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What is Email?

e Short for “Electronic mail”

Send & receive digital messages and content over the internet

* Free Email Account Providers:
* Yahoo
*  Microsoft’s Outlook
* Google’s Gmail
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Parts of an email address:

ictcmed(@gmail.com

* user name : ictcmed(you may create your own)
* (@ symbol : common to an email addresse
* email provider’s name(mail server ): gmail

* 'Top level domain : .com
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Log in to your Gmail account
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Log in to your Gmail account
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Create a Gmail account

Google Google
Sign in Sign in

to continue to Gmall to continue to Gmall

m Create accoum

NO! your device?

Haime

Choose your usermname

Create a password

Confirm your passwornd

Birthday

Manth

ik

Gender

| @

Maobale phone
e - +94

Your current email address

Location

Sri Lanka | § ge=sD)



Mail Inbox

M Inbox (1,009) - ictcmedC X ()

C | @ Secure | https://mail.google.com ® 7 % =]
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Gmail ~ C More 1-50 of 1,091 > Qo
EEE o o D o rowmmm
I Inbox (1,009)
e Google Calendar Notification: Check UPS @ Mon Aug 14, 2017 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that t 8:06 am
arr
Important Google Calendar Notification: Domain auto backups and synchronization check @ Mon Aug 14, 2017 (Weekly ... - more details » Domain auto 7:54 am
Sent Mail
Google Calendar Notification: Check UPS @ Mon Aug 7, 2017 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that th Aug 7
Drafts (7)
More ~ Google Calendar Notification: Domain auto backups and synchronization check @ Mon Aug 7, 2017 (Weekly t... - more details » Domain aufo t Aug 7
Medinfo + Google Calendar Notification: Taking backups of switches @ Tue Aug 1, 2017 (Monthly tasks) - more details » Taking backups of switchas This Aug 1
®
Google Calendar Notification: Monthly Domain and DHCP backups @ Tue Aug 1, 2017 (Monthly tasks) - more details » Monthly Domain and Dt Aug 1
Google Calendar Notification: Domain auto backups and synchronization check @ Mon Jul 31, 2017 (Weekly ... - more details » Domain auto b Jul 21
Google Calendar Notification: Check UPS @ Mon Jul 31, 2017 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that th Jul 31
Google Calendar Notification: Domain auto backups and synchronization check @ Mon Jul 24, 2017 (Weekly ... - more details » Domain auto b Jul 24
Find Google Calendar Notification: Check UPS @ Mon Jul 24, 2017 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that th Jul 24
INd someone
Farhan via Twoo Farhan left a message for you - Farhan sent you a message! Check out your message -» You can immediately reply via chat. Rea Jul 21
Google Calendar Notification: Domain auto backups and synchronization check @ Mon Jul 17, 2017 (Weekly ... - more details » Domain auto b Jul17

10:54 AM




Inbox

e Unread emails :- bold.

*  You can also see the name of the sender, the subject of the
email, and the first few words of the email body.

*  When you're viewing your inbox, you can tell how many messages
there are in each conversation by finding the number next to the
name of the sender.
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M Inbox (1008) - ctcmed. Messages in the conversation (thread) e

® 7 % =

= # 0 @

& > C | @ Secure | https//mail.google.com

Google
Read mail

35140001 1,091 < >

| &
| cowose | Q pimay / 22 Socel D . I el e . / Unread mail

I Inbox (1,008)

o Goool@ New sign-in from Chrome on Windows - New sign-in from Chrome on Windows Hi Medinfo, Your Google Account ictcmed@gmail.cc & 10/20/15

Starred =

Important Spiceworks All alerts cleared for medad01 Minute Network Monitor Device Updatel medad01 looks all clear for now. We have checked mi 10/20115
x . & ‘

Sent Mail

Dratts (7) Google Calendar Notification: Domain auto backups and synchronization check @ Mon Oct 19, 2015 (Weekly ... - more details » Domain auto | 1011915
rafts

More ~ Notification: Check UPS @ Mon Oct 19, 2015 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that i 10119115

