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Gmail & More! 

Gmail   

Registering for a Google Account.  * If you already have a Gmail account, you by default have a google  

account and will use that same email address as a login and same password.  

3. The signup form will appear. Follow the directions and enter the required information, such as your name, 
birthdate, and gender.  

To create an account: 

1. Go to www.gmail.com. 

2. Click Create an account. 
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4. Finally, review Google's Terms of Service and Privacy Policy, click the check box, then click Next step.  

5. The Create your profile page will appear. Click Add a photo if you want to add a photo to your Google+ 
profile. If you don't want to set a profile photo at this time, click Next step.  

6. Your account will be created, and the Google welcome page  will appear. Below is how your inbox will 
look . 

Mail Settings 
Occasionally, you may want to make adjustments to Gmail's appearance or behavior. For example, you could 
create a signature or vacation reply, edit your labels, or change the theme. These adjustments can be made 
from your Mail settings. 

To access your mail settings: 

Click the gear icon near the top-right corner of the page, and select Settings. Most of what you will need is 
under general:  language, reply behavior, default text style,  conversation view, desktop notifications, 
shortcuts,  your  account photo/icon, signature, and away message. 

http://www.google.com/intl/en/policies/terms/
http://www.google.com/intl/en/policies/privacy/
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2. From here, you can select the theme you want by clicking on it.. Then click Save to finish. 

Adding Contacts 

To add a contact: 

1. Click the window  menu button on the  top right of the screen ,select Contacts. 

To Change Your Theme: 
 
1. Click the gear icon in the top right corner of the page, and select Themes 
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2. Your contacts screen will appear. Click the New Contact icon. 

3. Type the person's information into the card. Make sure to save. 

To Edit a Contact: 

1. Go to contacts and select the person.  

2. Click the edit button  on the right 
side of the card, remember to save 
changes. 

By default, when you send an email to a new address, Gmail adds the address to your contacts. You can 
then go to your contacts to edit the person's information as needed.  
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To Send an Email: 

1. In the left menu pane, click the Compose button.  

2. The compose window will appear in the lower-right corner of the page.  

3. You'll need to add one or more recipients to the To: field.  If you want to use Cc and Bcc, it appears on the 
right side of this field.  

4. Type a Subject for the message. 

5. In the Body field, type your message. When you're done, 
click Send. 

To Undo Sending Email: 

To customize undo send, go to email settings. 

 

When you send an email, there will be a box that 

pops up that says Email Sent– Undo Send. This stays 

for up to 30 seconds after you send the email. 
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To Add an Attachment: 

2. The File Upload dialog box will appear. Choose the file you want to attach, then click Open.  

1. While composing an email, click the paperclip icon at the bottom of the compose window.  

3. The attachment will begin to upload. Most attachments will upload within a few seconds, but larger ones 
can take longer.   

4. When you're ready to send your email, click Send. 
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Reading Email 

By default, any email you receive will go to your inbox. You'll be able to tell which emails are unread because 
they'll be bold. You can also see the name of the sender, the subject of the email, and the first few words of 
the email body. This means even before you select an email, you can tell quite a few things about it. 

1. From your inbox, click the email you want to read.   

 Archive, Report Spam, Delete, Mark as unread, Snooze, Move to,  Labels,  and the more menu is all 
at the top line of the email underneath the search mail bar. 

 In each email is a print button, you can print all, or use the options menu to print what is showing. 

 You can Reply, Reply to all, or Forward the email to someone else. 

 Star the email if you want to save it for any reason. This makes it easier to find. 
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To Open an Attachment: 

1. When an email has an attachment, it will look like this in your inbox. The file below is a word document, 
and you know this by the W icon.  Click on it to view.  

When using the 

Gmail app, this is 

what your inbox 

looks like. Tap on 

the email to view 

the message. 

(picture of email 

below) 

By tapping the 

menu button in the 

top left corner, the 

side slides out 

where you can ac-

cess your sent mail, 

trash, junk, and 

other folders you 

might make. 

This is what an 

email looks like 

when you open it 

up. To respond 

back, tap the reply 

button on the 

button.  

To write a new 

email message, tap 

the pencil icon on 

the main inbox 

page (first picture). 

You will be given a 

blank email to fill in 

the address, sub-

ject and space to 

write your email. 

Gmail App 
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2. Click  the Download  icon (the arrow pointing down) to save the attachment to your computer. If your 
computer asks whether you want to Open or Save it, choose Save. You can then locate the file on your com-
puter (usually in your documents folder) and double-click it to open it. Alternatively, you can click View to 
open the file within your browser if it is a file type Gmail recognizes.  You can also add it to your drive by 
clicking the drive icon. If you want to print, it works best to download FIRST. 

