Content in this handout is from the GCF Learn free Gmail course,
available at: https://edu.gcfglobal.org/en/gmail/

To send an email:

1. In the left menu pane, click the Compose button.
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2. The compose window will appear in the lower-right corner of the
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page.

New Message

To Cc Bcc
3al
Subject
2n
5h
tp
P

SansSerif v ¥y~ B I U A~ =~ :=

T —

mﬁ@@@&EfBS []

You'll need to add one or more recipients to the To: field. You
can do this by typing one or more email addresses, separated by
commas.
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4. Type a subject for the message.

5.

In the body field, type your message. When you're done,
click Send.


https://edu.gcfglobal.org/en/gmail/

Photography Studio Grand Opening!

Olenna Mason, Julia Fillory, Henri Rousseau

Photography Studio Grand Opening!

o
Hi Henri,
n
Thanks again for coming to the grand opening. It was very nice meeting you. I'd
7 like to confirm the appointment you made to come in Saturday at 12:00 for your
sibling portrait session. | know your parents in Canada are going to love it!
See you Saturday,
4 Elena
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If the person you are emailing is already one of your contacts, you can start typing that
person's first name, last name, or email address, and Gmail will display the contact
below the To: field. You can then press the Enter key to add the person to

the To: field.

New Message

To Ju cC

@ Julia Fillory
Suk Juanit - jfillory@gmail.com
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Justice Moore
justicemoore.techmanagement@gmail.com



Adding attachments

An attachment is simply a file (like an image or document) that is sent along with your
email. For example, if you are applying for a job, you might send your resume as an
attachment, with the body of the email being the cover letter. It's a good idea to
include a message in the body of your email explaining what the attachment is,
especially if the recipientisn't expecting an attachment.

Remember to attach your file before you click Send. Forgetting to attach afileis a

surprisingly common mistake.

To add an attachment:

1. While composing an email, click the paper clip icon at the bottom
of the compose window.

Photography Studio Grand Opening!

George Casarosa, Juanita Casarosa, Lisa Paik 2 more
l

Photography Studio Grand Opening!

there's going to be catering! Come on out and enjoy the photos, food, and
festivities!

If you have time, get the word out and visit my website:
www.ecphotographystudio.com

Hope to see you there!
Elena
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2. Afile upload dialog box will appear. Choose the file you want to
attach, then click Open. (Note: on your mobile phone this will look
different, but still Tap on the file/photo you want to attach and
follow the prompts to attach to email).
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3. The attachment will begin to upload. Most attachments will upload
within a few seconds, but larger ones can take longer.

P Hope to see you there!
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4. When you're ready to send your email, click Send.

You can click Send before the attachment finishes uploading. It will continue to
upload, and Gmail will automatically send the email once it's done.

Email formatting

Gmail allows you to add various types of formatting to your text.

Click the formatting button at the bottom of the compose window to see different
formatting options.
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To read an email:

1. From your inbox, click the email you want to read.
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Elena Casarosa EC Photography Grand\‘Opening! Elena CasarosaE.. :
&% EC Photography
jfillory The Littlest Toad Feedback - I've invited you to fill out... :
no-reply Your Account Information with GCFLearnFree.org - H |
~ Everything else 1-50f 73
Google Security alert - Olenna Mason New device signed in t...
Google Security alert - Olenna Mason New device signed in t
Words With Friends Your Invitation: Don't Miss the ROAD TRIP!! - Mmmm.... ;

2. The email will open in the same window.

e

Let's have dinner on Sunday = mboxx i

Elena Casarosa Thu, Sep 27, 12:31 PM (1 dayago) Yy ‘=

to me, Silva, Tim

Hi Olenna, Silva, and Tim!

I'm going to be making pot roast and would love to have you guys come over. Let me know if you can make it!

Reading options
In addition to reading the email, you have several reading options.

« You can click show details to see the email addresses of
the sender and any other recipients, as well as the date the email
was sent.