@.Mecinfc Farhan left a message for you - Farhan left a message for you Read this mail in: Sinhalese, Tamil, Espafiol, Francai !, and 10/15M15

Sender Google Calendar Notification: Domain auto backups and synchronization check @ Mon Oct 12, 2015 (Weekly ... - more details » Domain auto | 10/12115

Google Calendar Notification: Check UPS @ Mon Oct 12, 2015 (Weekly tasks at CC) - more dete Check UPS This is a weekly reminder that tf 10112115

Subject Farhan via Twoo Farhan left a message for you - Farhan left a message for you Read this mail in: Sinhalese, Tamil, Espafiol, Francais, <z, and 10/9115

Google Calendar (2) Notification: Check UPS @ Mon Oct 5, 2015 (Weekly tasks at CC) - more details » Check UPS This is a weekly reminder that the 10/5115

e Google Calendar Notification: Domain auto backups and synchronization check @ Mon Oct 5, 2015 (Weekly t... - more details » Domain auto 10/5M15

Mendeley muslim khan is now following you on Mendeley - Mendeley Hi Faculty Of Medicine, muslim khan is now following you View their 1072115

Spiceworks All alerts cleared for backupdomian - 30 Minute Network Monitor Device Update! backupdomian looks all clear for now. We have 1011115

11:02 AM
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Back to inbox More actions Newer and
older messages

— e 0 ] - % - More = 206 ¢
Engadget - Time Warner and Verizon begin selling bundled packages just to annoy regulators - 3 hours ago Web
Sibling Portrait Inbox X & @  Henr Rousseau
Add to circles
Henri Rousseau - l 3 v
o me (= *——_—_ .
Show details Show details

Hello Ms. Casarosa,

| enjoyed the grand opening on Saturday, and | am looking forward to our
appointment on this Saturday at 12:00. Should my sister and | wear dark colors RF—'_P'F
or light colors? options

Thank you,
Henri




Google

Tabs| =

Inbox (1,009)

Maore -

E Primary

,s Social X230 ® Promotions [EIED
er, YouTube -4 niceworks Community, Mende

* Primary
* Social

* Promotion

+" Primary

v Social

v Promotions
Updates

Forums

Select tabs to enable

Starred messages

v Include starred in Primary

Cancel

Choose which message categories to show as inbox tabs.
Other messages will appear in the Primary tab.

Deselect all categories to go back to your old inbox.
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Move messages

M Inbox (1,008) - ictcmedT X

& = (C | & Secure | https:;//mail.google.com/mail/u/0/#inbox
Google
Gmail - = a !

Inbox (1,008)

£ Primary

Starred Google (2)
Important v Spiceworks
Sent Mail Move to tab -
Drafts (7)

More + Archive

Mark as read

(@) Medinfo -
e Bl Delete

UWHTG RSl FLRL A

Google Calendar

[} [ ] % More
16 new
.8 SI:II:IEI|._- ‘ Promotions m N

Social

Promaotions

Twitter, YouTube Spiceworks Community, Mendeley

Mew sign-in from Chrome on Windows - New sign-in from Chrome on Windows Hi Medinfo, Your

All alerts cleared for medad01 - 30 Minute Network Monitor Device Updatel medad(1 looks all
m: Domain auto backups and synchronization check @ Mon Oct 19, 2015 (Weekl
mn: Check UPS @ Mon Oct 19, 2015 (Weekly tasks at CC) - more details » Check LUH

Farhan left a message for you - Farhan left a message for you Read this mail in: Sinhalese, Tar

Notification: Domain auto backups and synchronization check @ Mon Oct 12, 2015 (Weekl

Notification: Check UPS @ Mon Oct 12, 2015 (Weekly tasks at CC) - more details » Check UH




Compose mail

Google

)
o

Mail ~ C More 1-50 of 79 > o]

ResearchGate Uvini, you have 2 more profile views ini, y e 3 eh £ t wee f ews f S 09:31

Nilanthi, me (2) 08:35
St
= Information & Communicat 9 Mar
Sent ..
Wangdi, me (2 Greet REEIF’IEMS 3 Mar
Dra
More TMSS Indonesia Opp > 2Mar
Subject
Education Temp 2 Medi 2 Mar
information, me (2) [Unaw | > 2 Mar
ResearchGate Uvin 29 Feb
Shivala, me (2) VB3 28 Feb
TMSS Indonesia [Opp! > 2TFeb
ResearchGate Uvin 25 Feb
* Qu: > 23Feb
Rajani, me (2) Educ > 23Feb
Gooale+ uwon 22 Feb .

