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Connect Through Tech

Benefits

If you already use email, being able to access it from your
phone means you can open and respond to emails on the
go. This is especially useful if you need information
contained in an email, such as an appointment time or
location, or if you received pictures that you want to share
with someone when you are out and about. There will
never be a need to wait until you get home or to use your
home computer as a separate device. Whatever you do in
your email account automatically updates on all your email
connected devices, so you can switch between the
devices without any loss of information.
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waoe®  Connect Through Tech
Prerequisites

e Android smartphone, operating system 8.x (Oreo) or
later

e Active mobile provider (e.g. Verizon, Sprint, AT&T)
e Google account added to smartphone (separate
Quick Start Guide is available if needed)
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Connect Through Tech

Introduction

The word “app” is short for application. An application tells
your phone how to do a related set of tasks. In this guide,
you will learn how to use the Mail app.

Email and text messages have become the primary types
of electronic communication used on smart phones. (Text
messages each covered in separate Quick Start Guide.)

You can refer to this guide anytime you want to do any of
these steps independently. Please write or draw on the
pages in any way that will help your independent use of
the guide.

Different people like to communicate in different ways.
When adding someone to your contacts, ask them if they
prefer calls, text or email. Using their preferred method
when you contact them will help you to get a quicker
response.
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Opening Gmail

Step 1. Look for Gmail app by clicking (tapping) on the
Google icon (picture).

T 10
D f

Amazan Facebook Social

.0 ©

Play Store Photos Utility

Lo =@

Phong Voicemail | ' Messages Email Apps

NOTE: This icon (picture) may be in a different location on
your screen. As long as the icon is the same, it doesn’t
matter where it appears.

Page 6



JIONS 4,
o Yy

DOROT
“mso®  Connect Through Tech
Opening Gmail
(continued)

Step 2. Click (tap) on Gmail. NOTE: You may also find
Gmail as a separate icon (picture) on your desktop, as

@

Drive Gmail

00

Play Music Play Movies
&TV

Google

©0

Google Chrome

LY

Hangouts Maps

©

(*) ADD APPS

shown below. If so, you can/click (tap) on it directly.

=
er

Amazan

\ 0 ‘

Gryail

Q

Phone,

f

Far«nook Social

> &

Play Store Photos

.

>

Utility

= @

Email Apps

&6

Voicemail | ‘Messages
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Create & Send a New Email

Step 1. To create new email, click (tap) Plus Sign image
on bottom right of screen.

= Search mail °

PRIMARY

8 Tap a sender image to select
that conversation.

John Adams 12:34 PM
Congratulations on setting up your ne..

Good luck! NHR John Adams Progra.. 3¢

Dismiss

Google Community Team 11:59 AM
Finish setting up your new Google Ac...
Google Hi Dorot, Welcome to Google.... 3

I_Z
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Create & Send a New Email
(continued)

Step 2. Compose your email by starting to type name of
person from your contact list (on left), or by entering
(typing) email addresses directly (on right).

@ P

< Compose
From

- V

Harry Metson
harrymetson@yahoo.com

dorottechcoaching@gmail.com

5 harry have has

1820304150670 80940
qlwlelr t y ullilo p}
alsldlflalnlilk]!
nimp <

£ z x c v b
!#1,@

EN{US) .com Done

< Compose e P

From dorottechcoaching@gmail.com

To @nith@dorotusa.oD

Cc

Bece

& ¢ B v
142030456 078809120

q'w'ert'y-u‘i'opl
alsldlflaln)ilcl!
a2 | x
# , |@

clviblinimil &

EN{US} .com Done
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Create & Send a New Email
(continued)

~

Step 3. Select (tap) Subject field (area for typing) and
using on screen keyboard, type title of your email. This
should be a clear, short, descriptive phrase to tell the
receiver what they can expect in body of the email.

& Compose @ pBp
From dorottechcoaching@gmail.com

To ssmith@dorotusa.org v

‘@

ABC . English {US} ¢ Next
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Create & Send a New Email
(continued)

Step 4. Compose the body of your email either:

a.BY VOICE: Click (tap) microphone icon and dictate
b.BY HAND: Type the message out on the keyboard

<  Compose ® PpB

From dorottechcoaching@gmail.com

To ssmith@dorotusa.org ™ BY VOICE

S
Lunch Today? BY HAND

mthe new ltalian restaurant on

m © F &H &© & v
1fzfs3f4a]s]e]7]sfo]o

N\

glwlelrlt ylulilo pi
alsldlflalnljliclt
W zUxlclviblnlm

[#1 2 English {US) 5 <}___l’]
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waox®  Connect Through Tech

Create & Send a New Email
(continued)

Step 5. Note that if you enter a misspelled word, you will
see some alternative spellings. You can click (tap) on the
correct word to replace the misspelled word so you don’t

have to retype it.

<  Compose @ pB
From  dorottechcoaching@gmail.com

To ssmith@dorotusa.org v

Lunch Today?

Woulld

() v World

12030405160 70089)0
alwlelrltlylulilo p:
alsldlflalnljlxll
Sl zIxlclvibnmE=

1#1 i English {US) - (}ﬂ
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Connect Through Tech

Create & Send a New Email
(continued)

Step 6. To include an attachment (e.g. photo), click (tap)
on the Attach icon (looks like paper clip).

<  Compose
From dorottechcoaching@gmail.com

To ssmith@dorotusa.org v

Lunch Today?

Compose emalil

English {US} g Next
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Connect Through Tech

Create & Send a New Email
(continued)

Step 7. Click (tap) on Attach file.