Let's have dinner on Sunday Inbox x =

@ Elena Casarosa Thu, Sep 27,12:31 PM (1 day ago) 11 ‘&

to me, Silva, Tim ]'j
by

Hi Olenna, Silva, from.  Elena Casarosa
<elena.casarosa(@gmail.com>

I'm going to be to:  Olenna Mason me know if you can make it!
<lakestone.omason@gmail.com=,

Silva Casarosa

<Silva.Casarosa@hotmail.com=,

Tim Dragic <lakestone.tdragic@gmail.com=>

We'll be thei late:  Sep 27,2018,12:31 PM

subject:  Let's have dinner on Sunday

You can click the Star next to the name of the sender to remind
yourself to read the email later.

>n Sunday Inbox x =

Thu, Sep 27, 12:31 PM (1 day ago) =
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:Starred ’

st and would love to have you guys come over. Let me know if you can make it!

You can also click the More button and select Add star from the
drop-down menu.
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« You can Reply, Reply to all, or Forward the email to someone
else.

&, Reply 10 N Replyalf} ®» Forward
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« You can click Newer or Older on the right side of the window to
view the next email (or previous one).

2 of 54 < .J? ¢

5
« You can go Back to Inbox.
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Let's have di

Opening attachments

Sometimes you'll receive emails that contain attachments. Generally, you will need to download an
attachment to view it. However, many common file types, like Word documents and images, can be
viewed within a browser window. If the attachment is an image, you'll also see a smaller copy of the
image—called a thumbnail—inside the body of the email. You can tell which emails contain

attachments because they will have a paper clip icon to the right of the subject.

To open an attachment:

1. Open the email message that contains the attachment.

Elena, me, Silva 3 Let's have dinner on Sunday - Hi Olenna, Silva, and Ti... Se
Facebook Olenna, you have 27 new notifications and 18 friend ... Se
[ Y% > ElenaCasarosa EC Photography Grand Opening! - ~Elena .. £ B &

J'j @8 EC Photography...

Google Changes to Google Privacy Policy and Terms of Serv... 1/2



2. Click the Download icon to save the attachment to your
computer. If your computer asks whether you want
to Open or Save it, choose Save. You can then locate the file on
your computer and double-click it to open it.

Elena Casarosa S
flome =

Elena Casarosa

EC Photography Studio

919-555-4889

“Photographing moments you will always want to remember”

m EC Photography
Flyer.pdf

no

You should generally only open an attachment if it's from a trusted source. Some attachments can
contain viruses, especially .exe files. If you don't recognize the sender—or if you don't know why
someone is sending you the attachment—it's safest not to open it. For more information, read our
lesson on avoiding spam and phishing from our Internet Safety tutorial.

Replying to emails

Most of the time, you will be replying to an email someone else sends you instead of composing a new
message. When you reply, the recipient's email address will automatically appear in the To: field, so

you won't need to worry about choosing the recipient.
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https://edu.gcfglobal.org/en/internetsafety/avoiding-spam-and-phishing/1/
https://edu.gcfglobal.org/en/internetsafety

Sometimes you'll receive emails where you're not the only recipient, and you'll need to decide
whether you want to reply just to the person who sent the message or reply to all (the sender and
all recipients). For example, if you're collaborating with a group of people via email, you'll probably
want to use the Reply to all option so everyone gets the message. However, if you want to send a
more private message to the sender, you'll need to select the Reply option so the message stays
between the two of you.

,’;'&, & ~ Elena Casarosa, Silva.Casarosa
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To reply to an email message:

1. While viewing the message, click Reply at the bottom of the
message. If the message was sent to multiple recipients, you will
also have the option to Reply to all. You can also click the Reply
arrow to respond to the message.

Let's have dinner on Sunday Inbox C &
@ Elena Casarosa Sep 27,2018,12:31 PM Yy 4\}
to me, Silva, Tim ~ AN

Hi Olenna, Silva, and Tim! m

I'm going to be making pot roast and would love to have you guys come over. Let me know if you can make it!

2. You may want to double-check the To: and Cc: fields to make sure
you're sending your message to the correct people. If you
are replying to all recipients, the additional recipients will
appear in the Cc: field.

3. Type your message in the Body field, then click Send.



‘,;‘i. & - Elena Casarosa, Silva.Casarosa@hotmail.com, Tim Dragic

Great idea, Elena!

| can make it. What time do you think you'll be serving dinner?

