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GETTING STARTED: About Gmail

Top 10 reasons to use Gmail...according to Gmail:

1. Less spam
You don't like spam. Meither do we. Gmail blocks

spam before it gets to your inbox. Learn more

2. Search
Search instantly within Gmail to find the exact

message you want. Learn more

M 3. Conversation view

@@ Messages are grouped with the relevant responses —
so you can always see messages in context. Learn
more

©

6. Lots of space

Cwver 7575223916 MBs of free storage space — and
tons more to purchase if you need it. Learn more

7. Call phones

Call any phone in the U.S. and Canada for free and
get low rates to other countries. Learn more

Beta

8. Priority Inbox

Automatically separate important email from everything
else and focus on what really matters. Learn more

9. Secure
Just like bank websites, Gmail uses HTTPS

4. Built-in chat
- With just one click. you can chat in Gmail or talk face

to face with voice and video chat. Learn more

5. On the go
Access Gmail from your phone - regardless of which

device you use. Learn more

encryption to keep your mail secure. Learn more

10. Free!

I l All this for free? You betcha.

Other reasons...according to Julia:

11. Organizational tools (labels, filters)  “rit=0f
12. The integrated suite:
Gmail Calendar Documents Photos FReader Web more -
About the ads....

Ads

Science Fiction Theater
Complete TV Series on DVD

1850's Classic TV Show + Bonuses
¢ ScienceFictionTheater.com/

Black In Latin America
Henry Louis Gates, Jr. on Latin
America. Watch Thursdays on PBS!

Hew Arthurian Series

Watch "Camelot™ On Starz. History

s On Friday. Watch 10pm ET/PT
. starz.com/camelot

Conservative Talk Radio
Get the Latest Conservative Taking
Points Delivered Free To Your Inbox

Watch TV Episodes Online
Save money on your cable bill
Bring Online TV to your TV. Try it.

Ads that appear next to Gmail messages are related to the content of
your messages. Ad targeting in Gmail is fully automated, and no humans
read your email in order to target advertisements or related information.
This type of automated scanning is how many email services, not just
Gmail, provide features like spam filtering and spell checking.

If you don't want to see ads in Gmail find more information here:
http://mail.google.com/support/bin/answer.py?answer=6603




GETTING STARTED: Opening an account

1. Visit: www.gmail.com. Click “Create an account”.

GM il

A Google approach to email. Sign in iy
Gmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. After all, Gor -qh; Account
Gmail has: ©
Usemame:
— ) Lots of space ex pat@example.com
Over 75675.222831 megabytes (and counting) of free storage. Password:
o [] Stay signed in
' Less spam o
® Keep unwanted messages out of your inbox. @/

Mobile access

Can't access vour account?
! Get Gmail on your mobile phone. Learn more

teW teatures!

© 2011 - Gmail for Work - Terms & Privacy - Help

2. Fill in the Information
e Decide on your username (username@gmail.com) and password
e Determine a few general preferences, which can also be edited later

3. You’re ready to start emailing and using Gmail’s features

*Whenever you want to check your email, you will always visit www.gmail.com.
Enter your username and password in the box above the “Create an account” button.
Forgot your password? Click “Can’t access your account” above the “Sign in” button.



GETTING STARTED: Basics of the Inbox

Your username. Also

where you click to sign
Search your email for words, dates, out.
phrases, people, etc.

o

Gmail Calendar Documents Photos Reader Web more -

/
Gi*ﬂ 2;-_‘|| k Search Mail | | Sdarch the Wep | Showsearchoptions
Google

juliatestdd@gmail.com ~

Mail Two Sigma Investments - Our focus on technology sets us apart from other financial firms. - www.twosigma.com

Contacts

Tasks [[]*  Archive Reportspam Delete  Movetoy  Labels¥  More actions¥ | Refresh 1-30f3

