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

book and follow them accurately.

1



Signing UE for an email account

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 www.google.com
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You will then see this screen.

If you do not have an account, click

Create an account

Google Mail - Windows Internet Explorer
@ (A 143 rttps google.com O NER BN
File Edit view Favorites Tools Help
57 Favarites | 55
2§ Google Mai - B [ = v Page - Sffety - Tooks - (@ =
GOUS[Q Welcome to Google Mail
Mail
A Google approach to email.
Goagle Mail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun_ After all, Google Mail has: S I
Sign in to Google Mail with Jour
Less spam GOL’S[&‘ Account
Keep unwanted messages out of your inbox with Google's innovative technology.
Usemame: |
Mobile access Password:
Read Google Mail on your mobile phone by pointing your phone’s web browser to http://googlemail.com/app. Learn more -
[] Stay signed in
Lots of space
Over 7387.561983 megabytes (and counting) of free storage. A
Can't access yolr account?
New to Google Mail? Jt's free aveasy.
Create an agcount »
About Google Mail | New features!
©2009 Google - Google Mail for Organizations - Terms - Help
Done & Internet Gn v E00%
/4 start

If you already have an account, enter your username and password, click
to page 6

SignIn and go

Continue to next page



Make sure the language is English.

GOQ )8 le Create a Google Account - Google Mail
Mail

Create an Account

Your Google Account gives you access to Google Mail and other Google senices. If you already have a Google

Account. you can sign in here.

Get started with Google Mail

First name:
Last name:

Desired Login Name: @googlemail.com

Examples: JSmith, John.Smith

check availahility!

Choose a password:
Minimum of & characters in length

Re-enter password:

Stay signed in

Creating a Google Account will enable Web History. Web History is a feature
that will provide you with a more personalized experience on Google that
includes mare relevant search results and recommendations. Learn More

Enable Web History.

Security Question: Choose a question ... W

If you forget your password we will ask for the answer to your security

question. Learn More

Answer:

Secondary email:

This address is used to authenticate your account should you ever encounter

Password strength-

Change Language: | English v

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 alLogin 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 aPassword, 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**

Choose asecurity question , and an answer.

problems or farget your password. If you do not have another email address

you may leave this field blank. Learn More

Location: United Kingdom ~

Word Verification: Type the characters you see in the picture below.

Ask your tutor about the secondary email.

Ensure that the Country is correct

** IMPORTANT **
Make sure you have written down

Please check

Terms of Service:

he Google Account information you've entered above (feel free

to change anyghing you like), and review the Terms of Senice below.

With Google Nlail, you won't see blinking banner ads. Instead. we display ads
you might find|useful that are relevant to the content of your messages. Leam
more

Printable Version

Google Teyms of Service -~
Welcome to Google!
1. Your reflationship with Google -

By clicking on|'l accept’ below you are agreeing to the Terms of Senice above
and both the Hrogram Policy and the Privacy Policy.

| accept. Create my account.

your login name and password
exactly as you entered it above.

Now for the tricky bit!

O

Enter this security code
create your account.
This code 1is

of t en

compl etely

e

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

il I egible,

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

Continue to next page
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When everything is correct and you see this screen, your account has been created.

Click your account button to continue

Google Introduction to Google Mail
Mail

Congratulations!

You've successfully signed up for Google Mail! Here's a quick run through to help you

get comfortable.

Google

Show me my account »

Archive instead of delete

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

Chat and video chat

Chat with your contacts directly within
Google Mail. You can even talk face-to-
face with built-in video chat.

Labels instead of folders

B Personal Labels do the work of folders with an
@ Receipts extra bonus: you can add more than one
W Travel to an email.

