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MODULE 1

Email/Gmail



1.Go to the Google Play Store
or to the App Store.

2. Search for “Gmail".
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3. Download the app.
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1. Go to “Create an account” and 2. Enter your birthday and gender.
enter your first and last name.

Google
Create a Google Account 9

Enter your name Basic information

Enter your birthday and gender

Day
| Month Year

Gender

First name

Surname (optional)

3. Choose the email address or 4. Choose a password that's easy to
write one yourself. write and remember.

Google Google

Choose your Gmail address Create a strong password

Pick a Gmail address or create your own
Create a strong password with a mixture of letters,

numbers and symbols
O geenssara659@gmail.com

Password
O  sarageens359@gmail.com { ................. |

O Create your own Gmail address D Show password

5. Review the account info and click 6. Click on “Express
“Next”. personalisation”.

Google Google

Review your account info Choose personalisation settings

You can use this email address to sign in later

@ Express personalisation (1 step)
Use personalisation settings that deliver tailored content and

Sara Geens ads. We'll remind you in a couple of weeks to review your
sgeens123@gmail.com settings.
—_ m O Manual personalisation (5 steps)
Configure your personalisation settings step by step. You
decide which settings are on or off to get the content and ad
experience that you want

7. Confirm cookies & ID. 8. Accept Terms and Privacy.
Google ‘

Confirm personalisation settings

and cookies Privacy and Terms

!
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< E-mail/ Gmail

% 3. Layout of GMAIL

How you can browse between Where you can see the emails you
different folders. have received.
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Sent = Hide filters All labels Sent = Hide filters
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---e-en-- Forwarded message --------- Va. W

M Screenshot_20... M Screenshot_20... = »

B Almail M Screenshot_20... ) | M Screenshot_20...

® spam

W Trash

Google apps

) calendar

@® contacts

o/ Compose
€83 settings 2/ Compose
] (o}

a

Compose Search bar

Where you can write and send Where you can look up contacts and
an email. emails you have received and sent.
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< E-mail/ Gmail

4. Reading an email

FAVPNG 29 sept.
Welcome to FAVPNG
Hello, thank you for becoming part of the F... ﬁ(

Sari Goukens o 9 aolt
docs
Hallo, In bijlage vind je het nodige document.eﬁ(

B quexmlpdf 9138... o

6 The sender of the email

< B U =

o dOCS Inbox *
Sari Goukens 9 A

(s @ -
tome v

Hallo,

In bijlage vind je het nodige document. e

Mvg,
Sari Goukens

Wetenschappelijk medewerker

Vakgroep Vertalen, tolken en communicatie
Onderzoeksgroep MULTIPLES

Universiteit Gent

e The subject line : what the email is about m
UNIVERSITEIT
GENT
e The text of the email
o The attachment : extra files sent with the email 5 o

(photo, document...)
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Sari Goukens 9 Aug
(s ) “
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Vakgroep Vertalen, tolken en communicatie

«® m = i
00 -

Hallo,

In bijlage vind je het nodige document.
Mvg,

Sari Goukens

Wetenschappelijk medewerker
Onderzoeksgroep MULTIPLES
Universiteit Gent

sari.goukens@ugent.be
+32 498 45 64 26

—_

i
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€\ Reply <« Replyall > Forward
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BB quexmlpdf_..864 nlpdf ¥ '}

To reply to one sender :
Press the bottom left button

To reply to all sender:
Press the bottom middle button

To send the mail to someone else (“forward”) :
Press the bottom right button

To remove the email :
Press the top middle button

To mark the email as unread :
Press the envelope in the top right corner

To go back to the inbox :
Press the arrow in the top left corner



< E-mail/ Gmail

% 5. Writing and sending an email

1.Press “compose”.

= Search in mail e é COm pose @

Sent ~ To ~ Attachment ~ Date ~

Sent = Hide filters e
(5 it saug From sgoukens@gmail.com

M screens hot_202...

) To sari.goukens@ugent.be v

e To: sari.goukens 28 Feb
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(no subject) ﬁ
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Compose email

/ Compose E

From :your own email address (the sender)

To :the email address of the person you want to send an
email to (the recipient)

Subject : the topic of your email
Compose email : here you write the text of your email

Paper airplane/ send button : press the airplane in the top
right corner to send the email



To add attachments (photo or document) :

1.Press the paper clip in the top 2. Click on "attach file”.
right corner.
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¢« Compose S

¢ Compose Attach file

)

From sgoukens@gmail.com

i Insert from Drive
To esari.goukens@ugent.be v From  sgoukens@gmail.cc
Meeting 10/10 To e sari.goukens@ugent.be v
Hello,

| wanted you ask what time our meeting is next
monday?

Thank you!

Kind regards,

3. Pick the file/ photo you want to 4.You can see the attachment at the
attach. bottom of your email.
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< Compose e B
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= Recent Qi
From sgoukens@gmail.com
E Images m Audio “ Videos n Docun| To °sari.goukens@ugent.be v

BROWSE FILES IN OTHER APPS Meeting 10/10

Hello,
L m . .L | wanted you ask what time our meeting is next

i X . monday?
Drive Music OneDrive Photos
Thank you!
Recent files B Kind regards,

Sara
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1.What is the spam filter ?

It filters emails that are seen as unwanted or
may contain a virus, so they do not show up in

the inbox

3. Click on the three dots in the
upper right corner (the menu).

@ Spam
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Hallo,

In bijlage vind je het nodige document.

Mva.

2. Indicate the email you want to

mark as spam.
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4. Click on “report spam”.
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Move to

Snooze

Sari Goukens 9 Aug
* Change labels
tome v

Mark important
Hallo,

Mute
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Print all
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Sari Goukens | Report spam I

Wetenschappelijk medewerl  Add to Tasks
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Universiteit Gent AP el

To check what is in the spam folder :

1.Click on the menu (three horizontal
stripes) in the upper left corner

Sent
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Doc
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2. Click on “Spam”:
You can now see the Spam
folder

Gmail

LD Toutes les boites

D Boite de réception

Tous les libellés

i\( Messages suivis
En attente
Important

Envoyés

g V U 0

Envois programmés

]

Boite d'envoi

Brouillons 1

Tous les messages

Spam
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Click here



https://www.youtube.com/watch?v=3DoXs54t2JQ&list=PLv5amWEV2RXOJnBEj9JjcmIZTIpE41XR8
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You have completed
module 1 - Email/Gmail




