Google

Gmail Overview

As part of its mission to organize the world’s information and make it universally accessible, Google
announced a preview release and limited test of a new email product called Gmail in April, 2004. Gmail is
a search-based webmail service that helps users organize, access and make better use of the information
in their email. Gmail is still in a limited test as we work on improving the service before making it more
widely available.

This short guide should help you learn about the key features and benefits, and what to expect when using
Gmail.

Gmail Benefits

Search. Because it’s built on Google search technology, Gmail enables users to search their email to find
exactly what they want, when they want it.

Storage. People should be able to store and search for messages instead of deleting or losing them. That’s
why Gmail comes with 1,000 megabytes of free storage.

Speed. Gmail makes the email experience faster and more efficient by reducing the need to spend
time filing and putting messages into folders, and by organizing individual messages into meaningful
“conversations” so users can quickly understand the context of an email exchange.

Things You'll Find in Gmail

Conversation View. Each message is grouped with all its replies, and is displayed as a “conversation.”
This enables you to easily follow who said what and when, without having to piece together the individual
messages in a thread.

Powerful search. Gmail features built-in Google search technology, and as with Google’s keyword-based
web search, Gmail returns fast, accurate results. As long as you archive instead of delete, you'll be able to
find any message you've ever sent or received.

Spam filtering. You can quickly remove spam messages from your inbox by checking a box next to each
one, and then pressing the ‘Report Spam’ button. Reporting spam sends valuable data to the Gmail team
working on spam blocking. If you, or we, should happen to inadvertently mark a good message as spam,
click on the ‘Not Spam’ button at the top of the message. That returns it to your Inbox.

Contextual ads and related information. Gmail users see several text ads next to their messages. These
ads are shown in the same way that you see ads alongside Google search results or, through the Google
AdSense program, on content pages across the web. There may also be a few links to relevant sites and
new stories from Google’s extensive web index. You can find out more by clicking on ‘About these links’ in
the area where ads and related information are shown.



Getting Started

Signing up is easy. You provide a first and last name, and your desired username and password (both must
be 6 or more characters).

Required information for Google account

First name: |

Last name: |

Desired Login Name: |

Exarplas: JSrmith, John. Siith

check availability!

@gmail.com

Password:

Minimmure of 6 characters in length. Greate password that is memorable and
unigue to make your account more secure. Learn More

Re-enter password:

You need to choose a security question and agree to the Gmail Terms of Use. We also strongly
encourage users to provide a secondary email address.

Get started with Gmail

Security Question: | Choose aguestion ... M
If you forget vour password we will ask for the answer to your securty question
Leam More

Answer:

Secondary email: patioral)

Although this fisld is optional, we strongly encourage you to add one to your
goccount. Leam More

By registering for the Grail service, | represent and warrant that | (or, if | am
under 18, my legal guardian) understand and agree ta the Gmail Terms of Use
above. View the Terms of Use, Prograrm Policy and Privacy Paolicy.

You rust accept the Terms of Use to create a Gmail account

[ | hawve read and agree to the Terms of Use. Create rmy account. ]

That’s it. your Gmail account is now ready for you.



Gmail Inbox

Your Gmail Inbox looks like this:

Archive Archived conversations are —
searchable and easily accessible in

‘All Mail’
Labels Identify — — Search Mail/Search Web Quickly access the
conversations with information in your email and on the web

one or more labels
instead of filing
them in folders

Create a filter Set filters for messages
to bypass the inbox or be automatically
labeled or trashed

— Search options Create a more specific search

Settings Change settings,
such as password, and set up
auto-forwarding

Help Access help
information or contact us

Miail

by Google BETA

googlergdgmail.com | Settings |

l Search hail ][ Search the Weh $how search options

Create a filter

F Diana, Kim, me (5)
F Dave, me (4)

[ €% Peter Astlay

[]  Gmail Team

Compose Mdil Archive Repart Spam | | Maore Actions ... |w| Refresh

Inbox {4) Select: All, Read, Unread, Starred, Unstarred, Mone
Starred 5% Fl Hathan Woodward Birthday dinner - Hey, it was nice to meet you at Jessica's bithday awhile back. ¥Wha..
Sent Mail 4] Elizabeth Astley Pics - Hey, | just got a new digital camera for my birthday. So now | have all these pictu..
Drafts O me, Diana (2) tiends The Pistons are going to lose - What do you have to do if you loge? On Man, 10
:H bl O Peter, me (3) triends Presidential Elections - Waffles? Yum, you're making me hungry will all this politi
1 ar: F Peter, Paige, me (4) Jessica's bithday Jessica's bithday dinner - Hey, Ana- I'm headed out to Tahiti for 2 week
tas
[ €% Paige, me (3) Good Camera - You can borrow mine and try it. | already bought it. --Original Message--..
1 Contacts ] Diana, Paige, me (4) which snowboard to buy - You guys have way cooler lives than me. Even your emails ar...
¥ Labels O Peter, me (4) Jessica's bithday jessica’s bithday dinner - 7pm. We're going for Chinese at that vegetaria
Yie#fls‘l}i ; [J = Susan Haldis Bruce Springsteen conceri? - Did you know the Boss is coming to town? Interested in g...
egsica's birth.
e O Kim, me (3) Warld's Biggest Lava Lamp - That sounds awesome. |t sounds like it was hoth as tall A,
personal [] ¥ Paige Stevens sony v1 - Hi, Did you get the link far the camera | wanted to buy? | cant decide bewtee
3
. Ecit leels F Nathan Woodward Fishing - Hi guys, Mark and | have arranged the fishing trip for the guys for Monday, Ma

