
Getting Started – The Basics



Topics Covered

• Navigating Gmail
• Composing an E-mail Message
• Formatting E-mail Messages
• Spell Check
• Attaching Files to E-mail
• Attaching Photos to E-mail
• Inserting a Custom Hyperlink in 

Email
• Inserting Emojis in E-mail 

• Request Read Receipt
• Sending E-mail Messages
• Responding to Messages
• Searching for Messages
• Messages vs Conversations
• Personalizing Profile Photo
• Creating a Signature
• Logging out of Gmail

**Click on the links to take you directly to the content.  Click on the Hawk to bring you back to this slide.**



Navigating Gmail

Once a user logs into their Gmail 
account the mail Inbox is the 
default landing page for gmail.

Name of Sender

Subject Line

Date received



Navigating Gmail

When a message is in bold text, 
it means the message has not 
been opened or read.

If a paper clip icon is after a 
message, that indicates an 
attachment is included.

If a calendar icon is after a 
message, that indicates an 
invitation to an event is 
included.



Navigating Gmail

Gmail uses labels rather than 
folders to store messages.

They are used the same way as 
folders, although a message can 
be stored in more than one 
place.



Navigating Gmail
Other icons to be aware of:

Google Apps 

Google Notifications 
(enable this in settings)

Account personal information 
and privacy settings.

Gmail Settings.



Composing E-mail Messages
To compose a new message, 
click on the red compose 
button. 



Composing E-mail Messages

Address the message by 
entering one or more e-mail 
address in the To textbox.

To add a CC or BCC 
Click on the appropriate link and 
enter in the email address(es)



Composing E-mail Messages

Add a subject to your e-mail.
Can include roughly 130 
characters.

Type message in the large box.



Formatting E-mail Messages
Gmail allows you to format text.  
This includes: font type, size, 
bold, italicize, underline, color, 
alignment, create bulleted and 
numbered lists.

You can choose to modify 
words, lines of text, paragraphs, 
or the entire body of the e-mail.

To access the formatting  menu, 
click on the Formatting Options 
Icon.



Spell Check
Gmail does a pretty good job of 
immediately notifying you if it 
detects a word has been 
misspelled.  

Google will underline the word 
in red.  To correct the 
misspelling, right click on the 
word to access suggestions and 
choose the correct word.

If you’d like to go a step further, 
you can also check spelling by 
clicking more options icon.
Click Check spelling.



Spell Check

Google will check the entire 
body of the e-mail and highlight 
misspelled words in yellow.



Spell Check

Right click the misspelled word 
to access suggested words.  

Click on the word you’d like to 
replace the misspelled word 
with.



Spell Check

The corrected text will remain 
highlighted until you close out 
spellcheck.

Click the x.



Attaching Files to E-mail
Gmail allows you to attach files 
from your computer or your 
google drive. 

To attach files stored on your 
Google Drive, click on the Drive 
(triangle) icon. 

To attach files stored on your 
computer, click on the paperclip 
icon.



Attaching Photos to E-mail

To attach a photo, click on the 
camera icon.



Attaching Photos to E-mail
A pop up window will appear 
where you can upload photos 
from your computer or by web 
address.

You can then choose to have the 
image appear inline (in the body 
of the e-mail) or as an 
attachment.



Inserting a Custom Hyperlink In E-mail
Type text you’d like to make a 
hyperlink.

Highlight it.

Click the insert link icon.

Type the website or e-mail 
address you’d like the word(s) to 
link to.

Click OK.



Inserting Emojis in E-mail
Who says E-mail should be 
boring?  Google has included a 
selection of emojis you can 
include in your e-mails.

To access them, click on the 
Insert Emoji Icon.

Select the category of emoji’s 
you’d like.

Click on the emoji you’d like to 
to insert.

Close the emoji window by 
clicking on the x.



Request Read Receipt

Click on more options.

Click on Request read receipt.



Sending E-mail Messages

When you have completed 
composing your email, click 
send.



Responding to Messages

When responding to e-mail, you 
have the option to click reply, 
reply all or forward.



Searching for Messages
Use the search bar to search for 
e-mails.

You can search by sender’s 
name or e-mail address, subject 
line, or keywords found in the 
body of the message.

To narrow your search further, 
click on the down arrow in the 
search bar to access advanced 
search features. 



Searching for Messages

From here you can narrow your 
search by telling Gmail exactly 
what you are looking for.

Fill out the appropriate fields 
and click the search icon.



Messages vs Conversations

Many e-mail services list incoming messages individually.

G-mail groups messages into conversations.

Conversations are defined as e-mails with the same subject line.

• Pros: You can find an entire message thread in one place.
• Cons:  If several people respond to an e-mail thread you could potentially miss a 

response.  Also, if e-mails have the same subject line they will automatically grouped 
together even if they are unrelated.

You can turn this feature off in Gmail settings.



Personalizing Profile Photo
Click your current profile photo, 
which might be your first initial.

Click change.



Personalizing Profile Photo

A window will appear.

Drag your photo into the 
window or click on select a 
photo from your computer.



Creating a Signature

Click on the settings gear icon.

Click Settings.



Creating a Signature

Scroll down until you find 
Signature.

Type in the signature you’d like 
to be displayed in every e-mail.

Click Save Changes.



Logging out of Gmail

It’s important to get in the habit 
of logging out of your Gmail 
account so others won’t have 
access to your account.

To logout:
Click your profile icon.
Click Sign out.


	Getting Started – The Basics
	Topics Covered
	Navigating Gmail
	Navigating Gmail
	Navigating Gmail
	Navigating Gmail
	Composing E-mail Messages
	Composing E-mail Messages
	Composing E-mail Messages
	Formatting E-mail Messages
	Spell Check
	Spell Check
	Spell Check
	Spell Check
	Attaching Files to E-mail
	Attaching Photos to E-mail
	Attaching Photos to E-mail
	Inserting a Custom Hyperlink In E-mail
	Inserting Emojis in E-mail
	Request Read Receipt
	Sending E-mail Messages
	Responding to Messages
	Searching for Messages
	Searching for Messages
	Messages vs Conversations
	Personalizing Profile Photo
	Personalizing Profile Photo
	Creating a Signature
	Creating a Signature
	Logging out of Gmail