Sans Serif - | sT - B 7 U A - %*é_ e




Identify the compose window
Recipients

Click here to add
recipients

MNew Message ) N

Recipients RECi pients

Subject

Recipients are the people you are

| sending the email to. You will need
to type the email address for each
recipient.

Most of the time, you'll add
recipients to the To: field, but you

can also add recipients to the Ce: or
Bee: fields.




Add Recipients

*  You'lll need to add one or more recipients to the To: field.
There are two ways to do this:

1. Type one or more email addresses, separated by commas.

New Message

To  javier floresg3g@yahoo.com

flores.merced@yahoo.com Cc Becc
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2. Click “To” to select recipients from your contacts, then click Select.

o B e Click To and then
select one or

more contacts

Subject Select all

/ﬂ T. Hubbard
%}

George Casarosa

Then click Grace Ellington
Select
George Casarosa %

\ q Save as group... « Cancel

* If the person you are emailing is already one of your contacts, you can start
typing that person's first name, last name, or email address, and Gmail will
display the contact below the To: field. You can then press the Enter key to
add the person to the To field.




Cc and Bcc

CC and BCC fields
will be visible after
click on this area

Mew Mess

MNew Messa gJe

To  ICT Centre, Faculty of Medicine, University of Kelaniy...

Cc  abc@gmail com

Beoe | xyz@gmail com

Subject

Cc and Bee

Ce stands for carbon copy. This is used when you
want to send an email to someone who is not the
main recipient. This helps to keep that person in the
loop while letting them know that they probably don't
need to reply to your message.

Bece stands for blind carbon copy. It works almost the
same way as Cc, except all of the email address in the
Bec fields are hidden, making it ideal when emailing
a large number of recipients or when privacy is
needed.




Subject and Body

Subject

The subject should say what
the email is about.

Keep the subject brief, but
give the recipients a
reasonable idea of what's in
the message.

Body

The body is the actual text of the
email.

Generally, you'll write this just like a
normal letter, with a greeting, one or

more paragraphs, and a closing with
your name.




Bottom bar

MNew Message - & X

o | Cc Beo

Subject

Send Button

When you are satisfied with your
message, click Send to send it to the
recipients.




Sample

Photography Studio Grand Opening!

To stancoop@gmail.com Juanita Casarosa

George Casarosa Cc Bcc

Photography Studio Grand Opening!

Hi Everyone,

| have very exciting news for you! This Saturday will be the grand opening
of my new studio, EC Photography! I'd love it if you guys could come. It
will be from 10:00 to 4:00. There will be entertainment and lots of food, so
come out and enjoy the festivities!

Hope to see you there!

Elena
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Activity 01

1. Find three email addresses of your friends in this class.

2. Send an email to one explaining about the Diploma course
you are following now.

3. Copy this same message to the another email address.

4. Send a Blind Carbon Copy(Bcc) to the 3™ email address.

UNIVERSITY OF KELANIYA



Bottom bar

Mew Message — x
_:I | v -
Formatting Options
Subject
Click the Formatting button to access
formatting options.
Formatting allows you to change the
look and feel of your message. For Add Attachment
example, you can change the font
style, size, and color, and include An attachment is a file (such as an
links. image or a document) that is sent
along with the email message.
Gmail allows you to include
multiple attachments.
Click the Attachment button to
4 include an attachment with the
El: 0 o B @ W ermail '




Email formatting

* Gmail allows you to add various types of formatting to your
text.

