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To register for computer training 
at Kitsap Regional Library 

please call your local branch: 
 

Bainbridge: 206-842-4162 
Downtown Bremerton: 360-377-3955 

Kingston Library: 360-297-3330 
Little Boston: 360-297-2670 
Manchester: 360-871-3921 

Port Orchard: 360-876-2224 
Poulsbo: 360-779-2915 

Silverdale Library: 360-692-2779 
Sylvan Way: 360-405-9100 or Toll-Free 1-877-883-9900 

  
Visit the KRL website www.krl.org

to view class dates and times 
 

 

http://www.krl.org/
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h. Deleting mail 
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I.  Course Objectives 

• Students will gain an understanding of the basic concepts behind email   
• Students will register to use a free email account offered on the Web 
• Students will be able to use the basic tools within their email account   
• Students will understand the basic security issues associated with email  

 
II. How email works 

• What is E-mail?  Email is the process of sending and receiving electronic 
messages over the Internet.   

• How is it different than regular postal mail?  Email messages are sent 
electronically rather than in paper envelopes or packages.  When using 
email to send a message, the recipient could receive the message within 
minutes while with postal service it may take several days to receive a letter 
or package.  Postal mail is often referred to as “snail mail” in this new era of 
email.   

• How does E-mail work exactly? Messages sent using email travel from one 
computer, connected to the Internet through cable lines, telephone lines, or 
through wireless access, to a server.  A server is like a distribution center or 
post office.  The sending server acts as the “post office.”  It sorts the mail 
and directs it out to the World Wide Web. Once on the web, the email travels 
to the correct destination server.  The email is then delivered to the 
recipients “inbox” where it stays until the recipient opens their mail.  

• What is an email address and how do I get one?  An email address is 
unique to each individual – just like a house address is unique to a 
person/family.  When an individual creates an email account they create a 
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unique address that can only be attributed to them. There are three parts to 
an email address:  
1. The first part is the user identification, usually called User ID, Username, 

or Log-In Name.  You choose what your Username will be. 
2. The second part is the @ symbol.  The @ symbol is very important as it 

separates the username from the email provider name. 
3. The third part is the name of the email provider. You choose your email 

provider.  In the following example John32Smithe@gmail.com, 
John32Smithe is the Username & Gmail is the email provider. 

• How do I register for an Email account?  To establish an email account 
you must first choose an email provider.  In this lesson we will teach you 
how to create and use an email account using a provider that offers free 
email service on the web.  Here are some examples of free email providers:  

 
Gmail:     http://www.Gmail.com  
Yahoo:     http://www.Yahoo.com   
Hotmail:  http://www.Hotmail.com  

 
When establishing an email account using an email provider on the web, you will 
always use your Internet browser to access your email account.  Email service 
provided free through the Web is often referred to as Webmail. 

 
 

 
 
III. What is Gmail? 

Gmail is a free, web-based, email service that offers traditional email service along 
with Google's search technology.  Gmail is the email program you will learn to use 
in this lesson.  When finished, you will have a Gmail account and the basic skills 
to use your Gmail account. 

 
Some Terms to Know About Gmail 
• Inbox—the “control panel” for your email.  This is where new messages arrive, 

where you open and read new messages, compose an email you want to send, 
and reply to messages you have received.  Unread messages appear in bold, 
messages you have read are dimmed. 

• Conversation—Gmail groups messages into “conversations” so that any replies 
and follow-up responses all appear together as a single line in your inbox.  This 
allows you to easily keep track of messages you send to one, or many different 
people about the same subject. 

• Labels—labels help you organize your messages into categories.  This helps you 
quickly locate any message, or group of messages, about a particular subject or 
category.  To add a label to an email you “tag” it with a keyword that identifies 
the category you want to use. 

• Archive—this is what you do when you no longer need to keep a message in 
your inbox.  When you archive a message, it is not deleted, just stored in a 
different location. 

• Threads—a thread links one email with other emails in the same conversation. 
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• Snippets—snippets are brief lines of text that are displayed to show a bit of the 
content of a new email, or the most recent email in a conversation. 