To Delete a Message: 

While viewing the message, click the Delete button.  
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Accessing Google Drive 
Once you've set up your Google account, you can access Google Drive by going to http://drive.google.com in 
your web browser. You can also navigate to Google Drive from any Google page (such as Gmail or Google 
search) by selecting the grid icon near the top-right corner, then clicking Drive.  

To Upload a File: 

1. From Google Drive, locate and select the New button, then select File upload. 

Google Drive 

Google Drive gives you 15 gigabytes (15GB) of free storage space to upload files from your computer and 
store them in the cloud. Once you upload a file—no matter what type of file it is—you'll be able to manage, 
organize, share, and access it from anywhere. And because the files on Google Drive are synced across your 
devices, you'll always see the most recent version of a file.   

http://drive.google.com
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2. Locate and select the file(s) you want to upload, then click Open. 

3. The file(s) will be uploaded to your Google Drive.  

Depending on your browser and operating system, you may be able to upload files by clicking and dragging a 
file from your computer into your Google Drive.  
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Google Docs 

To create a new file: 

1. From Google Drive, locate and select the New button, then choose 
the type of file you want to create. In our example, we'll select 
Google Docs to create a new document. 

2. Your new file will appear in a new tab on your browser. Locate and 
select Untitled document in the upper-left corner.  

3. The Rename dialog box will appear. Type a name for your file, then click OK. 

4. Your file will be renamed. You can access the file at any time from your Google Drive, where it will be 
saved automatically. Simply double-click to open the file again.  
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**You may notice that there is no Save button for your files. This is because Google Drive uses autosave, 
which automatically and immediately saves your files as you edit them. ** 

Collaborating on Documents 

1. Click the Mode Button (pencil icon and will be currently set as Editing.) 

2. Select Suggesting or viewing 

3. Select the file format you want 

4. Another person can make suggestions for editing, Google Docs displays a box with the edits and you can 

accept or reject them. 

Share Files and Folders 

1. Select the file or folder you want to share. 

2. Click the share button. 

 

 

3.   Enter in the name and email address of the person you’re sharing with, set the level of access, add a note 

if needed and click send. 
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Google Calendar 

Navigation Buttons View Options Apps Icon 

Mini Calendar 

Turn a calendar 

display on and 

off 

Schedule Area 

1. Click on a blank space on the calendar. A small box will 
appear for you to enter basic information about the 
event.  

2. Click the Create event button to finish, or click the Edit 
event link to enter more details.  

Scheduling Events 
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Adding Information to an Event 

1. Click the red Create button at the top-left of the window.  

2. A form will appear for you to enter information about the event. The only information you need to enter 
is the title of the event and the time, but more information can be useful for anyone looking at the event.  
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Share Your Calendar 

 

1. Click the drop-down arrow next to the calendar you want to share in the calendar list 

2. Click share this Calendar. 

3. Select the Share this Calendar with Others check box. Under Persons, fill in the email address you want 

to add. 

4. Click the Permission settings drop-down arrow and choose an action. 

5. To add more than one, click on the Add Person button. Then Click the Save button. 

Google Photos 

Google photos is a place in the cloud you can store photos from 

your computer, but also your mobile devices viz the Google 

Photos App. Space in unlimited in Google photos, unlike the 

drive.  But this only applies to photo and video s. When you 

download the App, it asks if you want to back up all of the pho-

tos currently on your mobile device. See the photo to the right. 

Tap the slider to turn the back up on or off. Then Tap Done.  
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Google Photos in Your Browser 

Here is where  you can navigate 

your photos, share photos, or make 

a project.  
Click here to upload any photos 

from your computer. It will ask 

you to choose your files and 

open.  

Click on the menu button to  have 

another place to navigate your 

photos, share photos, see the 

trash, and settings. 
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Other Resources for Help: 

Gmail Help Center: https://support.google.com/mail/?hl=en#topic=3394144 

Google Help Center: https://support.google.com/ 

Google Apps Learning Center: http://learn.googleapps.com/?rd=1 

Goodwill Community Foundation: http://www.gcflearnfree.org/ 

Google Photos App  

Use the buttons at 

the bottom of the 

screen to navigate 

the Google Photos 

App.  

The menu button in the 

top left corner will pop 

out ,when you tap it, the 

same menu like it does on 

the browser to navigate 

and go to settings.  

My Contact Information 

Amanda Brzeszkiewicz Library Assistant I– Media Instructor 

Middleton Public Library amandab@midlibrary.org 608-827-7403 