* Click the Formatting button at the bottom
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Mew Message

Recipients

subject

Font Style \

: A
Font Size

if @ == ® B

l
Bold, Italic, Underline =~ Font and Background Color

Bullets and Lists

/Alignments
Sans Serif -~ _TT - ? I u A . =0y ]

Remove formatting



Activity 02
Write a email similar to below and apply the text formatting,

Tnp to India - X

Lumini Himara Hettige

Trip to India

Dear daughter PN

| am thinking about going a trip to India.

-
Would you have any interest in flying ;’" W|th me

I realize that you might have some plan this weekend
but the last minute trips are always best kind &

Let me know what you are thinking the time (43 s ticking
Tak soon 'Y
Father
Sans Sert s - B 7 U A - . : : an I

A g~
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Adding attachments

* An attachment 1s simply a file (such as an image or
document) that is sent along with your email.

* Remember to attach your file before you click Send.
Forgetting to attach a file is a surprisingly common mistake.

e 'To add an attachment:

* Click the paperclip icon at the bottom of the compose

window.

Attach files

a | @ oo .




Activity 03

* Suppose you want to send a picture to friend via email.
Attach the picture in Common Files folder on Desktop and
send to friend.
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Pictures

Thushara Gunathilaka

Pictures

Lear Thushara

Flease find the pictures attached

Kumara
gear icon.png (25K) »
starred.png (48K) L
sri Maha Boodin Wahansay.jpg (71K) -

SansSeril - T - B J U A- E . i= = 2 i 8 [




Download Attachments

e (Click Download or the icon of the file to save the
attachment to your computet.

* If your computer asks whether you want to Open or Save it,
choose Save.

4 Aitachments 3|8

Download all attachments

§ aftachments (1).zip

. § afttachments.zip
— $ attachments (2).zip $ attachments (3).zip
Download




Activity 04

* Ask the friend next to you to send a email with an
attachment and try to download it.




Adding a signature

* A signature is an optional block of text
that appears after every email you send.

* It will typically include your name,
designation, and some contact
information.

* Click the gear icon 1n the top-right
corner of the page, and select Settings.
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ck UPS This is a weekly 1

Compact

Veekly ... - more details »
Configure inbox

k UPS This is a weekly re

Settings
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Send feedback

more details » Monthly D
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Add signature

* ’'Iype your signature here

Gmail ~ Settings

General Labels Inbox Accounts and§nport Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline The
auto-complete: (O I'll &dd contacts myself

Inbox (769)

Impartance signals for ads: You canfiew and change your preferences here.

Starred
Important Signature: @® No sidhature
P s€nd of all outgoing messages) O
Sent Mail Learn more sans§rit - T- B 7 U A-|eo =.iZ === 9 L
Drafts (7)
v Circles
Mare +
{0) Medinfo o,
; ranil wijesingha [JInsert this signature before quoted text in replies and remove the " line that precedes it.
Personal level indicators: ® No indicators
(O) Show indicators - Display an arrow (» ) by messages sent to my address (not a mailing list), and a double ar
me.
Snippets: (@ Show snippets - Show snippets of the message (like Google web search!l).

(O No snippets - Show subject only.

Vacation responder: (@ Vacation responder off

{sends an automated rephy to incoming O Vacation responder on

messages. |f 3 contact sends you severs] c . ar = N
- S First day: |Februar\_.,r 17, 2016 [ Last day: (optional)
most once eveny 4 days) SUbjEC‘l: |

— httnc fimail nnanle cammfmail 00 ah—wmEcettinnc neneral Meceana-




Activity 05
* Add a signature to your email. That should include your
name, address and telephone numbers as the below example.

irv.washington@ccsd21.org
Presentation Planning

Hi, Irv.
Just a quick update! No need 1o respond!

| visited the Buffalo Grove Village Hall today and met briefly with the Village Manager in anticipation of our
students’ presentations naxt week. I'm planning on meeting with the LMC Team in the moming to see about
signing out the portable PA students, 50 our students can also practice with the actual microphones. | will also
check with the prncipal In the moming o see f we can use the MultiPurpcse Room late in the aftermoon (2.30-
3.30) on Monday and Tuesday next week to practice with the microphone