• Delete— this removes an email from your inbox or from your archives, and 
puts it in the trash.  Emails you delete cannot be retrieved after the “trash” is 
emptied.  (Messages sent to trash can be retrieved for up to 30 days, after that 
they are removed and cannot be retrieved). 

 
 

 
 
 
IV. Registering for an Email Account 
 

To create your Gmail account: 
 
(Creating an email account with another provider, such as Hotmail, Juno, Yahoo, 
etc., will be very similar to this process)  
 
Log-in to the library computers  
• Log-in with your library card or visitor number (all 14 digits) – press TAB  
• Type your 4-digit PIN (password) - press ENTER 

(New library users: when prompted confirm your 4-digit PIN by retyping it.) 
• Click Accept Library Policy button (bottom of the page)  
• Minimize SAM Personal Session Timer by clicking MINIMIZE button  

 
Access the Gmail Website  

 
• Enter Google’s address into the Internet browser address bar:  

http://www.google.com/  
• Click on the link to Gmail 
• Click on the link to Sign Up (or Pick a Name) to create a Gmail account. 

 

        
  

• Create an Account by filling in the required fields 
 
 
 

 
The sign-up page will ask you for the following information: 
 
First name:  ___________________________________________________ 
 
Last name:  ___________________________________________________ 
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Desired Login Name: _______________________________ @gmail.com 
 

TIP!  

 

Your login name will be your email address.  Do not include 
spaces. The “underscore” symbol __ is okay to use. Example: 
Todd_Beamer.  If the name you select is already in use, you 
will be asked to select another one. 

 
 

 
 

• When creating a Desired Login Name be sure and click on the 

 button to confirm that the name you chose is not already 
in use by another person. 

 
Choose a password:  ________________________ 
 
Re-enter password:  ________________________ 

 
 
 
 
 

 
 
 
 
 
 
 
 

 

TIP!  
 
 
 

Your password should be a minimum of 8 characters in 
length—you should choose a “strong” password—one that is 
comprised of a combination of upper and lower-case letters, 
numbers and symbols.  Your password shouldn’t be something 
that is commonly associated with you, such as your address or 
name that could be easy for someone to guess). 

 
(Make sure to write your user name and password down and 
store in a secure place. Make sure to have this exactly right—
including capitalization. 

 

 

 
The next things to look at are the two check marked boxes:   
• Remember me on this computer 
• Enable Web History 
 
If you are using a public computer (like the library computers), click to remove the 
check mark in the box with the label “Remember me on this computer.”  This will 
prevent someone else using that computer after you being able to access your 
account.   
 
Web History is a function that Google provides that stores the addresses of all 
websites you have visited.  You can check this list to find sites you may want to go 
back to, or don’t remember.  You can learn more about Web History at 
http://www.google.com/history/welcome.  For now click to remove the checkmark.   
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You can change both of these settings at any time. 
 
Security question:  _____________________________________________________________ 
 
Answer:  _______________________________________________________________________ 
 
Secondary email:  ______________________________________________________________ 

*If you do not have a secondary email account, leave this field blank  
 
Location: Enter the Country in which you are living. 
 
Verification: to verify registration, type in the indicated field the funny looking 
letters and numbers displayed in the shadowed box – if unsure on a letter, GUESS 
until you get it right.  
 
Terms of service: The final step to creating an account is Accepting Gmail’s 
Terms of Service.  The contract is a long, legal document that can be printed out.  
It is the user’s choice whether to accept or not; however if the user does not accept 
Gmail’s terms they cannot signup for a Gmail account.  Once you accept the Terms 
of Service, you may get a security alert that looks something like this: 
 

 
 
This is generated by Microsoft’s Windows operating system.  In this instance, click 
on “Yes” to display the next sign-up page.  (You may also get other alerts, such as 
one asking if you want Windows to remember your password.  Here, you want to 
click “No” as you never want to save any of your passwords on a public computer. 
 
