GMAIL (ACPSE-MAIL) TUTORIAL

p. 1

http://mail.google.com/a/gm.sbac.edu/

Your e-mail address is:

Your logon name is:

Your password is:
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for organizing \
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Chats &
Sent Mail
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All Mail
Spam (92)
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Set status here »

Add contact Show all
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keys (2
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My Learning Plan
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Reuters: Oddly Enough - Forgetful doctor left body for 9 days - 9 hours ago *

Report Spam More actions

Select: All, Mone, Read, Unread, Starred, Unstarred
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meccoygl .. allemamd (21)
Jeannie. Kathy (2)
John, Jeannie (4)
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William C McElroy
Black. Jenny (2)

Pat Lucas

Pat, Jeannie (2)
Jeannie, Corey, Corey (5)
Jeannie __ jacobimh (10)
nettleld, Lynn (2)
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Judy Black
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Corey, Jeannie (4)

Pat L Lucas
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+ | Refresh

An introduction to G-Mail for you - Jeannie, When will wi
Kathy Ames-Gln Springs Elementary - Dear Pat, = = This 1]
G-Mzil Board Members Training - | planned to spend the day
Tkt #57115 New: URGENT - Need Assistance with EXCEL
Re: SmartBoard Training - At 2:087 Why not 2:09? 2:08 is

surveys School Lists - Hi Pat and Mr. Craig, There is an optio|
Completed and for your approval -

Dear Teachers.doc - hi pat, i will wait to see her changes bqg
See reply back from RM below regarding serial numbers for
Okaloosa County Meeting confirmed - | am going to leave th
G-Mail - Jeannie: When can we start using G-Mail? What uf
Gmail? - Hello | am a little confused as to if we are suppos
Gmail - When does the Gmail go into effect? Also, Chiles
Who to Call - Good morning, Attached please find a currenf
[Fwd: Google Mail] - if you get any requests for gmail, pleaq
printers - hi david, would you mind sending this info to corey
{no subject) - Jeannie, are you online

G-Mail - back to the drawing beard - Hi Jeannie, Thanks for
| Card

ge about your Additi ber - Having t

Mail Window :
Shows your Inbox or Message

Boxesto left of each message ca
be ‘toggled’ (checked). Once they
are toggled, you may perform
tasks such asabeling, Archiving,
Deleting, Starring or Marking as
Read/Unread

Click on a message to open it
The message will open in the sar
window.

To return to your Inboxclick the
Inbox link in theNavigation list
on the left.

Think of Labels as folders. To organize your mgily may want to put
like messages in folders. Once they are archivelddse folders, you can
easily view your messages at any time by clickindhee Label associated

with those messages.
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4/4' Message sent by

The illustration on the left shows a
message that has been opened.

Body of message

This message has attachment

An attachmentnay be viewed or
downloaded. If you plan to keep the
document or revise it, it is
recommended that you download thg
document or Open as a Google
Document’ (advanced)

From this window the following tasks
may be performed:

Reply, Forward, Delete, Label,
Archive, Navigate to a new window.
(See next illustration for details.)

a

Archive, Delete, Report Spam, Labe

or Return to Inbox

a

Open message in a new window,
Print, Expand message thread or
Forward all

Reply, Reply to all, Forward, Print,
Add Contact, Delete Report
phishing, Show original message

v
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This message is being replied ta.

The To: line is filled in
automatically.You may add more
recipients on the To: line or click
these links for more options

When you are finished, click the
Send Save Nowor Discard
buttons.

The message sent in your reply

will appear in your Sent Mail. The

original message and your reply
will remain in your Inbox until it
is deleted, or archived.

Messages that go back and forth

are considered &bnversatior?
or a thread of messages. You w
notice a small number next to
these messages. The number in

parentheses represents how many

replies since the first message W
sent/received.

as

When the message is opened, you

will see the previous replies
“stacked above the newest one
Any of the previous messages
may be viewed and edited.

Use theExpand all link to see
them all at once.
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Your Gmail account is set up with th
entireACPS directory already added

When you begin typing an ACPS
employee or list name on the To: lin
in a message, the directory will
automatically begin searching for a
match for your entry.

As you continue typing, the list will
become shorter, or you may just clic
on the address needed at any time.
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You will also have a list o€ontacts
that you may add to as you wish.

These addresses are not limited to t
ACPS directory, but they must be
added manually.

This can be done when you are
reading a message using the “Add ?
to Contact List” as specified on page
of this document.

You may also open your Contacts a
click the Create Contact button.

Quick Contacts are shown on the lef

of your window. This feature enables

you to chat with users that are onling
(look for the green dot).

he

There are many other features in your Gmail accdlijbu have any
questions, try clicking the Help link at the toptb& window on the right.

Here you will find more information on Calendar$at, Google Docs an
more. There are helpful video tutorials there too.

Always remember to click th8ign outlink when you are finished with
your Gmail session.
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