Compose mail [ me, Anastasia (3) Emails are grouped in "threads” - like so. From: Julia Test [mailto-juliatestd 2:05 pm
[[] . Anastasia Chiu Gmail Tech Class Test Email - Hi Everyone. How's the class going? Regards 1:39 pm
D@Julia Weist Gmail tech class hand out 12:00 pm 3

Starred 7%

Sent Mail \ \ _ )

Drafts (4) Star an email to mark Unread emails (bold on white

Family its importance background) and read emails

Gmail tech class (un-bolded) appear chronologically

_T_':Lj”al [lv |  Archive Reportspam Delete  Movetow | Labelsw | More acti in your Inbox

6 morev

The number of
unread emails

in your mailbox
y Replies sent back and forth to each email are grouped in a “thread”. A number in parenthesis shows

how many replies have been sent:
] me, Anastasia (3/ Emails are grouped in "threads” - like so. From: Julia Test [mailto:juliatestd 2:05 pm

When the email is opened, replies are shown stacked, like this:

@.Julia Test 2-01 PMNG 1 minutes ago

@ Patrick Rayner 2:04 PN
Anastasia Chiu to me 2:05 PM (7 minutes ago)

B [1:¢ X
e se Click the tab of an earlier

From: Julia Test [mailto-juliatest40@amail com] email to expand it to its
Sent: Wednesday, April 27, 2011 2:05 PM :

To: Anastasia Chiu full size

Subject: Emails are grouped in "threads”

Reply Forward



GETTING STARTED: Writing and sending emails

Send, save or discard your email. Saved messages
can be found by clicking on “Drafts”.

Gmail Calendar Documents Phc% Rlader\ﬁee mare = juliatest4d@gmail.com -~ &
Click to ( ;1*4 7l iI Search Mail || Search the Web | Shewsssrchoptions
write and ol

-

Send emalIS Mail Send Save Mow Discard @
Contacts
\ Tasks To:
Compose mail
Adld Cc | Add Bee |
Inbox (3) . =
Buzz ® Subject:
Starred ¥ 4P Attach a file
EEE == =T «PhanText Check Spelling ¥

B 7 |Uu F-1T- Ty T, v =2 i=
PErsTTa
Travel

6 morev
» Julia Test . The body of your email can be formatted
e rrra————— using the style features: change the color or
appearance of text, insert symbols and
Invite a friend - . .
Give Gmail to: smiley faces, embedded links to web pages,
add bullets and numbering, check spelling.
[Semimae] 50 e i

Waiting for mail.google.com...

Enter email recipients in the “To:” box. Gmail will retain all addresses entered and will use predictive
text in the “To:” box of future emails. Simply begin typing the first few letters of the recipient and select
the contact when it appears. See more about Gmail contacts on the next page.

To: | jwe

| <jweist@nysoclib.org=




Add a new
entry to your
address book

GETTING STARTED: Contacts & groups

-

juliatest40@gmail.com - ¥

Gmail Calendar Documents Photos Reader Web more -
Gi‘v‘ j.._J i | Search Contacts Search the Web
Coonl
< (;unlacts « Back to My Contacts | Add to My Contacts Imail Iare actions ye— De|ete' print or eXport
Sy — contacts
Wiy Lontacts
=P 1w contact Add name . Hotes
Create new

My Contacts Add a picture

Most Contacted (1)

Other Contacts (1)

MNew Group Email

Import Contacts Phone

. Address
@ Julia Test * _ Enter the contact’s information,
Search, add, or invite Birthday \ . . .
including name, email, telephone

i i - URL it

gsz;;ll;m / number, photo, etc. To add additional
add v information fields, such as nickname,
== 5“‘52” - Mo recent comeraations job title and more, click the “add”
- menu
« Back to My Contacts | Add to My Centacls Groups v Email M e - [—
_______ — =

Add contacts to custom groups. Pick a name for your group and select or add members.