Congratulations – You now have a Gmail account! 

 
Make sure to write down: 
• User Name:  ______________________________________________________________ 

• Password:  ________________________________________________________________ 

• Security Question:  ________________________________________________________ 

• Answer:  ___________________________________________________________________ 

 
 
V.  Basic Email Skills 

a. Menus and your inbox/receiving mail 
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b. Composing and sending an email 
c. Replying to an email and forwarding an email 
d. Establishing a contacts list (Address Book) 
e. Adding labels – tagging an email 
f. What are conversations 
g. To forward an individual message 
h. Deleting mail 
i. Archiving mail 
j. Reporting spam 
k. Exiting Gmail 
l. Email etiquette 
m. Cancelling your Gmail Account 
 
 

a. Menus and Inbox 
 
Once you log in to your Gmail account, you will see a screen that looks like this: 
 

 
 
The first menu along the top of the screen (Mail, Calendar, Documents etc.) takes you to 
other features that are available to you now that you have a Gmail account.  Other menus 
and/or buttons are: 

 
• Search – this allows you to search for emails you have sent or received, or 

search the web 
• Settings – the “Settings” button at the top right of the screen allows you to set 

or change preferences, like your password or a personalized signature. 
• Help – Gmail has a great Help Center that has tips, FAQs a search feature, and 

an animated tour to help you get started.  More information about Help is at the 
end of this handout.  

 
Left Menus – this allows you to view and organize your messages in different ways 
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• Compose – this is where you go to create a new message 

am and Trash. 
cts.  

• es instead of folders like you see in other email 

Your Inbox

ur inbox as a control panel for your email. The total number of 

• sage 

• Inbox – this contains links to Sent Mail; Drafts; All Mail; Sp
• Contacts – this is your address book—it contains links to all of your conta

When you point your mouse over a contact, it will show a message box with 
information about that contact. 
Labels – these are what Gmail us
programs, or like you have on your computer to store files.  Labels list any Tags 
or labels you have assigned to your emails. 

 

• Think of yo
messages in the Inbox is listed in parentheses next to the link to Inbox 

 In the index of messages, the message Sender is listed on the left. The mes
Subject line is in the center, and snippets -- a line of text revealing a bit of the 
content within the message is on the right.  
Unread messages are always bolded.  

t is d
• 

isplayed on the far right of a 

Receivi

 bold in your inbox  
 the subject, and the snippet to 

• The time or date each message was sen
conversation line. Dates appear when messages are older than 24 hours.  

ng mail 

• New messages will appear 
• Click on the line containing the sender's name,

open the message for reading.  
• Click on the Show Details link to see the email header information. 
• When finished reading the Email click on the link to Inbox to return to your 

b. Composing and sending an email 

to create a new message. Type the email 

lete 

d like to send a message to multiple contacts, be sure and separate each 

it of saving longer messages to Drafts so you won’t 

index of messages. 

Click 'Compose Mail' (upper left of page) 
address of the person you would like your message to go to in the To: field.  

*If a contact is already listed in your Contacts list, Gmail will suggest the comp
address for you when you begin typing.  Click on the Gmail suggestion to add the 
address.     
 

f you woul*I
address with a comma. 

It is a good idea to get in the hab
lose your work.  When using the library computers there is always the risk that 
your timer will run out before you’ve finished your work – by saving to drafts you 
won’t lose the message you were writing.     
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To save an email you are composing to Drafts, click on the Save Now button that is 
just above where you write your text.  This will immediately save a draft of what 
you have written.  The draft will be listed under Drafts on the menu bar on the left. 

c. Replying to mail 

While your message is open, click on the link to Reply to respond to sender, or 
Reply All to reply to everyone who received the message.  

d. Establishing a Contacts List (Address Book) 

To add a contact: 

1. Click Contacts in the left menu of the Gmail page.  
2. Click Create Contact.  
3. Enter new contact's information in appropriate fields.  
4. Click Save to add new contact. 