Bob

Bob Stevenson, Filth Orade Teachet
Louma May Acoll Eeme~tasy School-8uffaio Crove mca USA

B4T 527.2192¢

hifp rwww. alcott ccaddt om

m




Add an image as the signature

You can view and change your preferences here

(® No signature

Add an image

My Drive Web Address (URL)

Sans Serif T B 7 U A c:rO : =

Images

B3  Administrative Letter B3  Documents for revie

(&

FireWall Bacl

Ilnmar thinr cianatora hafnes mntad bt in ranliae and ramaun tha ™ " lina that neanadae

Importance signals for ads: You can view and change your preferences here.
Signature: © No signature

(sppended st the and o sl sutgoing messsges)

Leam more

SansSerif - | ;T- B 7 U A~ e

Save Char_llges ] ’ Cancel ] G @MED

Add an image

My Drive Uploa Web Address (URL)

23-29 September 2016
Faculty of Medicine

20] 6 25th Anniversary Medical Exh—

".Meﬁca[ﬂ(nmv[gdyefar a healthier tomorrow”  University of Kelaniya

[lnsert this signature before quoted text in replies and remave the ™" line that precedes it.

Cancel




Lmail -

COMPOSE

Inbox (1,184)
Starred
important
sent Mail

Drafts (106)

u Saman +

Isuka Muthumuni
G Sent a message

.’-! Madhuranga, Gayatr

&

. Charitha Pandithar.

R Rppp—

‘ . More -

Move 1o Inbox

- n 0 ]

excel and pptx materials

" Saman Hettige <hethigesaman@gmail com
lo Harshani »

Samankumara Hettige
Computer Instrucion

Faculy of Medicing
Unerersity of Kelaniya
Hagama

Sri Lanka

tet +34 11290008 1(ofhce), +34 715115401 (mobie

{5t Anmiveriary Medical ExhiBILYoe
\ . ED K E L l 6 21-29 Seplember 2016
= Faculty af Hedicime

“Medical Knowiedge for a healthier tomorreow”™ University of Kelaniya




Reply or Reply All

* Reply
* your message will automatically be sent to the person who sent you the email
*  Reply All

*  When you click on Reply All, your message will automatically be sent to the
person who sent you the email AND everyone in the TO and CC fields in the

header. | _
New flyer idea Inbox ~ x & B
Silva Casarosa & 10:48 AM (20 minutes ago) - -
to me [+
& Reply
Here's an idea | had for your your next studio event. e
Filter messages like this
@) Flyer.docx Forward Print
13K View Download options Delete this message
Report phishing
Show original
® Message text garbled?
=

Mark as unread




Activity 06

* Send a reply message to a sender of an email you recetved
today.




Activity 07

* Send a reply message to an email you received today using

(4m, Feply to all




Forwarding an Email

* Forward
* Share an email message with another individual
*  You may add your own message before sending.
*  You can change the subject

e
Test Inbox  x = L
2:28 PM (0 minutes ago) - EVI

4+ Reply
= Forward

Dear oo,

Hello Filter messages like this
Print

Delete this message
Report spam
Report phishing

Show original

Message text garbled?

Translate message

5.23 GB (34%) of 15 GB used Terms - Privacy

Manage Mark as unread
Curr

| =]




Activity 8

* Getan email you recetved today and Forward the message to
ictcmed(@gmail.com



mailto:ictcmed@gmail.com

Activity 9

1. Get an email you recetved today with a subject.

2. Change the subject as you want

3. Forward the message to ictcmed(@gmail.com



mailto:ictcmed@gmail.com

Managing Emails




MAIL IS GREAT...




