
Web-Based Email

Welcome to….



Mailbox Labels List

Inbox:      Contains the incoming  messages you 
receive.   

Starred:     Contains messages or conversations with              
special status.

Chats:       Stores your Gmail and Google Talk chats          
in your gmail account.

Sent Mail:  Holds copies of the messages you have
sent.                     

Drafts:       Stores drafts of unsent messages until 
you  are ready to send them.             

All Mail: Your archive folder, stores all the mail, 
you have ever sent or received, but have 
not  deleted. 

Spam:        Stores automatically filtered unwanted 
emails.

Trash :       Stores copies of deleted items.

Contacts: Gmail address book. 



Reading Mail

• Login to your Gmail account
• Click Inbox in the label list.
• Click on a name of a sender to open a message.



Write and Send a Message

• Click Compose Mail.
• In the To line type the recipient’s e-mail address, or select a 

name from the Contacts list.
• In the Subject line, type a brief description of the message.
• Type your message and click Send.



Replying to a Message

• Open the message from the Inbox.
• Click the Reply button to send the message to the sender only, or choose 

Reply to all to send the message to the sender and all recipients.
• Type in your message.
• Click the Send button.



Forwarding a Message 

• Open a message you wish to forward.
• Click the small blue arrow in the upper right hand corner  

of the message.
• Choose Forward option from a pull down menu.
• Type the appropriate recipient information in the To text 

box.
• Click the Send button.



Sending Attachments 

• Create a new mail 
message.

• Click Attach a  File.
• Click the location of the

file you want to attach 
in the Look  in box of  
the Choose File 
window.

• Click the file you want 
to attach.

• Click Open.



Open a Message Attachment 

• Click Download at the 
bottom of the message.

• Choose to Open or 
Save the file.

• Opening the file 
displays attachment in 
a new window.

• Close the window to 
return to Gmail,  or

• Click View as HTML, or 
• Click  Open as a 

Google Document.



Printing Messages

• Open the message you wish to print.
• Click the down arrow next to Reply at the top right of the message.
• Click the Print option.



Creating Contacts

• Click Contacts along the left side of any page.
• Click the Create Contact link at the top of 

the Contact Manager window.
• Enter your contact information in the appropriate fields.
• Click Save to add your contact.



Creating Contact Groups
• Click Contacts along the left side 

of any page.
• Click the Groups button at the top 

of the Contact Manager.
• Click Create group.
• Type in the name of the group.
• Click Create Group.

To add  contacts to a contact group:
• Click  the All Contacts  button.
• Select contacts you want to add to 

the group.
• Select the name of the group 

under Add contact to menu.
• The contacts will be added to the 

group.



Removing a contact from a 
contact group

• Click Contacts.
• Select the group name.
• Choose the contact you want to remove from the group.
• Click the Remove from group button.



Deleting a contact
• Click Contacts along 

the left side of any 
page.

• Select the All 
contacts button.

• Select the contact  to 
delete.

• Click OK.



Archiving Mail

• Select the message 
by checking the box 
next to the sender’s 
name.

• Click Archive.
• Message will be 

available in the All 
Mail label.



Creating a Unique Signature

• Click Settings.
• Enter your signature text in the box at the bottom of the page next to the 

Signature option.
• As you type, the radio button will shift from No Signature

to the text box.
• Click Save Changes.



Creating Labels

• Select the message to 
label by checking the box 
next to the sender’s 
name.

• Select New label from 
the More Actions…
drop-down menu.

• Enter the name of the 
new label in the text box.

• Click OK.



Changing Your Password

• Click Settings.
• Open the Accounts

tab.
• Click Google Account 

settings.
• In the new window,click 

Change password
under the Personal  
information option.

• Enter your current 
password and your 
new password.

• Click Save.
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