Name:

Date:

Have A Go: make a gmail address.

New words to remember when
making an email address:

Chrome
Google

Gmail

Sign In

Create Account
Type-Your First Name
username
password
gender

date of birth
country

agree

next

compose

To

recipient
subject
message

send

Q@

attach

Icon/symbols and pictures you will need

to remember:

€ M

Chromse
L Gmall

Google

COMPOSE

Google

One account. All of Google.

-@ -

Icon/symbols and pictures you will need
to remember when using a hand held
digital device like an Iphone or Android-

3 |
K = -

£ Primary B [ ] v
S -
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Name: Date:

Username & Passwords
For Gmail

What is a Username?

~An identification used by a person with access to a computer,
network, or online service.
It is linked with email/ webpages or memberships.
Usually it also has a password.
It allows access to electronic mail (email) such as Gmail
Creating a Username;
with Gmail:
e Don'’t forget to keep your email personal but do not use
your name.
e Don’t make it too long.
Use the blank piece of A4 to Have a Go. Write 3 different
emails that you like the sound of.

Create a Strong Password.
Your password will need to be a minimum of 8 letters or
numbers or both.

Example:

821oytul

Have a go at writing your password.
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Name: Date:

Completing your Gmail account Form on
your computer

Tools you will need before you | Google
start:

e Computer. Create your Google Account
Internet connection.

Google Chrome ——
Google search

Gmail create account login
form- (online form.)

ol 1T YO S 3 -veee o
pen

* paper ——

e Optional extras- Mobile Gandes
phone- to verify your new R
email. - e

Your curen email address

Tell learners that sometimes their

email USERNAME will not be L‘“:*‘ﬂ_“
available and its best to have 2 or st
3

Write your new email address below: this will help you remember.

Example-
ilikecaldlearners@gmail.com

1.

2.

3.

4.

5.

6.

1.
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Name:

Date:

What to type in an emall letter?

Netiquette-

Rules to remember when composing an email-

1. (TO the Recipient) the person/s email addresses who you
want to contact. This MUST be correct.

2 (Subject) a sample of your message or your name.

3. (the Email message) type the reason you are
emailing the message.

Extra Options you need to remember when
sending an email.

Typing and Attaching-
1. You should only type in CAPITAL LETTERS if you want to make an

important point.
Example:
Hi Tommy HAPPY BITRTHDAY.

2. When adding attachments, you will need to find the attachment

icon/ button. it is usually a paper clip.
Example:

3. If you want to attach extra documents/photos or other digital files,

you should say this in the message.
Example:
Hi Mr Ridley,
please find attached your receipt.
kind regards
ICT trainer.
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Making your email look creative or fancy:

Gmail Text Formatting Tools-

Gmail Text styles:
Gmail Text size: Gmail enhance Text tools: Delete the email:
/ Alignment & bullets/

\ v Y o /
SensSerit - | T - B 7 U A- E. = = = = 99 I Reset text:

m A o + «—— Open more options: -
Attachment Link: Spellchecker:
/Click this button to open the font and creative tools: '
¥

Send Button:

u

Other option available to use on your Gmail account:

Insert Drive Insert Insert Insert Insert
document ink picture link emoticon invitation
Y 0‘ B o @ & m

Fun Formatting email example-

Gmall
COMPUTER WORDS FORMATATLING TASKQ

we @ oavo ) ENTER S
EMALg/ GMAL |
L s @ MONTOR ~c  CHROME FORMATTING® g D@t
KEYBOARD@a /1) FONT
CJONTROL PLUS C @ CONTROLPLUS C CONTROL
PLUS V¢/ () CONTROL PLUS Z " JO0CliEy
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Name:

Date:

Signing in / Signing

Signing into your email:

out:

When you want to gain access to your email you will need to go to the

Gmail Sign In page.

This is found on the Google search Page
-usually on the top right hand side of the google search page; as shown below:

€ - C # B htips//www.google.com.au/7gle_rd=criei=38KIV_GvAq78AeUo
[E Copy of Intel Tr2: G Manage your pr @ Best Container G G google [} Photo's, Compu- % inteleasysteps - - [f Photos,Compute: |3 Facebook

Google

One account. All of Google.

Sign in to continue to Gmail

=

Need help?

Create account

One Google Account for everything Google
GMmE@L > €

l

‘Z.:\ Dw

Google

One account. All of Google.

Sign in with your Google Account

Leanne Tite
lemt67 @gmail.com

Need help?

Sign in with a different account

One Google Account for everything Google
GMmBOL +HE

Q% MO

X

» [ Other bookmarks

Gmail Images ias m

Google the company
owns-

e Gmall

e Chrome

e Google Search.

created.
Click Next-

window-
Were you type your
password.

This will open the next

You will need to type your
- Username first.

This is the username you

y:
,ﬂim“-‘*’h
43
Leanne Tite
lemt&7 @gmail.com

o

MNeed help?
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Name:

Date:

Signhing out of your email

Click here located top right of the
Gmail screen.
This will show the Sign out option.

i %’? )
A
) o 4

Add account

o A I.l:

Leanne Tite
lemtb7 @gmail com

Google+ Profile

Sign out

]

Privacy

N

Click the Sign out button,
This will securely close your email.
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