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Guide to
Emailing

Email is short for
'‘electronic mail’
and is a way of
keeping in touch
with friends and
family.
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How to Email

You can set up an email account using one of the many online
services, such as Google Mail (commonly known as Gmail),
Outlook and Yahoo.

Each email service will need slightly different information from you to
set up an account. Usually, you would have to complete an online form
with your full name, date of birth, gender and your choice of email
address. This has to be unique, so you might have to try a few times to
come up with one that isn't already in use; e.g. 'joe.bloggs@gmail.com’
or 'joe.bloggs@outlook.com'.

Your choice of password should be strong. Try using a combination of
letters numbers and symbols if possible.

Your phone number may be used to verify your account, where you'll
get sent a code over text message which you need to enter onto the
web page.

You can also download the email apps, to access your emails easily on
your smartphone or tablet. If you have an Android phone, the Gmail
app will be automatically downloaded to your phone.

These are the different
icons for email.
Depending on your

device the picture could
be one of the 4
examples.
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How to set up a Gmail Account

1.

Google
Signin

with your Google Account

Email or phone

Forgot email?

Mot your computer? Use Guest mode to sign in priva |":.'
Learn more

Croﬂte nccqunt “
]

Go to www.gmail.com and
click 'Create Account'.

3. Google 4,

Verify your phone number

For your security, Google wants to make sure it's
really you. Google will send a text message with a
6-digit verification code. Standard rates apply

= 9195559555

Ei:l.c . m
o )

Enter your phone number to
verify your account - this is for
your security. Enter the code
your have been texted to
verify.
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2. Google

Create your Google Account

Elena Casarosa

ecasarosal @gmail.com
You can wse letters, numbers B periads

Available

casarosaed elenacasarosaB9%5 casarosaelenal0b

Use my current email address instead

The sign-up form will now
appear. Enter in the
information required and
click 'Next'.

Google

We'll use it 1o keep your account secure

Elena, welcome to Google
8 March 02
ecasarosa3@gmail.com

‘Your birthday

Females

=] 9195559555

Well use your number or account security. It won be visible 1o
others

Now enter your personal
information required such
as your name and date of
birth.




How to set up a Gmail Account

5.

6.

Google
Privacy and Terms

We also combine this data ameng our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
bazed an infacmation abaut your interesis, which we
can derive from your use of Search and YouTube, and
we uge data fram trilions of search queries to build
spell-corection models that we use across all of our
services.

¥ou're in control

Depending on your account setlings, some of this data
may be asseciated with your Google Account and we
treat thiz data az personal infarmation. You can contrel
haw we collect and use this data now by clicking "Mare
Options” below. You can always adjust your controls
later or withdraw your consent for the Tulure by visiting
My Account [myaccount.google.com)

MORE OPTIONS  »

You now need to review Google's Terms of Service and
Privacy Policy. Once you have read these click 'l Agree'.

Gmail Images i 0 G

Elena Casarosa
ecasanosa@gmail.com

Privacy

Google Account

< o g Ie Add aceount Slgn out

Your account has now been created!
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Reading & Sending Emails

1. | |
Inbox Once you open your

- emails it will take you
into your inbox. Your
inbox is where you'll
receive emails. If the
email is bold with a blue
dot next to it, it means it
is new and you haven't
read it yet.

Apple Users Gmail Users

2 14:43 Tue 8 Oct =424 m 14:562 Tue 8 Oct
® ¢ Mailboxes Edit [ //
Email

Inbox

@ Apple

Introducing Apple Watch Series 5. Eml

This guide will help with rememberi

= —

» Compose
Thank you }

LL}
User Tutar L J
Sent from my iPad

To create a new email click on the paper and pen icon, as
indicated above. For Gmail users, you click on the 'Compose’
icon below 'create a new email'.

A blank version of the picture above will then appear for you to
type out your email.
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What Goes Where?

Press to

Enter th il
nter the emai Send your

address you
want to message

14:52 Tue 8 Oct

Cancel

To: user2@lincsdigital.org. Uk Title your email
Cc/Bcec:
Subject: Email

This guide will help with remembering how to us email.

Thank you
User Tutor

Sent from my iPad

Content of your

email goes here
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Emailing Attachments

' vodafone UK =

N

/On either your iPad or iPhone, hold
your finger down on the screen over
the area for the email content.

Cancel New Message

Then these options should appear as
shown below. Click on either 'insert
photo or video' or 'add attachment'
depending on whether you want to
attach a picture or a document /

Sent from my iPhone

giwlelrjt]yjuljiljo
15:02 Tue 8 Oct = 47% @ )
Cancel Attachment included Send
lo: Tutor LD

Insert Photo or Video Add Attachment Insert Drawing

Select the document or photo you
want to attach. Once it is in the
email, just press 'send'.
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. To attach something on
Outlook, click on the paperclip
that says 'Attach'. Select what
you want to attach and then
click 'send".

To attach on Gmail, just click
on the paperclip, that says
'Attach files' and select the
document or picture and
click 'Send".

Age UK Camden can help you feel more confident with technology, via
our group and 1-2-1 sessions throughout the borough.

0207 239 0400
digitalinclusion@ageukcamden.org.uk

Age UK Camden
68 Parkway, Camden, London, NW1 7AH
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@ Age UK Camden Emailing


mailto:digitalinclusion@ageukcamden.org.uk
mailto:digitalinclusion@ageukcamden.org.uk