Manage your emails

* Delete/Achieve

e Starred
e Tabels
e Filters

* Report spam

* Vacation reply




Deleting email & trash can

e Deleted Items
e To delete click on the “Delete”

Command

e Trash Folder

e Jtems in the trash folder arg
accessible

L4

Gmail ~ 0
El oo
Inbox (3,659)
Google C
=rrren oogle Calendar
Important Google Calendar
Sent Mail
Google Calendar
Drafts (7)
Less Google Calendar
Chats Google Calendar
Al Mail
@ Google Calendar
Spam (54)
»  Trash Google Calendar

e Once it 1s deleted from the trash
folder “it’s gone”

i L 2
e Social 23
Twitter, YouTube

Notification: Check UPS @
Notification: Domain auto bac
Notification: Check UPS @
Notification: Domain auto L
Notification: Taking backup
Notification: Monthly Dome

Notification: Domain auto L




Draft Emails & Saving For Later
* Drafts:

*  When creating an e-mail the computer will automatically save your work
periodically.

* If for any reason you should be interrupted (i.e. lapse in internet
connection) you can retrieve your latest work what is called the DRAFT

BO X M Drafts (7) - ictemed@grm X
“— C | & Secure https://mail.google.com/mail/u/0/#drafts

GO gle in:draft

Gmail ~ C More

Inbox (1,008) Draft test message - testing my mail alc

Starred . .
Draft test message - testing the mail

Important

Sent Mail Diraft test message - testing the mail

Drafts (7) Draft (no subject)




Ly

Report Spams W

* Select the message you'd like to report.
* C(Click the Report spam button - in the toolbar above

your message list.

\ -

Gmail - - . o i 9 More

. Social I3 Promotig

L) Primary = - ‘.-"
ibox |
S q Google Calendas Notification: Check UPS @ Mon Aug 14, 2017 (Weekly
Starre
important vl Google Calendar MNotification: Domain auto backups and synchronization ch
Sent Mail
e By ™ i il s idT i i i, i R A ey, T TREITT]




Report Spams ™

goP"

To remove spam forever:

Click the Spam link along the left side of any Gmail page.
Select the messages you'd like to delete and click Delete forever.
Or delete everything by clicking Delete all spam messages now.

G ma || - = Delete forever Mot spam . ‘ More
m Deleta all spam messages now (messages that ha

Twitter Cambridge University Tweeted: Tributes
Inbox (3,659)
Starred Twitter Cambridge University shared "The womi
Important Twitter Sir Cam Tweeted: Cambridge, 14 Aug 20
Sent Mail

Twitter Harvard University shared: Report finds
Drafts (7)
Less= v Twitter Kelaniya Medicine, see & new updates fron
Chats Twitter FLPC@HLS Tweeted: Help us welcome |
All Mail

Twitter Follow Harvard SEAS, Harvard Local and
Spam (53)

Trash Twitter Lancaster University shared "Lancaster




Manage emails (cont.)
* Starred messages

* Stars are a great way to keep track of messages you want to follow

up on later Gmail - C. | e
*  Add star while reading , writing email | cowose [N sz S XD
° More star OptiOIlS _— d. '. Google Calendar Notification: Check UPS @|
important Google Calendar Notification' Domain auto ba
e Google Calendar Notification: Check UPS @|
* Archive messages B e, e

* Remove messages from inbox but keep them in the A]l mail tab

EEl o ;2 Seodl XD
Inbox (1,007)
Starred Google Calendar Notification: Check UPS @
Important ] Google C ication: Domain auto bag
Move to tab

Sent Mail

Google ( ication: Check UPS @
Drafts (7) Archive
Less « Google ( Mark as unread ication: Domain auto b
Ol Google ( g Delate ication: Taking backup

@) Medinfo



Manage emails (cont.)

fima Lo Social EEIZ3
o Labels m E P ry SR e ouTube

Inbox (3,657)
i Add lab el) Starred Google Calendar Notification: Check UPS @ Mon Aug
Create ncw lab Cl Important Google Calendar Notification: Domain auto backups an
. Sent Mail
¢ VlGW lab CIS Google Calendar =) Motification: Check UPS @ Mo
Drafts (7)
¢ COIOI lab ClS CcC Google Calendar Notification: Domain auto backups
Less «
Google Calendar Notification: Taking backups of sw
Chat
== Google Calendar Notification: Monthly Domain and [
All Mail
Spam (51) Google Calendar Notification: Domain auto backups
Trash Google Calendar Notification: Check UPS @ Mon Ju
Categories