« Back to [Most Contacted m Email More actions v

NYSL Staff Q

. "NYSL Staff" (create new)
[ 1] | ————

(%]
o
@

Notes

My Contacts

Add a picture

jweist@nysoclib.org

Add emal

Email all the individuals in the group by typing the group name in the “To:” box:

To:|NYSL sta

MNYSL staff (group)




GETTING STARTED: Chat

Chat with your Gmail contacts: Make free phone calls through chat:
(requires a built in or external mic)

Your status.
Chat =i= Invisible means Chat S=
Search. add, or invite you can see who's
on, but can’t be

Search, add. or invite

@ Julia Weist .
— seen vourself. @ Julia Test
Invisible )
Yo Mable l
Gg @ Custom Message. .
e Busy |
4 ™ & Custom Message... ,
@ ¢ Invisible i
& Sign into AIM® Share text or a = - Search or dial <a
|t
Your ol® Sign out of chat link with your 1 2 3
contacts |
. . ABC DEF
@ Denise Kupferschmidt chat contacts
currently : g 5 -
hat @ hannah sullivan ‘
on cha cheesy flip flips GHI JKL MNO
@ Jasmin Tsou - 7 8 g8
PQRS TuV WX Z
@ Maayan Pearl
BizWeek * 0 #
@ Mathaniel Perry o +
=< Olivia Wyatt © Olivia Wyatt '
®sg starter com/projects/veggieisl
v andfveggie-island-grows

olivia.wyatt@gmail.com

Call phones in the US and
M Email G2 Chat | Video & more v Canada for free and make
= -

! Z cheap International calls.
/ / Similar to Skype.
Your preferences for
Click “Chat” to begin

this chat contact
a conversation with
your contact

Chat symbols:

@ Encourages chatting
® Discourages chatting
m4 Available for video chat



GETTING STARTED: Labels

Become a Sonographer - Find Sonography Schools Near You and Request Free Information. - www.collegesurfing.colAbout these ads < =

[#3
aut

ik Archive = Reportspam | Delete Movetov More actions Refresh
Julia Weist |

Personal

Receipts

Travel

Work

Check an email and

Create new _—
chose a label Or create a new label
Manage labels
VVEISL wIfndil Lesrn Cidss rdru oL
/"4
New Label x

Please enter a new label name:

Gmail tech class|

hive | Reportspam | Delete | | Movetov | Labelsv |

ore actions¥ | | Refresh

Inbox . . . .
Click a label to display all emails on that topic
Buzz @
Starred 70
Sent Mail
Drafts (3)
* Gmail tech class
Label color A

Personal B EHEEE
Travel BEopBaOnR

a a a a a «
B morer [aflaflafaffal:]

Add custom color
Remaove color
In label list
Show
Show if unread
Hide
In message list
Show o
Hide

Rename

Remove label v
FIEVIEW Ve

Label preferences



GETTING STARTED: Filters

~ 1 5 ow sean gticns
Gi\ﬂ :—_]ll Search Mail | | Search the We
Caogle

Step #1

Create a Filter Hide fiter options

Choose search criteria Specify the critenia you'd like to use for determining what to do with a message as it armves. Use "Test Search” to see which
messages would have been filtered using these criteria. Messages in Spam and Trash will not be searched.

From: nicholasweist@gmail.com Has the words: '_
To: Doesn’t have:
Subject: ["I Has attachment
Show current filters Cancel | | Test Search | | Next Step » |
Step #2
Create a Filter Hide fiter options

Choose action - Now, select the action you'd like to take on messages that match the criteria you specified.
When a message arrives that matches the search: from:{nicholasweist@gmail.com), do the following:

[Z] skip the Inbox (Archive it)
[T mark as read
[¥] Star it

[¥] Apply the label:

Forward it You have no verified forwarding addresses. Manage your forwarding addresses
[T Delete it

[I Never send it to Spam

Show current filters Cancel | | « Back | | Create Filter | [C] Also apply filter to 0 conversations below.
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GETTING STARTED: Tasks
Mail
Contacts
Check box to
mark a task

as complete

Tasks: juliatestd)’s list —AX

-

i .« Back to list i
i > . . "

