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its status. When you take any action on a
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top of your inbox, just below your search box,

most recent message. You can
choose to remove the snippets if
you'd like. To change your snippet

conversation line. The date
is displayed for any
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preferences, click 'Settings' at the
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How do I create a message?
Click 'Compose Mail' to create a new message.

To send the letter

Compose Mail

To save a draft To delete a message
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Save Now I Dizcard |
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This means the address will
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recipients of the letter. >
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What the letter is about. Do
not use too general
statements like “How are
you?” Be specific

Subject: g ring
2 Atach afile <

Note: When you begin to
type an address in these
fields,

Gmail will suggest complete

addresses from your
Contacts list.

The address the letter

is being copied to

How do I add an attachment?

1. Click 'Attach a file' under the
subject field.

2. Browse through your files and

w
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Rich Formatting lets you
compose messages with various
effects including bullets, fonts,

sizes, and colors

Send

Just a quick note,
Really warrm, wish you were here

Save Now |

Discard ] .Check spelling

A

click the name of the file you'd
like to attach.

3. Click 'Open.’

4. If you'd like to remove a file
you've attached to a message,
click 'remove.'

5. To attach another file, click
'Attach another file.'

Click the “check spelling” to use the Gmail spell checker
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Conversation |labels are listed in gree

folders, but with more flexibility. You can add as many labels as you'd like
to a conversation. Then, if a conversation covers more than one topic, you

n. Labels give you the functionality of

message

can retrieve it with any of the labels you've applied to it.

Organizing your Le

tters

Search hail Search the YWeb

Allows you to respond to a

Allows you to send a message on
to another person

Showssearch options

Type in the search box anything that you are looking for.
You can search through every message you have ever gotten.
Gmail will then highlight the keywords in your messages

Create 3 filtar
Gmail gives you so much space so that you can save all of your emails.

A

Archiving

Report Spam | | More Actions ...

:L Fefresh

Filters

Archive I
Select |All, Mone, Read, Unread hare Actions
Mark as unread
Add star
Move to Trash
Apply label:
Mew label ..

To take advantage of Google Search,
and reduce the time you spend
organizing your inbox, archive your
conversations. Archived messages and
conversations are stored in 'All Mail,'

and are available when you search your

account.

To archive messages:

1. Select the message(s) you would
like to archive by checking the
box(es) next to the sender's name.

2. Click 'Archive.’'

You can also archive mail from

Conversation View. To do so, just click

'Archive' along the top of your message.

Contacts
Adding contacts is easy

Click the contacts button and fill in the information.

Clicking the more
actions button
give you a lot of

How do I set up filters?

You can create up to 20 filters to
manage the flow of incoming
messages

& To set up a filter, click 'Create a
filter' to the right of the 'Search
the Web' button. Next, enter your
filter criteria in the appropriate
fields. When you click Create
Filter, a list of messages that
match your filter appears.

options to change

your messages

Add Contact

Marme: |F{ufu5 T. Firefly

Primary Email: |@freed|:|nia

Motes:

Friend of [Zhicolini and Pinky

After you create a filter, the filter
rules are applied automatically to new
messages in your inbox. You can
change your filters at any time by
clicking 'Settings.'

Very Important — Signin

Settings | Helf | Sign out

Hitting the Sign out button effectively
locks the door on your account. Do this
every time you are finished with your
email