Manage labels

Create new label

Google Calendar

Google Calendar

MNotification:

Motification:

Domain auto backups

Check UPS @ Mon Ju




Search email

Google 1 2 |
oo cpone |

Mail -~ C More
- b 4
Search ANMail =
Mail ~
From
| 3
ions
To
Inbox (4)
35. | am from bhut
Starred
aubject
Sent Mail warding this on b
Drafts (&) )
Includes the words at UGM-Indonesi
Mare «
ffy my Degree the
Doeszn't have
2s over and equal
[ Has attachment =wangdinorbu6 7@
U Dor't include chats _ Dear Mi/Ms. We
Size greater than = MEB =
1ika Filasiewicz al
Date within 1day = of
|2 will commence
T et mmmemeeemeen O 1N AL the Facu
J,?” )

ITMSS Indnnesia INnnortunitv]l Batch 2 Reaistration of 12th ITMSS 2016 - Near Mr/ls We




Activity 10

1. How would you search for emails you received a friend of
you.

2. Search emails which are having attachment, larger than 5 Mb
received within last month.
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Activity 11

* Archive the first message you received today.




Activity 12

e (Create a new label as “Personal”

* Create an another label from one of your friend’s name

* Add colors for your labels
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Manage emails (cont.)

 Filters

* filter messages sent by some one, so open a message from that
reciplent.

* Click the More actions button, and select Filter messages
* In the box that appears, type one or more search criteria

* Click Create filter with this search to select and apply actions to
the filter.

e (Create filter

* Delete filters
* Settings—> Filters

UNIVERSITY OF KELANIYA




Activity 13

1. TFilter the emails received from a friend to a label created by
his name.

2. Ask your friend to send an email again and check the inbox.

3. Create a filter to skip inbox from Facebook notitications.
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Answer for Activity 13.3

facebookmail.com




Activity 14

Vacation Reply

You go on vacation for a week, you may be unwilling or unable
to check your email for several days or more. Set a vacation reply
to say that you won't receive the message in this particular week.

Hint: Settings% General =2 Vacation responder on
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Vacation Reply

When your vacation reply is active, there will be a bar at the top
ot the Gmail window showing your message.

To end the vacation reply, click End now.

On vacation End n
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Email Security




Keep Privacy and Safety

* Privacy: CC vs BCC

* Viruses: Never open attachments from unknown
senders.

* Safety: Never send personal financial information

Google

Gmail -

COMPOSE

I Inbox (774)

Starred
Impartant

Sent Mail

via email, even 1if it looks like a legitimate request Drafis (7)
from your bank or financial institution. + Circles
* Spam: unsolicited commercial email st
Delete Chats
. All Mail
Click on Report Spam a2

SPAM BOX on Google

Trash

» Categories




Protect Yourself from Phishing

* Don’t reply to emails that ask for personal or financial
information

* Never click links within emails that ask for personal or
financial information

*  Don’t email personal or financial information

* Use anti-virus and anti-spyware software, a firewall, and spam
filters.
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Spam

* Tips for dealing with spam
* Use a spam blocker.
* Don't reply to spam.
* Turn off images
* 'Turn oft your preview pane
* Regularly check your spam folder.
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Email scams

* Popular email scams include wotk-at-home offers, weight-
loss claims, debt-relief programs, and cure-all products.

Advance-fee fraud.

* promising you something if you advance a certain amount of
money?
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Dealing with email attachments

* Tips for dealing with attachments:
* Don't open any attachment you weren't expecting.
* Keep your antivirus software updated.
*  Keep your computer's firewall on.
* Scan attachments for viruses before downloading.
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Use strong passwords

* Never use personal information
* Use alonger password.
* Don't use the same password for each account.

* Include numbers, symbols, and both uppercase and lowercase
letters it the site allows it.

* Avoid using words that can be found in the dictionary.

* Random passwords are the strongest
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Feedback

nat did you like about this lesson?

> b=

W]
What didn’t you like about this lesson?
W]

nat did you learn from this lesson?
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Thank you