Silva, will you be bringing your famous homemade biscuits?
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To see the text of the original email while you're replying, click the gray button in the lower-left
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corner of the window, right above the Send button.

,;‘i, & - Elena Casarosa, Silva.Casarosa@hotmail.com, lake

H

Great idea, Elena!

| can make it. What time do you think you'll be serving dinner?
Silva, will you be bringing your famous homemade biscuits?

See you soon,
Olenna
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Forwarding emails

You can also choose to forward an email. This basically works the same as replying, but it's used to
send the email to someone who wasn't one of the original recipients. Just like a reply, the original
message will appear as a quote. It's usually a good idea to include a brief message of your own to

explain why you're forwarding the email.

To forward an email message:



1. While viewing the message, click Forward at the bottom of the
message. You can also select Forward from the More drop-down
menu next to the Reply arrow.

<« B8 0 = @ B ®» 6of9 < >
& Olenna Mason <lakestone.omason@gmail.com> & Wed, Jun 22, 2016, 9:17 AM ﬁ LN
2 to Julia =
4. Reply
R Forward
Julia, » Q

Saw this flyer and thought of you! Let me know if this is something you'd be ir Flltermessages like this
Print

Delete this message
Report spam

Show original

Flyer.docx
@ Fy ' Translate message

Mark unread from here

& Reply ®» Forward

2. Type the recipient's email address in the To: field, or click To to
choose a recipient from your contacts. If the person is in your
contacts, you can start typing his or her name and that contact's
email address should appear.
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Elena Casarosa
elena.casarosa@gmail.com
& » - Toel Ce
@ Elena Casarosa
elena.casarosa@gmail.com qlb
---------- Fon _
From: Olenna Mason <lakestone.omason@gmail.com=
Date: Wed, Jun 22, 2016 at 9:17 AM
Subject: Saw this flyer
To: Julia Fillory <jfillory@gmail.com>
Julia,
Saw this flyer and thought of you! Let me know if this is something you'd be interested in checking out!
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3. Type your message in the Body field, then click Send.

®» ~ To ElenaCasarosa X Cc |

---------- Forwarded message ---------

From: Olenna Mason <lakestone.omason@gmail.com>
Date: Wed, Jun 22, 2016 at 9:17 AM

Subject: Saw this flyer

To: Julia Fillory <ffillory@gmail.com>

Julia,

Saw this flyer and thought of you! Let me know if this is something you'd be interested in checking out!
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Deleting unwanted messages

No matter how many emails you receive, you'll probably never run out of space. Gmail
gives you enough space to hold countless emails and their attachments. However, it's
a good idea to delete messages you don't want to make it easier to find the ones you

do want.

To delete a message:

While viewing the message, click the Delete button.
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To apply a label to a message:

1.

While viewing the message, click the Labels button. A drop-down
menu will appear with a list of labels.

Place a check mark next to all of the labels you want, then
click Apply.
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3. Now, when you view your inbox, you'll be able to see the label
next to the message subject.

Words With Friends Now is the time
Y¢ D sSilva Casarosa @ Ele...
Facebook Olenna, you havi

To create a new label:

1. While viewing the message, click the Labels button, then
select Create new.
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. Type anew label name, then click Create. The new label will be
applied to the message.

New Label

Please enter a new label name:

Friends

[ Nest label under:




Viewing labeled messages

Once you've added labels to some of your messages, you can easily view all of the
messages that contain a particular label. For example, you may want to view messages
with the label Travel so you can see everything that pertains to an upcoming trip.
Note: you can only make and manage labels on the browser Gmail (not on mobile).

To view labeled messages:

1. In the left menu pane, click the name of the label you want to

view.
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2. Gmail will now display only the messages containing the label you
selected. The name of the label you chose will appear in the search
bar.

Q. label:friends X - i
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3. To view all of your messages again, click Inbox in the left menu
pane.

Some labels may be hidden. If you don't see the label you want, click the More drop-
down arrow to view the hidden labels. From here, you can also click Manage labels to
control which ones are hidden.



