Initial Set up for Gmail
Double click on IE and type in the address bar: http://mail.google.com
1. Initial setup:  Click on sign up for Gmail in the lower right corner.

2. Click in each blue space and type in your first name, last name, and desired email user name.  Click on check for availability to make sure that user name you selected is available ( use letters and numbers).

3. Choose a password, type in twice.  (WRITE THIS DOWN ALONG WITH YOUR USER NAME AND KEEP IN A SAFE PLACE)
4. Scroll down and click on the “choose a security question” area, and pick one of the questions, and type in the answer in the right area.  You may need to write this down, too.

5. Type in the wacky letters as best you can; if you get them wrong you may need to type them in again, along with any other red area that is blank when the page reloads.

6. You can scan the agreement, if you want to, and then click on I accept. Create my account.
7. When you are successful, you will be taken to a new page, and in the upper right hand corner, click on I’m ready, show me my account!
8. You’ll see your name at the top of the page, and your own gmail account is set up!  Congrats!
Gmail Instructions:  gmail.com, type in username and password.
This is the older version of Gmail instructions.

Can’t log in to your account, then, click on gmail help, account information and then click on:

“I cannot access my account”
We apologize for any inconvenience you’re experiencing by not being able to access Gmail. To resolve this issue as quickly as possible, please follow the troubleshooting steps below. Following the instructions exactly will help ensure the best results.

	What’s preventing you from accessing Gmail?
[image: image1.wmf]I forgot my password 
[image: image2.wmf]I forgot my username 
[image: image3.wmf]My account has been compromised 
[image: image4.wmf]My password doesn’t seem to be working 
[image: image5.wmf]Loading issues 
[image: image6.wmf]Another error or problem 

	Choose one of the topics at a time to get your information.


Creating contacts
To add a new person that emails you to your contacts list.  Double click to open the email and click the triangle next to reply (upper right corner of the email) and click add the person’s name to the contact list shown in the drop down menu.
To create a contact:

1. Click Contacts along the left side of any page. In the new version, click the people icon or to create a group, click the people icon + button.
2. Click the New Contact button in the top-left corner of the Contact Manager. 

3. Enter your contact's information in the appropriate fields. 

4. Click Save to add your contact. 

You can enter additional contact info by clicking More Information or by clicking the add link next to the appropriate field. Enter your contact's information in the appropriate fields and click Save. 

Email addresses are automatically added to your Contacts list each time you use the Reply, Reply to all, or Forward functions to send messages to addresses not previously stored in your Contacts list. Also, each time you unmark a message as Spam, your Contacts list is automatically updated so that future messages from that sender are received in your inbox. [image: image7.png]



Sending messages

Here's a guide to what you'll need to do in order to send a message in Gmail: 

The essentials 
· Click the Compose Mail link on any Gmail screen (it's on the left, under the Gmail logo). 

· Enter your recipient's email address. You can type the address in the 'To:' field, or find the address in your Contacts list. 

· Enter a subject for your message in the 'Subject:' field. 

· Write your message! Just click in the large field and type away. 

· When you're done composing, click the Send button (located just above the 'To:' field). You'll see a confirmation at the top of the window that your message was sent. 

Extras
· You can change the formatting, font, and color of your message text using the tools located above the compose window. You can also attach files. 

· We suggest using the carbon copy feature when you'd like to include additional recipients whose responses are welcome but not required. Display this field by clicking Add Cc. The blind carbon copy field (click Add Bcc to display) lets you hide recipients' addresses and names from one another. 

· When you begin to type an address in the 'To:,' 'Cc:,' or 'Bcc:' fields, Gmail will suggest complete addresses from your Contacts list. 

· As you compose a message, we'll automatically save drafts every few minutes so you can leave your message and come back to it later before sending it out. You can also click the Save Now button at any time to save what you've written. 

Forwarding messages

To forward an individual message: 
1. Open the appropriate conversation and select the message to forward. 

2. Click Forward from the bottom of the message card. 

3. Enter the email address(es) to which the email should be forwarded, and add any notes in the message field. If the message has attachments, you can choose not to forward them by deselecting the checkbox next to the filename below the Subject field. 

4. Click Send. 

To forward an entire conversation:
1. Open the appropriate conversation. 

2. Click Forward all from the right side of the Conversation View. 

Forwarding an entire conversation will add all messages from a conversation into a single message. Each message will be clearly marked, and will be listed in order from oldest to most recent.

To forward an inline image:
1. Open the message you'd like to forward. 

2. Click Forward along the bottom of the message. 

3. Click Rich formatting >> above the text field of the message you're forwarding. 

4. Click Send. 
To reply to an email:

Double click to open the email and click reply in the upper right corner of the email, and this will drag your original email and address the email automatically.
Maximum attachment size

With Gmail, you can send and receive messages up to 20 megabytes (MB) in size. However, the precise amount allowable will depend on the attachment.

When you add an attachment, the size of a file may increase because transport encodings are automatically added. (Transport encodings are the information that allows your message to be safely sent and read.)

This means that in some cases, attachments that are 17 to 20MB in size may push the total message size above 20MB. When this happens, Gmail displays a warning that your message exceeds the 20MB limit.

Please note that you may not be able to send larger attachments to contacts who use other email services with smaller attachment limits. If your attachment bounces, you should invite them to Gmail.
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