*Gmail automatically adds email addresses to your Contacts list each time you 
Reply or Forward messages to addresses not already in your Contacts list. 

e. Adding Labels – tagging an Email 
 
Adding labels to emails (or tagging) is a good way to organize your messages.  You 
can tag an email with a label at any time—when you first open it, or at a later time.  
You can also change or delete a label at any time.  You can delete a specific label 
from individual emails, or delete the label entirely which will remove it from all 
emails associated with it.  Deleting a label does not delete the email, just the label. 
 
To tag an email with a label, or a group of emails: 
1. Click in the box marked “Select” (you can select as many emails as you’d like) 

and place a check mark in the box 
2. Go to the dropdown menu titled “More actions…”  Click the down arrow in the 

right side of the box.  This list will show all labels you have created. 
3. From here you can add an existing label simply by clicking on it, or, click on 

“New label” to add a new label.  Each time you add a new label it is added to 
the dropdown list. 

4. Labels allow you to sort and view messages with specific labels.  To see all 
messages tagged with a specific label just click on the label name in the left 
menu. 

 

f. What are Conversations?  

Gmail messages are grouped into conversations so that all follow-ups and 
responses appear as a single line in your inbox. 
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If you have used other email programs in the past, Gmail will be a little bit 
different.  Most email programs list each email that you receive in your inbox as a 
separate piece of mail.  If you respond to an email, you won’t see that response in 
your inbox, it will be stored in a separate folder called “Sent Mail.”  In Gmail, 
emails you send and receive are part of what Google calls a Conversation.  Gmail 
organizes and automatically groups all replies with their original message, creating 
a conversation. 

If you have an email in your inbox that you haven’t opened or responded to, it will 
appear as a single line, like on the screen below: 
 
 

 
 

 
 
Once you have replied to someone, or maybe have had several emails back and 
forth, clicking on the heading will take you to a screen that looks like the one on 
the next page: 
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In the above screenshot you can see the headings for all 3 emails that have gone 
back and forth, with the text of the most recent one showing.  If you click on the 
header of either of the 2 emails above this one, it will open the body of that email 
as well, so you can see the full text of the message. 
 
It’s important to remember that “conversations” like this only occur when you 
REPLY to an email someone has sent you, or they REPLY to an email of yours.  If 
you receive a message and respond to it with a new email, rather than by using 
REPLY, it will not appear as a conversation. 

g. 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.  When you begin to type 

an address in these fields, Gmail will suggest complete addresses from your 
Contacts list. To view a complete list of your most frequently mailed contacts, 
click Contacts on the left side any Gmail page, then click Frequently Mailed.  

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. 

h. Deleting mail 

Place a checkmark in the box(es) next to the messages you would like to delete, 
then click the Delete button.  Deleted messages will go into the Trash.  After a 
message or conversation has been in Trash for 30 days, Gmail will permanently 
delete it from your account. 
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i. Archiving Mail 
 

Archiving emails takes them from your inbox and puts them into All Mail.  The 
Archive feature is intended to keep the inbox from becoming cluttered.  Archiving 
also allows users to take advantage of Google’s search feature.  To archive a 
message: 
1. Place a check mark next to the email (or emails) you wish to archive using the 

Select column. 
2. Click the Archive button. 

To retrieve emails that have been archived, click on the link to All Mail located in 
the left menu.  To move a message back to the Inbox, select it with a check mark 
the click on button Move to Inbox.   

j. Spam in your Inbox  
 

Spam is defined as, “unsolicited or undesired bulk electronic messages” and is very 
much like the unwanted or “junk” mail you receive through regular postal mail. To 
remove spam from your inbox, check the box next to the unwanted message, and 
click Report Spam. If you’ve already opened a message and then discovered it is 
Spam, just click Report Spam along the top of the message to send it to the Gmail 
Team. 