= Make CGPIE.S L Click to edit (] Make copies of handout
[ Teach Gmail class task details

May 5. 2011 ==

Motes
v juliatestd0's list
MY SL work
Move to list «

¢ Back to list 2

Actions » i}izp Actions » =+ ﬁ' =
J,- elete task

Indent Tab |
Undndent  Shit=Tab|  New task
Move up Ctri+Up Create lists to
Move down  Ctrl+Down organize your
Edit details Shift+Enter tasks, i.e.
Help _ “work”
Show tips “errands”
Email task list ”grocery list”
Print task list
View completed tasks
Sort by due date
Clear completed tasks
. . |
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GETTING STARTED: Settings

Gmail Calendar Documents Photos Reader Web more - juliatest40@gmail.com ~
" H . Show search options “
CI"‘ II Search Mail Search the Web

Create a filter i
Mail help

General
e Language settings — Gmail in German!
e Automatically display images in emails or ask first?
e Conversation view — sets whether emails are shown in “thread” view
e Signature inserted at the end of all outgoing messages?
e “Out of Office” responder

Accounts and Import
e Change password
e Recover forgotten password
e Import mail & contacts from your other email accounts (yahoo, hotmail, etc.)
e Grant access to your account: allow others to read and send mail on your behalf

Forwarding and POP/IMAP
e Forward mail sent to username@gmail.com to another email address

Web Clips
e Customize the type of ads & content displayed by Google in your account

Priority Inbox
e Turn on Priority Inbox, a new Gmail feature that separates high importance email

Offline
e Synchronize your mail to a computer to access your Inbox without an internet connection
e Download emails and email content

Themes
e Change the color and background of your Inbox

Other settings accessible through the mail settings menu:
o Labels, Filters, Chat— see detailed information on these topics through out the
Getting Started and Beyond Basic sections of this guide
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BEYOND BASIC: Priority Inbox

Priority Inbox learns what's important to you as you use Gmail and sorts your mail into
high and low priority areas.

Gmail Calendar Documents Photos Reader Web more - juliatestd0@gmail.com - | %F

B H = Show search optiens
G'ﬂ || Search Mail Search the Web

Create a filter
ol

Mail help

Priority Inbox

Settings
General Labels Accounts and Import Filters Forwarding and POP/IMAP Chat Web Clips Labs

Offline Themes Buzz

-

Gmail Calendar Documents Photos Reader Web more - Julia Test- %
G ™M iI Search Mail = Search the Web %‘M
gl

Mail 2.7% 30-Yr Mortgage Rate - $160.000 Mortgage for $653/mo Get Your Low Refinance Rate Mow! - MortgageRates FreeF Abo

Contacts

Tasks (ks Archive Reportspam | Delete + | = Movetor Labels v More actions v Refresh

=|1 rtant and d ~ -
Compose mail mportant and unrea 1-10f1 More
[ me, Anastasia (3 Emails are grouped in "threads” Apr 27
group p
Bronivnbox((] Starred - \ lore |~

[T] 7% Julia Weist Gmail tech class hand out

-JEverything else ~ 1-34
[ PEN America PEN Festival - event on Friday, 4/29/11 from individuals

[ Julia Weist Fwd: NATHAM ENGLANDER at the Society Library This Thursday! - Forwarde make their way to
[ Anastasia Chiu Gmail Tech Class Test Email - Hi Everyone, How's the class going? Regards the tOp

New unread emails

Gmal tech class

ort spam elete = Movetow Labelsw More actions v Refresh

Ty Starred emails are
kept together up top

Promote emails to the
“Important” section by
selecting the email and
clicking this yellow button

Mass promotional emails and read
emails are filtered into “Everything
else” on the bottom.

