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You will be turning in the majority of your assignments via email. Any web-
based email address will work; hotmail, yahoo, gmail, etc.

You may only use your email account to send assignments, request help
or receive grades to and from your instructor. You are not permitted to email
anyone but the instructor during class time.

When you email your assignment, the instructor will grade the assignment
and reply back to you with your grade (it will be a very brief email, basically the
points you received over the points possible.

If you need an email account, or if you want to create a separate account
just for this class, follow the directions below to create a gmail account. Gmail
only allows you to create four or so email accounts per location in a 24 hour
period, so if you get blocked, just try again the following day, or create it from
home. Keep in mind that google changes their site from time to time, so the
screens may not exactly the pictures | have in this assignment.

If you already have an email account, turn to page 7 of this assignment.
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Go to the Gmail account website.

Open your Internet Explorer browser and in the address bar, type in the
address www.gmail.com and hit ENTER. You should see a screen that is similar
to the one below:

G[‘ﬂ “ Welcome to Gmail

RHP Computer Applications
‘&7'

A Google approach to email.

Gmail is a new kind of webmail, built on the idea that email can be more intuitive, efficient, and useful. And maybe even

fun. After all. Gmail has: Sign in to Gmail with your
Google Account
Less spam i
@ Keep unwanted messages out of your inbox with Google's innovative technology Usermame:
Password:
Mobile access T
§ Read Gmail on your mobile phone by pointing your phone's web browser to http://gmail.com/app. [¥] Remember me on this
Leam more computer.
Lots of space
Over 6364.283634 megabytes (and counting) of free storage so you'll never need to delete another N e e )
message
= . Sign up for Gmail
Gmail: In your words
i I'I You sent in your stories. We made a video. Abaut Gmajl  Mew fasturgsl
Watch it »

Look for a link that looks like this:

NOTE: If you do not see a link that looks like the one above, someone before you
may have not logged out. Look for a “Log Out” link.

Click on the “Sign up for Gmail” link. A signup screen will appear (see next
page).

Source: DVO PC||J:\\RHP\Computer_Applications\Tri_1_Week_01\1-1_Email.doc Page 2 of 10


http://www.gmail.com/

RHP Computer Applications RV
1-1 Logging in to your email account — Sending Assignments via email g

G[!l | I Create a Google Account - Gmail
by Loyl

Create an Account

Your Google Account gives you access to Gmail and other Google senices. If you already have a Google Account, you
can sign in here.

Get started with Gmail

First name: Phil

Last name: Hortan

Desired Login Name: rhpl8phho ' {@gmail. com
Examples: JSmith, John.Smith

icheck availability! i

rhp08phho is available
Choose a password: ' :F'assword strength:
Minimum of 8 characters in length

Re-enter password:

Rernember me on this computer

Type in your first and last name. Next, type in your desired login name.
Start your login name with the rhp08, and then follow that with first two letters of
your first name followed by the first two letters of your last name. As shown
above, my login name would be rhp08phho. After you type your login name,
click on the check availability button. If that login name is OK, it will appear in
blue below the button as available. If your login name is not available, add a
number or two at the end.

If you have a hard time remembering your login, write it down somewhere!

Type in a password. This password should be A) easy to remember and
B) not so easy that someone could guess it. Re-enter your password to confirm it
(and write it down if you have to).

Lastly, uncheck the Remember me on this computer box. Since you are
responsible for all the email that you send, you don’t want someone else being
able to access your account. You should login to your gmail account each day.
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Next, scroll down and continue with the signup. You can answer one of the
provided questions, or write your own question. This will be used if you forget
your password.

Then, type in the graphic code in the box.

Creating a Google Account will enable Web History. Web History
is a feature that will provide you with a more personalized
experience on Google that includes more relevant search results

and recommendations. Learn Maore

; P T ; :
Security Question: | Write my own question b !
|My favorite movie about a rodent and his special day |
if vou forget your password we will ask for the answer to your
security guestion. Learn More

Answer: |Groundhog Day |

Secondary email:

This address is used to authenticate your account should you ever
encounter problems or forget your password. If you do not have
ancther email address, you may leave this field blank. Learn More

Location: | United States ol

Word Verification: Type the characters you see in the picture below.

i}eattl | ‘5'

Letters are not case-sensitive

Continue to the Terms of Agreement...
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If you would, you can read the terms of your agreement. Basically, it's lawyer
gobley-gook that says you can’t sue Google if you do something stupid. Click on
the box that says you accept.