 
Gmail has a Spam Filter that tries to catch all the junk mail, but it is not perfect 
and will sometimes miss spam or filter messages that are not spam.  It is a good 
idea to click on the Spam link and review messages before deleting them 
permanently.     

 
k. Exiting Gmail 
 

To exit your Gmail account, click on the Sign Out button on the top right corner of 
your screen.  Always remember to sign out of your account if you are using a 
public computer.  This will prevent anyone else from being able to access your 
account. 

 
l. Email Etiquette 

 
• Think about your subject line – it should briefly describe what your email is 

about. 
• Use a salutation to end your email – something like “thanks” or “best regards” 

then your name. 
• Try and keep your messages brief – it’s common now for people to get a lot of 

email. 
• Know when to NOT email – more and more you’ll find invitations and thank you 

notes sent via email.  Think about the situation, determine how it will be 
received by the recipient, and use common sense. 

• Remember it is hard to interpret a person’s tone a voice through email.  All 
capital letters can sometimes be interpreted as yelling. 
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m. Cancelling your account 
 

If you decide that you don't need your Gmail account anymore, and you're sure 
you won't want your username in the future, you can simply close the account. 
Here's how:  

1. Click Settings at the top of any Gmail page.  
2. Open the Accounts tab.  
3. Click Google Account settings.  
4. Click Edit next to My services on the right side.  
5. Click Delete Gmail Service.  

Once you close your Gmail account, you can't reactivate it and you won't be able to 
retrieve any messages. 

 
VI. Privacy and Security 

Does Google read my email?  

Google does NOT read your mail. You will see links to other websites in the heading 
bar above your inbox, and, Google does place advertising in the Gmail program.  If 
you'd like to know more about how Google handles your Gmail information, please 
read the Gmail Privacy Policy.  

Email and Internet Safety  

It’s wise to be cautious about security when using the Internet and email. Personal 
risks range from invasion of privacy to financial losses and even identify theft. Your 
computer may also be compromised resulting in the loss or modification of data, or 
the malfunction of hardware or software.  

Spam Filters  

Email is often used by spammers to send unwanted advertising.  Gmail uses a 
spam filter that should prevent most, or all, of this kind of mail from reaching your 
inbox.   

Phishing 

Another way email can be used is for what is called “phishing.”  These can take 
several different forms.  Some may be emails asking for money, or promoting 
“investments”, usually in some other country.  Others may be an email that asks 
for, or has links to phony websites that are created to look like real ones—from a 
bank, credit card, or other familiar organization.  These will usually ask you to 
enter some private information—your social security number, bank or credit 
account numbers etc., often saying this is needed to update your records.   
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It’s usually wise to simply delete any email you get from an unknown sender, 
and you should never provide any private information in response to an email 
you receive, or to a pop-up window or other unknown internet site.   

Attachments 

Another thing to be cautious of are attachments to emails you receive.  One of the 
main ways a virus can spread and infect your computer is through email 
attachments.  You should never open any type of attachment in an email from 
someone you don’t know.  Unfortunately, sometimes friends or family may 
Forward an email that has an attachment without realizing the attachment might 
contain a virus.  Be cautious when opening attachments from anyone.  Most virus 
protection programs will scan the emails you receive for viruses and will notify you 
if something does not appear safe.    

Listed below are links to some web sites that offer valuable information on internet 
security.  It is worth your while to visit these websites and learn all you can. 

• National Cyber Security Alliance  
http://www.staysafeonline.info/  

Phishing and Pharming 
http://www.staysafeonline.info/basics/pharming_tips.html  

Strong Passwords     
http://www.staysafeonline.info/basics/pharming_tips.html  

• Safe Shopping – tips from the American Bar Association 
http://www.safeshopping.org/  
 
Record Keeping                                       
http://www.safeshopping.org/records.shtml  

 
 
Where to get Additional Information or Help 
 
Gmail has a great Help page.  It covers a number of different topics and has a nice 
video tutorial called “Take the Gmail Tour.”  Now that you know the basics about 
Gmail, check out their Help page and explore some additional topics. 
 
The link to the Help page is in the top right hand corner of your screen next to 
Sign Out link.  A screen shot of the Help page is located on the following page.    
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