Rolling Stones - or maybe londan? let me know your travel plans and if you need a hotel...

tiends Brian and Jeannie's wedding - You got your invitation? I've been friends with Jeann..

triends Trip to Africa - Hey, so do you still want to go? It's going to be so expensivel | d

Gmail is different. Here's what you need to know. - First off welcome. And thanks for ag...
Select; All, Read, Unread, Starred, Unstarred, Mone

[ Awchive | [ RepertSpam | | More Actions . [

Add a personalized signature to all your outgoing messages!  Learn more

You are currently using 0 MB (0%) of your 1000 MB.

Terms of Use - Privacy Policy - Program Policies - Google Home

E2004 Google

t
Help | Sign out

1-16 of 16

Sep 13
Sep 13
May 18
May 11
May 11
May 10
May 10
May 10
May 10
May 10
May 10
May 10
Apr 27
Apr 26
Apr 26
Apr 26
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— Contacts Access your contacts list

received, but not deleted

—— Spam Email that has been marked as spam

——— All Mail The holding place for all the messages you've sent or

Stars Identify important messages by starring them

Each line in your Inbox corresponds to a conversation instead of a single message. When new messages
arrive, the conversation moves to the top of your Inbox. Click on a conversation in your Inbox to open it in

Conversation View.



Conversation View

In Conversation View, you'll see messages displayed like this, with new messages at the bottom of the
screen. Messages you've already read are stacked neatly at the top of the screen, so you can concentrate
on the new ones. Conversation View makes it easy to follow the back and forth of an entire email exchange,
including your sent replies.

Open in new window Opens conversation in a new browser window

Expand all Expands the stacked messages in this conversation

Inbox (4]
Starred 9%
Sent Mail
Drafts

All btail
Sparm
Trash

Contacts

¥ Labels
fiiends (1

misc
persaonal
ork

Eclit labels

BETA

Compose Mail  Back to Inbox Archive Report Spam | | More Actions v

Jessica's birth

googlerg@ygmail.com

[ Search Mail ][ Search the Web IM‘M

Create a filter

which snowboard to buy |nbox

Paige Stevens <pas1973@yahoo.com> Hey, | heard you two are expert snowboarders. 'm just, a May 10

Peter Astley <prastley@gmail com> ta Paige, me Mote optians May 10

Burtons are pretty good, but why would you want to snowboard? Skiing
is 50000 much better — better exercise, cooler people, more
pretentious clothing...

If you want, you can join us on our trip to Whistler, it's going to be
an absolute blast

- Show quoted texd -

Reply Replytoall Forward

Paige Stevens <pas1973@yahoo.com> to Peter, me
Hmm, | could definitely use the excuse to buy more pretentious clothing!
Especially now that the seasons are changing. Send me the details of

your trip to Whistler, and | will start shopping for the latest ski
fashions

Mote options May 10

- Show quoted text -

Reply Replyto all Forward

Diana Pfoho to Paige, Peter More options May 10

Settings | Help | Sign out

« Newer 7 of 16 Older »

@ Mew window
Print
E Expand all

Sponsorsd Links
Colorado Ski Rentals
Christy Sports Offers Ski and
Snowhbnard Rertals in
Coloradn

e christysports.com
Snowboard

Deep Discounts on Books,
DVDs, CDs, & Mors At Your
Online Outiet Stare!

e, Overstock com

Snowboard
Compare pricss on Sporting
Goods at Pricetool

wrwe PriceTool com

Relaled Pages
REBA DEBUTS CLOTHNG
LINE

Courtry Wieekly - 6 hours ago
She's conguered music,
television, movies and
Broatiway - and now

USA; Kmart targets vouth,

You guys have way cooler lives than me. Even your emails are cool ;)

On Man, 10 May 2004 19:16:35 -0700, Paige Stevens <pas1973fyahoo. coms wrote
=

= Hmm, | could definitely use the excuse to buy mare pretentious clothing!

- Show quoted text -

Reply

Replytoall Forward

« Back to Inbox Archive Report Bpam | | More Actions b

Wisit dettings to save time with keyboard shortcuts!

You arp currently using 0 MB (0%) of your 1000 MB.
Terms gf Use - Privacy Policy - Program Policies - Google Home

2004 Google

gins to bury cheap inage
Bharat Textile (subscription) -

GONEboarding - UK
Snovwhoardineg Community
Eorums Pictures Photos .
Offeting snowhoarting
forums, product reviews and
photo galleries

e gonebosrding £o.uk

Find Snowhboarding in Sking
Holidays gt Review Centre

Find Snowhboarding in Sking
Holitays st Rewisw Certre

« Newer 7 of 16 Older »

Sponsored Links Contextual

[T ads you may see alongside your

Gmail messages

Related Pages Relevant sites and
— news from Google's extensive web
index

In Conversation View, use the in-place quick-reply to type your response.