Turn Priority Inbox off anytime
by click Inbox
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BEYOND BASIC: Calendar

Add events to your calendar, schedule reminders, sync to a smart phone, share
color-coded calendars with family members and more.

al Calendar JDocuments FPhotos Reader Web more ~

Change views

Google Calendar Search my calendars | Show search opticns

Added Lunch with Carolyn on Tue May 3, 2011 at 12pm. Undo /
Create event | Quick add Today May 1 -7, 2011 Print Refresh Day | Week | Month | 4 Days = Agenda
May 2011 Sun 51 Mon 572 Tue 5/3 Wed 5/4 it u S5 Fri 5/ Sat 57
Sun 5/1 Cinco de Mayo
S I'v'l_ T W T F S_ S
24 25 26 27 28 29 30 = m
L B B B
g 9 10 11 12 13 14
Sam

15 16 17 18 19 20 21
22 23 24 25 26 27 28
2030 31 1 2 3 4 gl
My calendars 11am
L 12pm 12p- 2p
ch with
Tasks Carolyn

. 1pm
Add | Seftings
Other calendars 2pm

Add a friend’s calendar

Contacts’ birthdays and & 3pm

US Ho
Add ¥ | Settings 4pm i

\ Put your calendar in a webpage. Learn more Next tip »

Add a friend or family

member’s calendar; An “add to calendar”

import calendars message appears next
to emails that contain
date/time/address
information

3 MNew window

Print all

ay, 4/29/11, interested in going to

10:17 AM (0 minutes ago) Reply

=] Add to calendar
PEM Festival - event o
Wed Apr 25 — Tue May 1... - add
PEM Festival - event o

ri Apr 29, 2011 4pm - add

£ Map this

'29/11, interested in going to this? (April 25-May 211 East 49th St
Mew Yaork, MY




BEYOND BASIC: Google Docs & Forms

Save and print documents, edit from anywhere, collaborate and share files, presentations,

images and more.

Gmail Calendotos Reader Web more ~

GOUS[@ docs Home % Search Docs | ~ | Browse template gallery

pluad,, Documents v Images & videos v More options v

Starred 3%

! & gmail_logo.jpg
?” |t§ms 2 Sample Spreadsheet
ras %7 B Gmail example document Actions v
Owned by me

E3 My collections
MNo collections

I3 Collections shared with me

Invite others to view
and/or edit your

3

5 Gmail example document —

Last viewed by me: ...

m

Last modified by me: ...

Description - Edit B

fl|eS An example document for the class
Collections - Organize =
X MNone
Access and edit your
saved files from any Sharing - Settings N
i Private to only me ™
computer Loading. A
v
Create online surveys with Forms.
ok Add item Theme: Plain Email this form ~ See responses - More actions -~ Save

Test Survey

Create your own quiz and share it with anyone. Responses are saved into a remotely accessible Google Spreadsheet.

Question Title Sample Question 1
Help Text
Question Type Text E

[ make this a required guestion

Sample Question 2

Test Survey
ity oz and sk £k e Posponas  md o 3 el ccasite Create your survey a nd it
s en automatically renders as a

Sample Quaestion 2

[(Subea |

Bt Aangns - Termm 5 Service - Aol Terms

public or private website

14
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BEYOND BASIC: Google Reader

Subscribe to websites, blogs and more. No need to
visit webpages: items will appear in the Reader in real

Aggregate content from around the Web. _ _
time as the sites are updated.

Web Images Videos Maps News Shopping

Gor :8[@ reader All items - || Search
B3 Add a subscription The Writing Life @NYSOCLIB: Unexpected New York with Sandy Mill Show: Expanded - List
New Home Show: 8§ new items - all items | Mark all as read | ~ | | Refresh || Feed settings... ~ show details
All items (13) - - . .
unread / Starred items 3% 4:30pm.
web = Your stuff Come on out and support Jan this weekend! I
Shared items Poetry Reading by Jan C. Grossman ‘E
content “s] Notes Saturday, April 30, 2pm
96th Street Library, NYPL
Trends Info
Browse for stuff
People you follow Add star [Z]Like /7 Share “%]Share with note mail [] Keep unread <7 Edittags: Friend's web stuff
=/ Comment view R

Sharing settings » . ' - r . 3
Time's Most Influential Apr 26, 2011 (3 days ago)

Explore by Carolyn

Subscriptions
& (& Children's Librarian ... |
2 School Library Journa...

