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It is very important that you read the instructions carefully in this 

book and follow them accurately.  

Index  

Training  
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Open Internet Explorer  

 

Type www.google.com into the Address  Bar  of your browser and press Enter.   

Your browser will take you to the Google website:  

 

Click Mail to Sign Up   

Signing Up for an email account  

Continue to next page  

www.google.com 
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You will then see this screen.  If you do not have an account, click Create an account 

button .  

If you already have an account, enter your username and password, click Sign In and go 

to page 6  

Continue to next page  
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Make sure the language is English.  

Fill in the information screen shown here.    

Although not essential, it is advisable to use 

your real name, so it can be assessed by the 

college.   

Choose a Login Name  (This will be your email 

address).  Do not put spaces between words 

or enter the @googlemail.com part as this is 

already there.  

 **WRITE IT DOWN NOW**  

Choose a Password,  something that you can 

remember but which no one else is likely to 

guess.  Use 8 characters as a minimum, 

including both text and numbers if possible. 

 **WRITE IT DOWN NOW**  

Ensure that the Country  is correct  

** IMPORTANT **  

Make sure you have written down 

your login name and password 

exactly as you entered it above.  

Continue to next page  

Choose a security question , and an answer. 

Ask your tutor about the secondary email.  

Enter this security code into the box below it, and click this button to accept and 

create your account.  

This code is often completely illegible, but donõt worry because if you enter it wrongly, 

Google will keep generating different ones for you to try until you get it right.  

Now for the tricky bit!  
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When everything is correct and you see this screen, your account has been created.   

Click your account button to continue  

Continue to next page  

You will be directed to your Inbox .  Google has automatically sent you 3 emails; itõs a good idea 

to read them at a later date so donõt delete them at this time. 

 

Now click on Compose Mail to send a practice email  
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Sending an email 

Having clicked on Compose Mail, you are now going to send an email to your tutor.   

To achieve this you must do five things:  

In the To:  box, type in the address of the 
person to whom you are sending. 
  
 E.g. roger.bellingham@googlemail.com 

Now click into the Subject: box and type 
in a brief description of your message.  In 

this case:  Dinner at Rogerôs 
 

1 2 

Hello Roger 

We were very pleased to receive your kind invitation to dinner at your 

house on Saturday and, as our weekend in Scotland has been cancelled, 

we would be pleased to accept and look forward to seeing you about 

7.30pm. 

What is the order of dress, by the way?  Knowing you as we do, we 

assume it will be formal. 

Regards 

Your Name 

3 Type this message 

**IMPORTANT **  

Check your spelling and grammar by pressing this button 

4 

Finally, when youôre satisfied all is correctðclick the Send  button.  Your mail will 
now be sent and you will be returned to your Inbox (or your last location). 

5 

Continue to next page  

mailto:roger.bellingham@yahoo.co.uk
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Practice 1  

Compose a new email to send to your tutor.  Use Favourite Books as the Subject and 

type this message:  

Practice writing emails  

Hello Roger 
I have been asked my local library to carry out a survey to find out peopleôs favourite books.  
I shall of course be writing to other people when I know their email addresses but for the 
moment, and to get me started, I wonder if you would reply with a list - say about six - of 
your favourites. 
Thanks 
Your Name 

Practice 2  

Compose a new email to send to your tutor.  Use Book Search as the Subject and type 

this message:  

Dear Mr Bellingham 
 
Thank you for your enquiry about óCountrymanôs Cookingô by W M W Fowler.   
Unfortunately after contacting the publisher we are informed it is now out of print and 
therefore no longer available.  However, one of our Staff has carried out an Internet search 
and managed to locate a copy at Help The IT Studentsô charity shop in Old Hill.  We are of 
the opinion that they will not want much for it as they do everything óon screenô these days. 
I hope we have been of some help to you. 
 
Sincerely 
 
Your Name 

Practice 3  

Compose a new email to send to your tutor.  Use Shopping as the Subject and type this 

message: 

Hi Roger 
I shall be popping into Birmingham later this week to buy new evening clothes, as we have 
been invited to a rather upmarket dinner party where formal attire is essential, and I was 
wondering if thereôs anything I can get you while Iôm there.  I know youôve been looking for 
some old book or other for ages and, if you tell me the title, Iôll keep an eye out for it. 
Cheers me dears 
Your Name 
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Receiving an email 

When you receive an email it will - of course - be delivered to your Inbox, so you must 

open that folder by clicking it.   

To open your message, click anywhere on 

this line.  

You can then read what has been written.  

Hello Dear Student  
�)�D�Y�R�X�U�L�W�H���E�R�R�N�V�������7�K�D�W���Z�D�V���T�X�L�W�H���D���G�L�I�I�L�F�X�O�W���W�D�V�N���\�R�X���V�H�W���P�H���E�X�W���,�¶�Y�H���G�R�Q�H���L�W�������%�H�O�R�Z���L�G���W�K�H���O�L�V�W�� 

Cider with Rosie - Laurie Lee  

The History of Mr Polly - H G Wells  

The Good Companions -  J B Priestley  

�&�R�X�Q�W�U�\�P�D�Q�¶�V���&�R�R�N�L�Q�J��- W M W Fowler  

Far From The Madding Crowd - Thomas Hardy  

A Short History of Tractors in Ukrainian - Marina Lewycka  

Is that six?  Yes  
Good luck with the survey  
Roger  

Favourite Books  