Contacts List

Store addresses, phone numbers and notes for all your contacts, and search for a contact as easily as you
would a message. You can also click on a contact to view more information and all your conversations with
that person.

In Gmail, whenever you send a message, the addresses in the to:, cc:, and bcc: fields are automatically
added to the Contacts list. You can also import your contacts from other email programs, including Yahoo!
Mail, Microsoft Outlook, Hotmail and others.

Compose Address a message to
multiple recipients by checking
them and pressing ‘Compose’.

Search Contacts Search by a
person’s first and/or last name or
by prefixes (part of the name).

You can also search by domain or
username, such as ‘@gmail.com’.

Import Contacts Copy all your
contacts from Yahoo! Mail, Outlook,
Hotmail, and others to Gmail in
just a few clicks.

Compose Mail

misc
personal
ok

Edit labels

G Mc
ey Google B

Jessica’s birth..

il
ETA

[ Search Mail ][ Search the Web

] owsearch of
Create a filter

Inbox (4) Frequently Mailed ~ All Contacts Search Contacls
Starced ¥ [ Caitlin Roran  caitlin. roran@gmail. com
gr:nf:SMa” [] Diana Pfoho migspfoho@gmail.com
Al Mail [ Lizzie Astley lizzie. astley@gmail.com
Spam [ Mitchell mitchell tarve@grmail. com
Trash [ Nathan nanawoodward@gmail. com
o [] Paige Stevens pas1973@yahoo.com
[] Peter Astley prastley@gmail.com
:i\j‘i‘i [ Susan Haldis  suzhaldis@gmail.com

Select: All, Mone

Import contacts from Yahoo, QOutlook, and others into your Gmail contacts list.  Leam more

You are currently using 0 MB (0%) of your 1000 MB.
Terms of Use - Privacy Policy - Program Policies - Google Home
E2004 Google

googlerg@gmail.com | Settings | Help
tions

Fign out

Add Cantact - |mport Contacts
18 of 18

Edit Add or change information
editl ——— for your contacts, including phone
ledit] numbers and notes

o
=

)
= ||z

You can easily keep in touch with all your contacts using Gmail’s auto-complete feature, which suggests
names from your Contacts list based on the letters you type and fills in these addresses as you're typing.



Gmail and Privacy

Google takes privacy very seriously. Like other email programs that scan messages for spam and viruses,
Gmail scans messages via an automated process. No humans ever read Gmail content to target ads or
related information. Google does not and will never rent, sell or share information that personally identifies
you for marketing purposes without your express permission. No email content or other personally
identifiable information is provided to advertisers. Read the Gmail Privacy Policy for more information:

http://gmail.google.com/gmail/help/privacy.html

For More Help

Visit the Help Center, where you can get tips on how to search, set up filters and automatic forwarding,

import your contacts, and lots more.

G Mda
by Google

Grmail Help

Contact Us

Help Center

Want more?
Flease view our
getting started
section for a few
helpful hints

Close Help Window

Welcome to the Grail Help Center. Please consult the list of frequently asked guestions below to help address your
prablem. You can browse for a question by category or search using keywords.

Search Knowledge Base

For answers cartsining

e.g. "folders" or “invitations"

Browse Questions

Today's Top 5 Questions

+ Howy do |import addresses into my Contacts list?
*+ What are the keyboard shortcuts?

* How do | invite others to join Grail?

* What happens to archived messages?
* How do | delete messages?

Gmail Basics

- ¥What are the keyboard shortcuts?

- Howe do | delete messages?

-¥What happens to dormant accounts?
How much storage space do | get?

- What do the icong mean?

more..

Managing Mail
Otgganizing your Inbos

- Sending and Receiving bdail
Searching

- Contacts

Notifier
-What i the Grmail MNotifier?
What new features are you working on for the Gmail

About Gmail

How do | invite others to join Gmail?
What is the Grail Motifier?

How can | change my usemame?
Why can't | have a shorter usermame?
Does Gmail work on Safan?

more...
Troubleshooting

What's the maxirmurm attachment size?

I'm using Linux and Firefox. %Why can't | open m ?
Can | send aor read ernail in ather languages?

Why does my page get stuck on Loading'?

Lean't open links in my account

more
Privacy Issues

What's with the ads and related information in Gmail?

ls Google reading my email?

Motifier?

How do | make Gmail rmy default mail application?
- How do | add an audible 'new mail' notification?
What do the Grail Matifier icons mean?

more..

Glossary

- Starred
Archive

- Gigabyte
Shippet

- Contacts List

more..

Will my Grnail rmessages appear in Google Search
results?

How does Google handle my personal data?
Lforgot rry password. Yhat should | do?

more. .
Eeature Requests

@2004 Google - Gmail Home - Terms of Use - Privacy Poli

- Program Policies - Google Home




