Google Apps | Getting Started

If you're using an old version of Gmail, your Inbox may look a little different.

E Gmail: Sending, replying, attachments, and printing

Welcome to Gmail. This document will give you a quick overview of how Gmail works with you
to make your life easier. Let’s get started!

Your Inbox

When you sign in to Gmail, you’ll see a list of any messages you've received in your Inbox. Here's an example:
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Unread messages are in bold. To open a message, simply click it in your message list.

About conversations

By default, replies to messages are grouped into conversations. A conversation keeps all messages in a thread
together, which makes it easier to keep track of them and reduces Inbox clutter. Here's how a conversation
appears in your Inbox:

Sondra, me, Murthy (3) Support Widget - next steps - Hi everyone Now 29
Alice, me (2) Mew website design - Thanks Alice. It looks ¢ Hov 29

Note that the number of messages in a conversation appears to the right of senders' names.
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Here's what an opened conversation looks like:

Support Widget - next steps et x B &8

Sondra Jenking 4:05 PM (20 hours ago)
Hi everyone, | wanted to siad a new thread to discuss next steps

Cassy Smith 4:19 PM (19 hours aga)
Hi Sondra, This document descnbes how it ol should work. Let r

Murthy Desdai mdes  4:22 P {19 hours ago) =
to me, Sondra, Bryan, Paul (=

Sondra, the plan is to highlght just the most imporiant content
Bryan can geae you the piontized list

Thanks for orgamizing s progect

Note: You can control whether messages are grouped into conversations: Click the Gear icon and then Settings
in the upper-right corner of your Inbox and, on the General tab, scroll to Conversation View.

If Conversation View is off, new messages won'’t be grouped into conversations, and any existing

conversations are ungrouped into separate messages.

If Conversation View is on, you can't separate the messages in a conversation. However, if you want to
send a reply but don't want it to be added to the conversation, you can simply change the subject line in

your reply.

Compose a message

1.

In the pane on the left, click COMPOSE.
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2. A new message opens near the lower-right of your Gmail window. To minimize the new message click =

. Click Esl to pop out the message into a new window. You can resize the message window and move it
around the screen this way.

3. Inthe To field, type the first letter or letters of a recipient's name to look up their email address in your
corporate directory. (When you are not adding addresses, the To field is labeled Recipients.)

Mirs bl v s - X

Sl Murthy Desdal
== monsdal@sclarmon com

Dean Shult
daanilisolArmor. com

= Mary Dofma
?; STRBEDSOIAMMONE. GO

4. To add a Cc or a Bec, simply click Cc or Bec that shows up when you’re entering addresses. You can
also drag and drop email addresses between To, Cc, and Bcec.

Ta  Alics Abamalby
Co  Banito Caccialons {solarmom oom) Mary m’i“

Bes  Murihy Deadai

5. Enter a subject and the message text. Your email pane will grow as you type to fit your message.

Format your message

To format the text of your message, click the A icon to expand your formatting options.
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Add a file attachment, image, or link

Hover over the paperclip icon on the bottom of the message to show options for attaching a file; inserting a
picture, document, emoticon, or calendar invite; or creating a hyperlink.

IE'.!}E“@E‘

To attach a file, click the paperclip and then browse for the file on your computer or local network. Once
attached, the file appears at the bottom of the message. To remove an attachment, just click the x.
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You can also attach files by dragging and dropping them into the body of the email. The files will attach at the
bottom of the email.

868 i foluwos
FAVOAITIES

o1 Adl My Files Solarmora Loge Rodesign

g:dw:. |l:,,, | |l'§ |

B Destingnt s Solarmoen Loge

u Dowmloads Black & Whine

[ Mowins

J7 Music .

Pictures = Commdrs Smm - -

el arars [ g, grag [P 1E =

]
—_— . e <2
T — FRAL . - BEy: -

N -

To embed an image in your email, you can click the Insert photos icon and browse for the file or, if you have
Chrome, drag a single file and drop it into the body of the message. It doesn’t matter where you drop your image,
the file will position itself where you last clicked in the message.
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Insert a calendar invitation

Insert a calendar invitation into your email by clicking the Insert invitation icon and filling out the fields. The

invitation will be sent to everyone copied on the message.
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Send a message

At the bottom of the message window, click Send. A message appears at the top of the mail window, confirming
that your message was sent.

