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Introduction

The booklet you are reading is part of

a series of booklets.

The series of booklets teaches you how to use

the computer and internet.

The booklets are written using the easy to read

and to understand language.

Each booklet is about a different topic.
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All the topics of the series of booklets:

1. Turn on/off computers

- Mouse and keyboard

2. Desktop: move files, create and delete folders

3. Accessibility features - Keyboard shortcuts

4. USB memory

5. Microsoft Word

6. Video Editor

7. Digital safety




8. Google Chrome

9. Google Maps

10. YouTube

11. Gmail

12. Facebook and Messenger

13. PixIr X

14. Curriculum Vitae Europass

Hoe X039

europass



The series of booklets has been written by experts

from 7 organizations.

The 7 organizations are:

Associazione Uniamoci Onlus from Italy

Asociacija "Aktyvus Jaunimas"

from Lithuania

Centro Social e Paroquial Santos Martires

from Portugal

Tallinna Tugikeskus JUKS from Estonia

IES El Greco from Spain

Towarzystwo Wspierania Inicjatyw

Spolecznych Alpi from Poland

Universita Degli Studi Di Catania from lItaly
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You can find more easy to read and to understand information
about the project on its website:

https://accessibleinformationmaterial.blogspot.com/

The series of books has been created as a

_ 5l Erasmus+
result of an Erasmus+ project.

This Erasmus+ project is called

Accessible Information Material.

VOCABULARY

Erasmus+ is a programme of the European

_ _ L Erasmus+
Union that funds different kinds of projects.



Gmail

Introduction

Gmail is a free e-mail service developed by Google.
E-mail is an abbreviation of electronic mail.

E-mail allows you to send and receive messages quickly
from one computer to another computer.

E-mail is a useful tool to:

- give instructions

- ask for information

- send wishes or greetings to your family and your friends.
If you want to send and receive messages via e-mail,
you need to have an e-mail address.

An account allows you to have an e-mail address.

To create your e-mail account you can use Gmail.

This is the symbol of Gmail: M



How to create an account Gmail

- Open the browser Google Chrome ‘. /
If you do not remember how to access the Internet,
You can learn it reading the Handbook number 8

titted Google Chrome.

- Click on the writing Gmail at the top right of the page.

G Google X 4+

< cC @ Www.googIeAcom Press Tab  to search Google

Google Search I'm Feeling Lucky




The Gmail page appears.
- Click on the blue writing Create an account

at the top right of the page.

™M Gmail - Email from Google x 4+ = o >4

L C @ google.com/gmail/about/# O Guest

M Gma“ o S

Get more done . o
with Gmail e e B

r T =
e e e e : O gl SBEK D >
Join video meetings with live captioning and screen sharing for -\ ‘77. aadn
. 3 - = 2N
up to 100 people—now with Google Meet in Gmail. - ?V ' (oS ] W 3_‘ 9
o o o> . 8
® OO0

The sign up form appears.

Google

Create your Google Account

to continue to Gmail

First name
[ | I Last name

Username @gmail.com

You can use letters, numbers & periods

E :
c a
Password Confirm Q\)

One account. All of Google

Use 8 h t ith ix of lett b, & .
se 8 or more characters with a mix of letters, numbers working for you.

symbols




- Enter your First name FRLITG ——.
Simona Rxxxxx

and your Last name.

Username

- Create your Username. | @gmail.com

You can use letters, numbers & periods

Your Username can only have letters, numbers and periods.
Example: simona. XXXXXXX78@gmail.com

Remember: your Username is unique in the world.

If you enter an existing Username,

you won'’t be able to get a Gmail address.

[ Username

l @gmail.com

© That username is taken. Try another.

- Enter a Password.

A Password is a combination of letters, numbers and symboils.

Common symbols you canuseare: ! & % #
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--------- Confirm

Use 8 or more characters with a mix of letters, numbers &
symbols

Your Password:

- Must be a minimum of 8 characters.

- Should be hard to guess.

A secure password contains both capital letters

and lower case letters.

Password is used to verify your identity when you log in
your account.

Only you know your password.

- Confirm your Password and click Next.

Password Confirm

Use 8 or more characters with a mix of letters, numbers &
symbols
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- If you want,

enter a telephone number and another e-mail address.

Google

Simona, welcome to Google

O[T |

Phone number (optional)
18 - (op )

We'll use your number for account security. it won't be visible to
others

Recovery email address (optional)

We'll use it to keep your account secure

If you forget your password,

you will need this information to recover your password.

Month Day Year

- Enter also your birthday May v 2 1978
Your birthday

and gender.
Gender
Female

Why we ask for this information

- Click Next. e

v

Next
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- Agree the Google Terms of Service and Privacy Policy.

| agree to the Google Terms of Service

| agree to the processing of my information as
described above and further explained in the Privacy
Policy

Cancel Create Account

i

- Click on Create Account. /

Congratulation!
You have created your Gmail account.

From now you can start to use Gmail.
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How to use Gmail
This is the Home page of Gmail.

On the left column you will find a

list of folders.

= M Gmail Q  Searchmai v 0 @
0- ¢ 1-10f1
|- Compose
D Primary & Social Q Promotions
J Inbox 1
% Starred
0 Snooed Get started with Gmail X
> Sent ° Customise your e Change profile W Import contacts D Get Gmail for
‘ - inbox image = and emails mobile
rafts
Meet Google Community Te. Finish setting up your new Google Account - Hi Simona, Welcome to Google. Your new .. 20:28
I Start ameeting
& Join a meeting 0GB (0%) of 15 GB used Terms - Privacy - Programme Policies
Manage
Hangouts
:.Simona +
The folders group different types of e-mail.
[J Inbox 1
. % Starred
Scroll the sidebar >
© Snoozed
with the mouse to see all them. ®» Important
»> Sent
B Drafts 14
» B Cateqories
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- In the Inbox folder [0 Inbox 1
there are the e-mails that you have received.
The number next to the folder indicates

the e-mail you have not read yet.