You will be directed to your Inbox .
to read them at a

©2009 Google - Terms

Googl e has

| ater date so

Now click on Compose Mail to send a practice email

aut omat
donot

cal l
del

y
et e

S

Mail Calendar Documents

Search Mail

Compose Mail

Engadget -

Inbox (3) Archive = Reportspam | Delete | Movetov | Labelsw | Moreactonsw | Refresh 1-30f3
Starred {.‘g Select: All, Mone, Read, Unread, Starred, Unstarred
Sent Mail
Drafts ] Goaogle Mail Team Import your contacts and old email - You can import your contacts and mail from Yahoo!, Hotmail, AOL, and many other 12:58 pm
b | O  Google Mail Team Access Google Mail on your mobile phone - The days of needing your computer to get to your inbox are long gone. Use 12:38 pm
ersona . . .
Travel O Google Mail Team Customize Google Mail with colors and themes - To spice up your inbox with colors and themes. check out the Themes 12:58 pm
6 morev
Contacts
Tasks
- Chat
Search, add, or invite
® Test Account
Set status here A
Text chats are saved Select: All, Mone, Read, Unread, Starred, Unstarred
and searchable. Archive | Reportspam Delete Movetoy | Labels¥ | Moreactonsv | Refresh 1-30f3
Learn more

test6T6@g

com | Settings | Help | Sign out

Show search options

Search the Web Create 3 filter

Litl Easel Webbook now official. unbelievably overpriced - 1 hour age

9

Talk face to face
Try video chat

Options ¥ Add Contact
= Invite a friend

Give Google Mail to:

st

Preview Invite

Add your Google Mail inbox to the Google homepage.
You are currently using 0 MB (0%) of your 7387 MB.

Last account activity: undefined. Details
Google Mail view: standard | turn off chat | older version | basic HTML Learn more

©2009 Google - Terms - Privacy Policy - Google Home

Continue to next page
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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:

1 | Inthe To: box, type in the address of the 2 | Now click into the Subject: box and type
person to whom you are sending. in a brief description of your message. In
thiscase: Di nner at Roger
E.g. roger.bellingham@googlemail.com
Mail Calendar Documents Reader Web |more v test676@googl il.com | Settings | Help | Sign out #
GO L) le Search Wail Search the Web
™ il8
CUJIL“*‘“ Send ave Now Discard
Inbox (3; To: | / @
Starred 77 - /
gre;;sman Add Cc | Add Bee /
Personal Subject: =
Travel 4P Atach afile
6 mare B I U F-1-Tg T = =S =S {EE ME E E L «PlanText Check Spelling v
Contacts
Lesks Hello Roger L
™ | We were very pleased to receive your kind invitation to dinner at your
o Tost Account house on Saturday and, as our weekend in Scotland has been cangelled,
@ " | we would be pleased to accept and look forward to seeing you abolt
Text chats are saved 7.30pm. .
and searchable. What is the order of dress, by the way? Knowing you as we do, we
- assume it will be formal.
!; Regards
Tyideo chat Your Name
-. \nviteaﬁ\end. ] W
Give Google Mail to: 3 Type th|s message
[Sena invite] 50 left
4 *IMPORTANT **
Check your spelling and grammar by pressing this button
SIFinally, when youb roeliclstaetSend buttan.dYowr mdil will s

now be sent and you will be returned to your Inbox (or your last location).

Continue to next page
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Practice writing emails

Practice 1
Compose a new email to send to your tutor. Use Favourite Books as the Subject and
type this message:

Hello Roger

|l have been asked my | ocal | i brary to carry
| shall of course be writing to other people when | know their email addresses but for the
moment, and to get me started, | 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 y&wmunémygumiam pbyaviVabRowldn. g 6

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 acopyatHe |l p Th e | dhari§shogie @ld Hsll6 We are of

the opinion that they wil/l not want much for
| 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

| 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 | was
wondering if therebds anything | can get you
some old book or other for ages and, I f you
Cheers me dears

Your Name



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.

Favourite Books

Hello Dear Student
J)DYRXULWH ERRNV 7KDW ZDV TXLWH D GLIILFXOW WDVN \RX VHW PH EXW ,TYH GRQH

Cider with Rosie - Laurie Lee

The History of Mr Polly - H G Wells

The Good Companions - J B Priestley
&RXQWU\PD QT V- &RVRMEo@lar

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