Your message has been sent.

Note: When you exit the message, a draft is automatically saved to your Drafts folder. (While composing your
message, Gmail updates drafts automatically and notifies you by writing Saved next to the trash can, as seen
below.) If you decide to discard your message instead of sending it at a later time, click the trash can to delete it.

Reply to a Message

You can reply to just the sender or to all recipients of a message.

=
+

To reply to a single message or the last message in a conversation
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1. Open the message. If the message is part of a conversation, open the conversation and select the
message you want to reply to.

2. At the bottom of the message, click Reply (to reply to just the sender) or Reply to all (to reply to all
recipients). The Reply to all option won’t appear if the email was only sent to you.

Click i ko %{ Reply 1o 8, or Forsand

3. Optionally, you can change your reply format by clicking the arrow next to the Recipients field, or add
new email addresses to the conversation by clicking directly in the Recipients field.

|h-| Murthy Deadai

. Regply to Murthy ODeadal
i, Riply all to Musthy Deadal, Sondra Jenking, Bryan Flannigan + 1
= Forand @

Stan separte convaersation (ne subject)

4. Enter your reply in the message field.
5. At the bottom of the message, click Send.

To reply to an earlier message in a conversation

1. Open the conversation and select the message you want to reply to.
2. Toreply to just the sender, click the Reply button:

E Alice Abemathy 351 PM (22 hours ago) * -
to Gavin, Bamy, Website, ma (= nm
Here's a dight for the new site design, Plegss gan I
feedback

If you’d rather reply to all recipients, click the down arrow next to the Reply button, and then click Reply
to all:

Alice Abemathy alice@sclamara.com 351 PM (23 hours aga) L -
to Gavin, Bary, Website, ma (= & Reply
Here's a drafl for the new site design. Please send me y 4, Reply to all
= Forward {b
Fillar messages ke this
Thanks Frim
Ay Delete this messagps

Ml st up a meeting for neat week to finalize
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3. Optionally, add other email addresses to which to send the reply.
4. Enter your reply in the message field.
5. At the bottom of the message, click Send.

Forward a Message

You can forward a message, just a single message in a conversation, or an entire conversation.

To forward a message or a single message in a conversation:

1. Open the message. If the message is part of a conversation, open the conversation and select the
message to forward.

2. At the bottom of the message, click Forward.

. i i ply £y Farwid
"8

Note: If you have a conversation open, the Forward link sends the last (most recent) message. If you'd
rather forward an earlier message in the conversation, select the message, click the down arrow next to
the message’s Reply button, and then click Forward:

Sondra Jenkins 405 PM (23 hours aga) = -
to me, Burthy, Bogan, F # Reply
Hi everyone e, Faply to all

= [Forwand

| wanted to siar a new | ‘i:g
porting in content, as pg | Wef messages ke this

clear, | can s&l up a qui Print

3. Enter the email addresses to which to forward the message, and add any notes in the message field.

4. |If the message has an attachment that you don't want to forward, uncheck the box next to the
attachment's file name, below the Subject field.

5. At the bottom of the message, click Send.

To forward an entire conversation:

1. Open the conversation.
2. In the menu bar above the conversation, click More and then click Forward all.
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3. At the bottom of the message, click Send.

The recipient receives a single message containing all messages in the conversation, listed in order of
oldest to most recent.

Print a Message

You can print a single message or an entire conversation.

To print a single message or an entire conversation:

1. Open the message or conversation.
2. At the upper right of the message, click the Print all icon.

B &8

A printer-friendly version of the conversation appears.

3. Use your web browser’s Print options to print the message.

To print a single message within a conversation:

1. Open the conversation and select the message you want to print.
2. In the message, click the down arrow to the right of the Reply button, and then click Print.
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A printer-friendly version of the message appears.

3. Use your web browser’s Print options to print the message.
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