- In the Sent folder > Sent

there are the e-mails that you have sent.

- In the Drafts folder BB Drafts

there are the e-mails that you have written and not sent yet.

These messages can still be edited.

- In the Bin B Bin

there are the e-mails that you have deleted.

If you want to retrieve an e-mail click on the button Bin.
Select the e-mail you want to retrieve and click Move to.
A drop down menu appears.

Click on Inbox.

15



Move to

= M Gmai

I- Compose

Chats

Scheduled

Ky €

All Mail

Spam

Manage labels

+

Create new label

Meet
W Start a meeting

B Joinameeting

Q  intrash

*  Delete forever

Messages that have been in the Bin forf |

i Norton LifeLock

1.44 GB (9%) of 15 GB used
Manage

0 & 0 ¢ |Dm

Move to:

Norton welcomes | Social

Updates
Forums

Promotions

automatically.

Hello Norton C:

Inbox

Spam

Ter Create new

Manage labels

In this way you have retrieved your e-mail from the trash.
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How to write and send an e-mail in Gmail
- Click the plus button Compose. | compose

The compose window displays.

~.

= M Gmail Q  Searchmai

o- ¢

1-10f 1
I- Compose

[ Primary 2 Social
Inbox New Message - X

Starred me (no subject) To| Ce Bee

Subject
Important

Sent

g
%
0 snoozed
»
>

W Start a meeting
B Join a meeting
1.44 GB (9%) of 15 GB used Terms - P

Manage
Hangouts

. &
® Simona -

WA@co@aabf

De

L =

&
]

- Click on the arrows to enlarge the box.

New Message -] o | X

To ] Cc Becc
Subject

EM:c-cono-

17




- In the TO box type in the e-mail address of the recipients.

New Message

The recipients are people or groups you want to send the
message to.

Example: mariaXXX99@gmail.com
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- In the Subject box write the subject of your message.

New Message

A A SansSeif v ffr B J U A~

MA@@(MMM

The subject describes the content of your message

in a few words.
Examples:
- Information: if you want to ask for information.

- Greetings: if you want to send a message on special occasion.
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- In the message body type in your message.

New Message

Recipients

Subject

Dear Maria

| wish you a wonderful birthday.

| have attached a nice greefing card.
See you soon

Simond

o A SansSerif v T B J U A " S

MA[GJC-J©OEBQ?

L
«
1l
iii
linil
hil

>4

- Click on the Toolbar if you want to visually enhance your text.

“A@JC—J@&B@):"

A toolbar is a set of icons or buttons.

Each icon or button has a different function.
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N A SansSeif v fr B ] UArEv=c=mEEN T X
mgt @QARD 7

Click A

and then:

If you want to change the type of character click
If you want to change the size of your text click
If you want to bold one or more words click

If you want to underline one or more words click

You can also add Attachments to your e-mail.

Sans Serif

e

B
v

An attachment is a file sent with an e-mail message.

An attachment can be a picture, a document, a video.

-Click [lj toadd an attachment to your e-mail.
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A window appears.

- Select the folder from your computer and click Open.

Cancel
va

= |‘| Gmail Q  indraft
@ o
l- « v /" I Desktop v U PO Search Desktop
Organise ~ New folder
(V]
Microsoft Edge Norton 360
* Shortcut 0 Shortcut
) 2 221K8 a 261KB
A VIC media player S
Immages
> 6 Shorteut J] g
‘ AR 1.11KB
) miscellan 7\ Universi
v ﬂ y ? ity
’
S
Meet
File name: V‘ All Files
-
=
Manage
Hangouts
@ Simona +
Y
No recent chats
Start a new one
208

Happy Birthday

mariaxxx99@gmail.com
Happy Birthday

Dear Maria,

| wish you a wonderful birthday.

| have attached a nice greeting card.
See you soon

Simona

“A@J(—)@O}Bbr"

- Select the file you want to attach and click Open.

= |"| Gmail Q  indraft
(3 Open X
F « v > Immages v D O Search Immages
Organise *  New folder =- o
- 9 7]
*
> _'xnum a
. Birthday-wish Happy birthday
v
Meet
File name: | Birthday-wish v | AllFiles %
]
a8
Manage
Hangouts
@ simona +
®
No recent chats
Start a new one
a 98

Q@ @

1-10f1

Happy Birthday

mariaxxx99@gmail.com
Happy Birthday

Dear Maria,

| wish you a wonderful birthday.

| have attached a nice greeting card.
See you soon

Simona

“A@J@@o)abf
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- Make sure your file has been uploaded.

Happy Birthday

mariaxxx99@gmail.com
Happy Birthday

Dear Maria,

| wish you a wonderful birthday.

| have attached a nice greeting card.
See you soon

Simona

Birthday-wish.jpg (67K) X

A~ SansSerif v v B I

<

Av

“A@c—:@&)!bf

I
i
i
liil
Il
=
¢
k<)

]

Now your e-mail is ready to be send.

- Click Send to send the e-mail.

Happy Birthday - X

mariaxxx99@gmail.com
Happy Birthday

Dear Maria,
| wish you a wonderful birthday.
| have attached a nice greeting card.

See you soon

Simona

Birthday-wish.jpg (67K) X

A SansSerf v ;T B JT U A" E-=Z 2 EENM" $ Y

“A@C—D@i)!b;‘

The recipient will receive your e-mail in a few seconds.
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