& [ Friend's web stuff (8)
The Writing Life @NYS... (8)

The 2011 TIME 100 list of the mosi\
New Yorker points out, there are, sa

fluential people in the world is out, and as The
. only 4 writers on the list.

At least one of those 4 is one of our own:
NYSL member Jonathan Franzen

Manage spibscriptions » more than 20 items

Save, annotate or
share posts.
Organize content See what friends are
into themed folders reading and saying

about web content

they’ve discovered



BEYOND BASIC: Your dashboard

16

Bring together all the functionality covered in this class with the Google Dashboard. Select
tools and features and add widgets that display the weather, lastest headlines, and more.

Web Images Videos Maps Mews Shopping Gmal more » Julia Test~ ##
Advanced sesrch
Langusge tools
Google Search ] ’ I'm Feeling Lucky ]
#4 Show this page every time | start to browse the web. Make iGoogle my homepage [x] dic | Add stuff »
= Home
Date & Time Google Reader (13) Gmail (1) Google Calendar
Weather All items (13) |Z| refiashall as read Inbox {1) - Compose Mail |Actions... [=]
Gmail (1
0 | Julia - FW: PEM Festival - event 10-18al
ChN.com Videos. a reading. food & wine. and 2 CDRTTiEy AR MGG ) ¢ SIS ?
Mideos. 3 reading. 100d & wing. and <
Google Calendar from hitp://thewritinglife- [ dulia-Fud: NATHAN Ao 27 S RS S
Google Docs It's a Busy Week: April 25 - 29 ENGLANDER atthe Society ' o a2
Google Reader (13) T http/Athewritinglife- ] me, Anastasia (3) - Emails are Apr 27 B4 5 8 7T 8 ¢
. . o g
o The Week Ahead: April 18 - 22 grouped in threads” - like so. L
pdates et ol e 17 18 19 20 21 22 23
i hitp://thewnitinglife [ Anastasia - Gmail Tech Class 5, .
fiends This Just In! Nathan Englander coming Test Email - Hi Everyone, Ap 4 2 % 7 B NN
from http://thewritinglife- i i R
= Chat - & Julia - Gmail tech class hand -
Books at the Bar, Thurs, April 14 out- DY
Search contacts from hitp//thewritinglife-
@ Julia Test v Select some calendars to display
Set status here ¥ CHN.com
Options ¥ Add Contact Weather Top stories Videos
1MNTA T TH e TR

Set it up at www.iGoogle.com

Control what you see on
the dashboard
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BEYOND BASIC: Even more tools & features

Gmail Calendar Documents Photos Reader Web | more -

C . Sites
sMail

ol Groups
Alerts '
. . YouTube
e Get an email every time a name or phrase appears on the web.
**Great for writers! Images
Videos
Analytics Mans
e Track the amount of people who visit your blog or website News
. Shopping
Google sites
. . Translate
o Creates simple web sites
Books
Labs Scholar
e Explore and use new Google products and features Finance
Blogs
Finance Realtime

e Stock market quotes, news, currency conversions & more
even mare »
News
e Links to different journalistic coverage of key news topics
clustered by topic or region

Photos
e Select the photo(s) to upload, name albums and adjust privacy settings.
View and share your photos online using “Picasa” software.

Shopping
e Search for products and see results from across the web. Sort the results

by price and other criteria.

Translate
e Translate text to and from dozens of languages from Urdu to Latvian

Use these features through the “more” menu, or add them to your Google Dashboard.