< Compose Attach file «— |
From dorottechcoz Insert from Drive
To ssmitha  >end money
Request money
Lunch today?
Compose email
&Rle z . ., | ~
1121314516718 90
~INJ QL QEQEL¥ W
clsloflefOolmioliQiole
el Bl IEH S KA BY Bl Py <
ABCH English (US) Next

- —
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Create & Send a New Email
(continued)

Step 8. In this example, you will attach a photo which was
taken with the phone camera. Click (tap) on file to attach
to your email.

T

Modified W

Getting started

' 85284900233095998271.jpg

\Ma}'hl 171 kB

u IMG_02111.jpg
st May 14 147 kB
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wso®  Connect Through Tech

Create & Send a New Email
(continued)

Step 9. When ready to send, click (tap) triangle on top

right of screen to send email.

<  Compose e P

From dorottechcoaching@gmail.com

To ssmith@dorotusa.org v

Lunch today?

How about the new Italian restaurant on
Main Street?]

E 85284900233095998271 jpg X
167 K
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Read & Reply to Emails

Step 1. List of incoming emails will appear. Emails that
you haven't yet read will appear in bold. To read an email,
click (tap) on the email.

= Search mail °

PRIMARY
@ Tap a sender lmageto select iiEinice /
that conversation.

John Adams 12:34 PM

Congratulations on setting up yourn...
Good luck! NHR John Adams Progra.. 30

Google Community Team 11:59 AM
Finish setting up your new Google Ac..,
Google Hi Dorot, Welcome to Google.... 3

Page 17



&5« TONS "‘t/

DOROT

)

“wso®  Connect Through Tech

Read & Reply to Emails
(continued)

Step 2a. Read email. To reply to email, click (tap) on
arrow on top OR on Reply on bottom of screen.

< B U &

Congratulations on setting up
your new account  Inbox

é {{:' John Adams 12:34 pm (_‘4/:

o \
___I/ tome v

Good luck!
NHR

John Adams

DOROT, Inc.

171 West 85th Street

New York, New York 10024

Direct Tel: 917-441-3712

Main Tel: 212-769-2850
wwiwv.dorotusa.org

DOROT - Generations Helping Generations

€ Reply 4 Reply all > Forward

Page 18
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wso®  Connect Through Tech

Read & Reply to Emails
(continued)

Step 2b. Compose your reply, then click (tap) blue

triangle to send. /

< Reply v @ p <4
From dorottechcoaching@gmail.com

To John Adams v

Re: Congratulations on setting up your
new account

Thanks, | look forward to being in touch.

N © F H & & v
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wso®  Connect Through Tech
Read & Reply to Emails
(continued)

Step 3a — To send this email to someone other than the
person who sent it, click (tap) on Forward at bottom of
screen.

< B O &

Congratulations on setting up
your new account  inbox

#W John Adams 12:34 Pm
g N
o tome v

Good luck!

NHR

John Adams
DOROT, Inc.

171 West 85th Street

New York, New York 10024

Direct Tel: 917-441-3712

Main Tel: 212-769-2850
www.dorotusa.org

DOROT - Generations Helping Generations

/

Page 20
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Read & Reply to Emails
(continued)

Step 3b — Enter email address to forward email to.

< Forward ~ @ p

rFrom - aorouecncoacning@gmailcorm

To ssmith@dorotusa.org /v

Fwd: Congratulations on setting up your
new account

Compose email

) ssmith@dorotusa.org

TR23 14516171812} 0

alwlel el tlylulilolp
alsldlflglnlilill
SWlzIlxlclviblnlmll &=

1#1

@ EN{US) . | .com Done

)

_—
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Read & Reply to Emails
(continued)

Step 3c. Compose any additional message you wish to

accompany the forwarded ema
triangle when ready to send.

il, then click (tap) blue

<  Forward ~ @ P €
oM gorouecncoacning@ymai.coin
To ssmith@dorotusa.org v

Fwd: Congratulations on setting up your

new account
own email

© F & €
2fsfa]slis]7)sfo]o

—
Look, I finally have my

account.
\

0

m v
1
alwlelrlTlvlulilolpr

AlsiolelslnlolklL
zixlclvislIniml =

41 <

English {US)

—
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“wao®  Connect Through Tech
Read & Reply to Emails
(continued)

Step 4. You may also print your email by clicking
(tapping) on the three vertical dots on upper right of
screen, then clicking (tapping) Print (if you have a
wireless printer available to use).

s B U &

Congratulations on settingup
your new account  Inbox

"% John Adams 12:34 Pi

W tome v

Good luck!

-

Move to

Congratulatior

your new accc
Change labels
4 John Adam:

Snooze

& tome v Mark important
Good luck! Mute
Print

Page 23
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Deleting an Email

Step 1. List of incoming emails will appear. Click (tap) on
email you would like to delete.

— Search mail °

PRIMARY
g Tap a sender lr_nageto select Disinies
that conversation.
Google Photos 417 PM

Make the most of your Google Photo...
Welcome to Google Photos, a home fo... W

Adams 12:34 PM

< N Congratulations on setting up your ne... >

Good luck! //

Google Community Team 11:59 AM
Finish setting up your new Google Ac...
Google Hi, Welcome to Google... W

Page 24



“mao®  Connect Through Tech

Deleting an Email
(continued)

Step 2. Click (tap) trash can to delety

¢ 8 w<s i

Finish setting up your new

i\
I
Google Account  inbox

Google Communi... 11:59 AM
tome v

Google

v
"

Hi Dorot,

Welcome to Google. Your new account
comes with access to Google products,
apps, and services.

Here are a few tips to get you started.

&~
7
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DOROT hopes that you have found this guide useful and
that it has made technology easily more accessible.

We would love to hear from you. Please share your
comments through technologyhelp@dorotusa.org.
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