Using Your Gmail Account




Home Page

The home page is the first page that you see when you access the internet.
In the Libraries the Home Page looks something like this.
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Search Engine

To access a search engine click here with your mouse and type th
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{ Leisure and Culture Charitable Trust | Working in partnership with Dundee City Council - Windows Internet Explorer

e following

@\_)v ‘@ leisureandculturedundee.com
File Edit View Favorites Tools Help X d0snaglt
<y Favortes | 55

@ Leisure and Culture Charitable Trust | Working in part...

IEisure “7A-Z of Services
culture ouno::

Home =~ ContactUs WhatsOn Libraries  Culture Leisureand Sport

about us...

Make the most of the Summer with Leisure & Culture Duhdee.
Why not browse our new website and find out what's on offer?

We are committed to delivering excellent public service through high quality Leisure,

Spert, Cultural and Learning fies to the citizens of Dundee

[N NN

Working In Partnership
with Dundee City Council

EVENTS &




Google Home Page

To use you Gmail click with your mouse
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Log into Your Gmalll

1. Click on the sign in box and enter your email address

MNew to Gmail? CREATE AN ACCOUNT

Google

Gmail
A Google approach to email.

Gmail is built on the idea that email can be more intuitive, efficient. and useful. And maybe even fun. After Username

all, Gmail has
b Lots of space Password
Cwer 7653.115420 megabytes (and counting) of free storage
Less spam ) _ _
Keep unwanted messages out of your inhox m Stay signed in
Mobile access C your account?
Get Gmail on your mobile phone. Learn more

About Gmail  Mew features!  Switch to Gmail ~ Create an account

Latest News from Gmail

Hide marning and night hours in Calendar
How often do you have something scheduled at 3am? What about 10pm? If the answer is almost

never, you
3 R

2. Now click in the password box and enter your password you will not see the letters so be very careful




Reading an Emal
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Talk face to face

Try video chat

To read an email from someone you know click on one of the emails in your inbox here.




Email Options

When you are finished with your email you can either = peete it
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You also have a
button but be very careful
how you use this as

some people treat emails
that have been forwarded as
rubbish and don’t read them

VWe know it can be a pain to switch email ac nts. and we hope this makes the transition to Gmail a hit easier

- The Gmail Team

Flzs t= = if you're using Internet Explorer 8.0, To tsks

to 5 fully supported

= of the |atest Gmail features,

that impaorting is not avaj

Reply Forward
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Sending a New Emall

+You Gmail Calendar Documents Photos Sites Web More

C I v‘ iI Search Mail Search the Web

Thousands of online accounts are hijacked every day. Enable 2 step verification to protect your account. Learn i

Mail Dundee Vouchers - www. GROUPON. co.uk/Dundee+Coupons - 1 ridiculously huge Coupon a Day. Get 50-90% Off Dundee's Best!

Contacts

Tasks - Archive | Spam  Delete | =2 Movetow | Labelsw lare v

Compase mail Import your contacts and old email 1nbox | x L

Inbox (2) Gmail Team mail-noreply@google.com to me Moy 15 Reply
Buzz @
Starred T
Important
Sent Mail

Drafts

You can import your contacts and mail from Yaheo!, Hotmail, AOL, and many other web mail or POP accounts. If you want, we'll even keep
importing your mail for the next 30 days

Import contacts and mail »

Personal
Travel
6 more

Chat ==

Forward
David Michie
Try now

Unable to reach Gmail

Please check your internet

To send a new email you click on | compese mai




Filling In the Detalls

1. You need to put the persons address that you
want the email to go in the TO box
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Talk face to face

Try video chat
Call phone

Invite a friend =
Give Gmail to
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3. Now you are ready to write your message by clicking here with your mouse




Sending

When you have finished your email and checked the spelling click onthe  sena = button
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Signing Out

1.When you have finished with your Gmail you must always sign out you first click here
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