
Gmail Team Customize Gmail with colors and themes - To spice Up your inbox with colors and themes, check out the Themes ©  11:59 am
Word Verification: Type the characters you see in the picture below Buzz
Gmail Team Import your contacts and old email - You can import your contacts and mail from Yahoo!, Hotmail, AOL, and many ~ 11:59 am

Starred
:d] zgss Important Gmail Team Get Gmail on your mobile phone - Access Gmail on your mebile phone The days of needing your computer to get 11:59 am

Type what you ert v
[obed_____15 oras

see in here Lstters are not case-sansitive
Terms of Service: Please check the Google Account information you've entered above (feel free Chat -
to change anything you like). and review the Terms of Senice below.
Printable Versicn
® Mary Jones

Google Terms of Service
Set status here 0% full ©2011 Google - Terms & Privacy
Using 0 MB of your 7643 MB Disable buzz

Welcone to Google! €, Call phone

1. Your relationship with Google

By clicking on ‘| accept’below you are agresing to the Terms of Senice above
and both the Program Policy and the Privacy Policy.

L | accept Create my account J

£2008 Google - Gmail for Organizations - Gmail Blog - Terms - Help

This is the screen that will appear to show that you have created a new account. To write an email:
- Type the email address of the person you are sending the message to in the To: box

(GmMail  ntroduction to Gmai (This will look like something like this jbloggs@eircom.net )
- Type the subject of your message in the Subject: box

You've successfully signed up for Gmail! Here's a quick run through to help you get ¢ Type your message in the detalls (blggeSt) bOX
comfortable. .
- Click on the Send button

Archive instead of delete

Congratulations!

Tidy up your inbox without deleting
anything. You can always search to find
what you need or leok in "All Mail."

+You Gmail Calendar Documents Photos Sites Web More - jonesmary326@gmail.com ~ £
a .
Chat and video chat GM ail [ 2 |
Chat with your contacts directly within . -
Gmail. You can even talk face-to-face Mail Save Now Discard o
with built-in video chat.
B Personal compose To ‘ 7]
B Receipts
| Tavel Labels instead of folders Inbox (3) AslCoidead
To: box Buzz Subject
Labels do the work of folders with an Stamed Attach a file
extra bonus: you can add more than one
to an email. Important B 7 UT-T-A-T-@eai= iz Ty «Plain Text Check Spelling ~
S u bJ ect Sent Mail
Drafts
® Google - Terms & Privacy
Chat ~

Message ® Mary Jones
Set status here

%, Call phone

Send
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It is important to Log Out of your Gmail account when you are finished. To do this click

Sign Out at the top right hand corner of the Gmail window, this will bring you back to the Sign

In page.

Now start again.

Open the internet

Type in www.google.ie

Select Gmail on this page and this page will appear

Type in your user name and password (Did you remember these?)

Click the Sign in page

Google

Gmail
A Google approach to email.
Grmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun

After all, Gmail has:

= Lots of space
Over 7643.626505 megabytes (and counting) of free storage.

Less spam
Keep unwanted messages out of your inbox.

Mobile access
Get Gmall on your mobile phone. Leamn more
About Gmail  New features! ~ Switch to Gmail ~ Create an account

Latest News from Gmail

Introducing the Gmail app for iPhone, iPad and iPod touch Wed Nov 02 2011
Update: 11/2/11: Earfier today we launched a new Gmail app for i0S. Unfortunately, it contained a
bug which broke ...

Follow us: @ [ 4

Your account will take a while to load but it will be the same image as you had when we were

first setting up the account.

If you would like to sign up for Age Action’s e-mail newsletter, go to Age Action’s Home Page:

www.ageaction.ie
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Signin
Username

Password

[ sion 1n PRESERETY

Cant access your account?

User name

Password

Signin

As well as sending an email message, which is typed into the email text box, you can send

photographs or other documents.

These are called attachments, because they are usually attached and opened by clicking on an

icon that is shaped like a paper clip.

+You Gmail Calendar Documents Photos Sites Web More ~

Gmail
Mail Save Now Discard
COMPOSE To
Inbox (3) Add Cc Add Boo
Buzz Subject
Starred Attach a file
Important B 7 UT-T-A- T -@Qesj=izE="E ==
Sent Mail
Attach a file ot ()
Chat ~
® Mary Jones
Set status here
€, Call phone
Attach a File

Click on Compose Mail at top left of screen

T «Plain Text

jonesmary326@gmail.com - £

"

Check Spelling -

Enter the email address in the To: box of the person you want to send the message and

attachment to

Type message and click ‘Attach a File, which is under the Subject box beside the paper clip

The document or photograph you want to attach needs to be saved on your computer

before you can attach it to an email.

Select the file you want to attach and click open

If the file is attached to the email you will see a tick box beside the paper clip

Click the Send button

+You Gmail Calendar Documents Photos Sites Web More -

Gmail
Mail Save Now Discard
COMPOSE To
Inbox (3) Add Cc Add Bee
Buzz Subject
Starred Attach a file
Important B 7 U T-T-A-T-@esiZ === "M== = I «PlanText
Sent Mail

Click the send button

jonesmary326@gmail.com ~ B

Check Spelling -
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