Terms of Service:

?re;ﬂil -_ &-‘-

Letters are not case-sensitive

Please check the Google Account information you've entered above
ifeel free to change anything you like), and review the Terms of
Senvice below

Printable Version
[submit to the exclusive jurisdiction of the ||
lcourcs located within the county of Santa

i{Ciara, California to resolve any legal matter
jarizing from the Terms: Notwithstanding this;
{¥ou ‘agree that Google =hall =till be ‘allowed
toapply for injunctive remedies (or an
iequivalent type of urgent legal relief) in
jany jurisdiction.

By clicking on 'l accept’ below you are agreeing to the Terms of
Senice above and both the Program Pelicy and the Privacy Policy.

| accept Create my account.

If everything goes well, you should see the screen on the following page. If all
is not well, correct any mistakes you made and try again.
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GM I | Introduction to Gmail

Congratulations!

I'm ready - show me my account
You've successfully signed up for Gmail. Here are three things you really should know before you get started.

Great search, less filing

ATChiVE, don't delete Mever file another message or create another folder.
With more than 2 500 magabytas of free Esdetﬁmawls_ruwlt-ln G;Ugle search to quickly
storage. you never need to delete another HE SISty peey.

email. Just archive everything and use

= o loi)ﬂﬂ&fg]1m._
Gmail's search to find what you need =

/."'_Jj_d_
( Search Mail
_\;‘:“! sarch Mai D

120 el V3 Ofdar st &
ook

w:igam |

Go ahead and click on I’'m ready — show me my account.
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R4
Y5

Sending Email

During most assignments in this class, you will be emailing the instructor a
file that contains your assignment. When you send an email that contains a file,
the file is called an attachment.

We’re going to practice that now. Start by running the notebook program
on your computer (to get to the notebook program, click on the start button, then

programs, then Accessories and select Notebook.

ex Le Accessibiliy k|
(= Adaptec Eazy CO Creatar 4 4 I?_f] Communications L
- '_ !__:ﬁ: Games | =9 Interactive Training k
) (= Nu:urtu:un.ﬁ.ntl"-.-’irulF r I?_f] Intermet Taols r
(5} PhaneTaalk kA2 Spstem Todls k
STl e o Stalp | Pl Calculator
HREERN (= Adobe Acrabat 4.0 » @ MS-DOS Prompt
= CompuServe | ¥ 3Ry Wwindows Explarer
. ([ CorelDR&W b|BE Notepad
Falri (= MNetzcape Commurnicatar r @ ScreenSeize
(5} Quicken r ¥ \WardPad
(5} MS Office 2000 r % Scanner ahd Carnera Wizard
!__:ﬁ: Drell b 2 Second CopypS7 k
2l (= CoelDRAW 10 P (53 ThumbsPlus 4.0 b
¥ (= Education b= WWeatherBug k
(= Startllp Removed L4 I?_f] Zip Express L
(5 Microsaft Office Tacls b ZH Twater
Microzoft Access @ TClockEx Help
& Microzoft Excel [l TClockEx
\PI'.: E Microzaft FrontPage (= TurbcMaote L
By indows Lpdate E Microzoft Outhaok {= Englizh Help k
@ RomCat Microzoft PowerFaint =T Resst Options
F% W5 _FTP35LE Microsaft Wwiord Sunrize Sunset Calculatar
B8 Calculator (B Ewamiiew Fro Test Generator  * 56 STG FolderPrint
W] MicrosoftwWord !__:ﬁ: Employves &ppraizer b =8 Entertainment - Audio k
E Microsoft FrontPage (= 2nd Stary Software - Tag Act r I?_f] EPSON r
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Create a new document in Notepad and type the following information:

Your FULL name
Your email address
Your birthday

Your favorite food

Save this file (make sure to save it in your personal folder). You can use
any file name you wish. If you are using a different email than gmail, the following
procedure may be a bit different.

