Gmail Basics:

Sending, replying, attachments, and printing messages

Your inbox

Log in to Gmail. You'll see a list of any messages you've received in your Inbox. Here's an example:
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Unread messages are in bold. To open a message, simply click it in your message list.

About conversations

By default, replies to messages are grouped into conversations. A conversation keeps all messages in a
thread together, which makes it easier to keep track of them and reduces inbox clutter. Here's how a
conversation appears in your Inbox:
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Note that the number of messages in a conversation appears to the right of senders' names.



Here's what an opened conversation looks like:

For review: Add-on module design plans  1abex |x

Carla Chrome ; Hello Team, Attached are the new design plans for the add-on solar panel Oct 1 4

Murthy I}B&dﬂ?!h"l Carla Thanks for sending the latest plans for the add-on module! Looking f Oct 1

Carla Chrome to Murthy, Patricia, me show details Oct 1 | 4y Reply | 7
Hi Murthy,

Good question. | should have mentioned that we didnt make any modifications to the Energy
Concentrator this time around, We've already received sign-off from Jonathan's team, so we just
concentrate this review on the rewsions (o the add-on module logic design

Thanks!

- Shaw Guchid next -
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Note: You can control whether messages are grouped into conversations: Click Settings in the upper-right
corner of your Gmail window and, on the General tab, scroll down to Conversation View.

o [f Conversation View is off, new messages won’t be grouped into conversations, and any existing
conversations are ungrouped into separate messages.

o If Conversation View is on, you can't separate the messages in a conversation. However, if you
want to send a reply but don't want it to be added to the conversation, you can simply change the
subject line in your reply.

Compose a message

1. In the pane on the left, click Compose Mail.
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2. In the To field, type the first few letters of recipient's name to look up the address in your corporate
directory.
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"Marcos Tenuda™ <mtenuda@solarmora. com:>

Subject: “Margot Ramsey™ <margot@solarmora.com:>
"Mary Dorma” <mdorma@salarmora.coms I
"Murthy Desdai” <mdesdai@solarmora.coms
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3. Enter a subject and the message text.

Add an attachment

When composing a message, click Attach a file, and then browse to the file on your computer:

Subject: Project status
& = Add event invitation
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Or just drag a file from your Desktop to your message. You'll see the "Drop files here" box:

Send Dmcard | Draft autosaved at 4:52 PM (0 mnutes ago) &

To: “Paul Sperry™ <psperny@solammora. com>,

s Drop files here
!mlﬁrﬂf To add them as attachments
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« Plain Text
Hi Paul

Heie's the latest brochura dessgn from DocPros. | really ke the color schema, and the sidebar looks greal. M'm
not 50 sura about the font for the titles. YWhat do you think?

Send a message



At the top or bottom on the message window, click Send.

Discard  Draft autosaved at 4:42 PM (24 minutes ago)

(Or, if you change your mind, click Discard.)

At message appears at the top of the Mail window, confirming that your message was sent.

Reply to a Message

You can reply to just the sender or to all recipients of a message.

1. Open the message. If the message is part of a conversation, open the conversation and select the
message you want to reply to.

2. At the bottom of the message, click Reply (to reply to just the sender) or Reply to all (to reply to all
recipients).
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3. Optionally, add other email addresses to which to send the reply.
4. Enter your reply in the message field.
5. At the top or bottom of the message, click Send.

Forward a Message
You can forward a message, just a single message in a conversation, or an entire conversation.
1. Open the message. If the message is part of a conversation, open the conversation and select the

message to forward.
2. At the bottom of the message, click Forward.
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3. Enter the email addresses to which to forward the message, and add any notes in the message field.

Note: If you don't want to forward attachments, uncheck the box next to the attachment's file name, below
the Subject field.

4. At the bottom or top of the message, click Send.

1. Open the conversation.
2. At the right of the conversation view, click Forward all.

Oct 30 (3 days ago)

3. At the bottom or top of the message, click Send.
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Note: The recipient receives a single message containing all messages in the conversation, listed in order of
oldest to most recent.

Print a Message

You can print a single message, an entire conversation, or just a single message in a conversation.

1. Open the message or conversation.
2. At the upper right of the message, click Print all.
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A printer-friendly version of the conversation appears.

3. Use your web browser's Print options to print the message.

1. Open the conversation and select the message you want to print.
2. Click the down arrow to the right of Reply, and then click Print.
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Message text garbled?

A printer-friendly version of the message appears.

3. Use your web browser's Print options to print the message.