Log into your email account, and choose Compose Mail.
GII!] i | . || Search Mail

Compose Mail Find Any Email Address - MyFreeEmailSearch com - Find Anyone’s Email Address With This Free Email Directory

Search the We

nbox (1 [Archive | [Repot Spam | [[Delele | MoreActions  + | Refresh 1-10f1
Starred“ﬁ Select: All, Mone, Read, Unread, Starred, Unstarred

Chats &2
Sent Mail
Drafts
All Mail
Spam
Trash

E

[1  Gmail Team Gmail is different. Here's what you need to know. - Messages that are easr T:17 am

¢

Contacts

w Chat

{Search, add. o invte Select: All, None, Read, Unread, Starred, Unstarred
@ Phil Harton [Archive | [ Repot Spem | [Delele | More Actions  w | Refresh 1-10f1

Set status here

( 2 I Show search opti
M l I | [ Search Mail “ Searchthe Web Cr:at:;gfter s

Eotgons Wil [ Send | [  SaveNow | [ Discad | @

Inbox (1 TU:1rhp@dennvndental,cnm|

Sent Mail Add Cc | Add Beo
Drafts Subject:|
All Mail £ Attach a file

B J U F1Tx T = = E E M = I «Plain Text Check Spelling »

Nearly all of your assignments will be sent to me (Mr. P Horton) via email. My
email address for assignments is rhp@denovodental.com. Type this address
into the To: field.

Here’s the hardest part! Next, type in the SUBJECT. The subject will ALWAYS
need to be in the correct format, or your assignment will be LOST INTO
OBLIVION!!! Students have flunked this class because they were not able to put
the correct subject in the Subject field.

In each assignment, | will tell you what the subject line will be. It will almost
always follow this format: compapp x-x lastname. (x-x is the assignment
number.) Please use ALL SMALL, LOWER CASE letters! This assignment is 1-1
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(that’'s week number 1, assignment number 1). If my last name is Porcupine, the
subject would be compapp 1-1 porcupine.

Go ahead and fill out the subject line (compapp 1-1 lastname). Please put
YOUR last name, not the word lastname.

Next, you are going to attach your assignment to your email. Click on the
Attach a File link. A browse button will appear. Click on that button.

Show search options

I Search Mail J[ Search the Web ]C,eat“mter

Send Discard | Draft autosaved at 7:34 AM (5 minutes ago) &

To: 'rhp@denovudelna\.com

Add Cc | Add Bee
| pp 1-1 horton

|
i
o
[
Ml
{1l
| 3
)
]
]
Il

I «Plain Text Check Spelling v

You will then need to navigate to notepad file you created earlier and select it.
After short pause, your file will be attached to your email. In many assignments,
you will have to type answers in the body of your email; but for this assignment,
there is nothing else you need to do, so send the email to me by clicking on the
Send button.

. . : : -
‘ IVI i | |[ search Mail | [ Searchthe Web ]W
wlooale BET
Smpsse ol | | Discard | Draft autosaved at 7:45 AM (1 minute ago) it
Inbox {1 To: rhp@denuvudemél com
Starred T
Chats &
Sent Mail Add Ce \Adc_l__Elcc
Drafts (1 Subject: compapp 1-1 harton
All Mail i d
o £7 [7] Assignment 1-1.txt (fext/plain} 1K :
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It's done! One cool thing about gmail is that a copy of every email you send is
stored in the Sent Mail folder. You can check this folder to make sure the email
was sent OK, and also use this if you make a mistake on sending your
assignment to re-send it to me.

Gmail

Compose Mail Reut

| = Show search options
[ Search Mail ] | Searchthe Web |2 =50t

Oddly Enough - China subway apologizes over leaked kiss video - January 23

Inbox (1 Archive | [ Report Spam | [ Delete | More Actions v | Refresh 1-10f1
Select: All, None, Read. Unread, Starred, Unstarred

[[]  Gmail Team Gmail is different. Here's what you need to know. - Messages that are eas T:17 am

After a while, your grade for each assignment will be emailed back to you. If
you have any questions about emailing assignments, get help from a fellow
student.

This completes assignment 1-1.

When you are done with your email, MAKE SURE TO SIGN OUT of your email

account. Click on the Sign Out at the top right corner.
Gmail Calendar Documents Photos Groups Web more v rhpUBphha@gmil.cumISettin\% gleIderversim‘lIl—LeIESiEn out

‘ m i | | [ 8=arch Mail H Search the Web I%m

Compose Mail Reuters: Oddly Enough - China subway apologizes over leaked kiss video - Jznuary 25

Inbox (1 [_Archive | | Repot Spam | [ Delete | |More Actions v | Refrash 1-10f1
Select: All, Mone. Read, Unread, Starred, Unstarred

&) Gmail Team Gmail is different. Here's what you need to know. - [Ves

5 ™I | Select: All, None, Read, Unread, Starred, Unstared
@ Phil Horton [_Archive | [ Repot Spam | [ Delete | | More Actions = | Refresh 1-10f1

Set status here
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