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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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Prerequisites

-

iIPhone with IOS 12.x or later

Active mobile provider (e.g. Verizon, Sprint, AT&T)
Apple ID added to iPhone

Mail app associated with current email account
(separate Quick Start guide available if you need to
create a new email account)
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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
emails each covered in separate Quick Start Guide.)

Your coach will support you as you use this guide to learn
to compose, read reply and add attachments to email.
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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Create & Send a New Email

Step 1. Click (tap) the Mail app.

T @
=
-

Utilities Entertainment News

=

Social Media Outlook

Q&

-

Salesforce Books Music Evernote

$@0¢

Messages Contacts Camera Instagram

DA<

Mail

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



1“WINS
¢ Q_;\‘l' ONS “4':7,/
¢

<
Y

(

DOROT!

)
) [
/) > )

A 7

Create & Send a New Email (continued)

~

Step 2. Your email box will display. The view may differ
depending on what you did last when using this app.
Mailbox View (left) and Inbox View (right) are shown
below.

Edit <Mailboxes Edit
Mailboxes Inbox
s Google
=3 Inbox Security alert
* VIP
Flagged Andy from Google
Dorot, welcome to your new Google Account
‘ ‘ [déd X v ot
|_'1 Drafts
</ Sent
T Junk
Il Trash
All Mail
B3 [Gmail]
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wao® Connect Through Tech
Create & Send a New Email (continued)

Step 3. If in Mailbox View, click on Inbox to view your
emails.

Edit

Mailb —

oXes
£ Inbox

* VIP

Flagged

|_'7 Drafts
7 Sent

%/ Junk
Il Trash

= Al Mail

£ [Gmail]
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wso®  Connect Through Tech
Create & Send a New Email (continued)

Step 4. Click (tap) on pencil at bottom right of screen.

< Mailboxes Edit

Inbox

Google 10:35 AM
Security alert

05 was granted access to yvour Google Account
dorottechcoaching2019@gmail.com If you did

Andy from Google 10:34 AM

Dorot, welcome to your new Google Account

Hi Dorot, I'm so glad you decided to try out
mall. Here are a few tips {0 get yo y and ru

—
{\?/I Updated Just Now %l
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Connect Through Tech

Create & Send a New Email (continued)

Step 5. Compose your email by clicking (tapping) Plus
Sign to enter name(s) from your contact list (left), or by
entering (typing) email addresses directly (right).

Cancel New Message

John Smith

Sent from my iPhone

Cancel

info@dorotusa.org o

New Message

Sent from my iPhone
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Create & Send a New Email (continued)

5
L

Step 6. Enter subject of your email. Subjects should be as
concise as possible, capturing the main idea of the email.

Cancel Lunch tomorrow? Send

John Smith

subject: Lunch tomorrow'?i J\

Sent from my iPhone

Page 11
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Create & Send a New Email (continued)

~

A
N~
N SNO

W

Step 7. Compose the body of your email either:

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

Cancel Lunch tomorrow? Send

John Smith

Lunch tomorrow?

mlike to try that new Asian
< restaurant?

The I'm You

1121314 )15]16]17)18]19]0
-{/71: 1P isj&jel”

#+= . 7 l ! /

: : : By Voice

ABC @ O space return
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Create & Send a New Email (continued)

-

Step 8. 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.

Cancel Lunch tomorrow? Send

[o: John Smith

=ct: Lunch tomorrow?

Would uou

Sent from my iPhone

Bz xlclvibinim B

123 ) space return
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Create & Send a New Email (continued)

Step 9. When finished, click (tap) Send.

-

Cancel Lunch tomorrow? Send 4

John Smith

. Lunch tomorrow?

Would you like to try that new Asian
restaurant?

Sent from my iPhone

The I'm You

1121314]5]16]1718]19]0

il I ()]s )&j@)”
#e= ; ? ! ' <&
AsC @ O space return
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“msox®  Connect Through Tech
Create & Send a New Email (continued)

Step 10. After email is sent, you will be returned to Inbox
View.

£ Mailboxes Edit
Google
Security alert
05 was granted access to your Google Account
orottechcoaching2019@amail.com If vou d
Andy from Google Yesterday
Dorot, welcome to your new Google Account
Hi Dorot, I'm so glad you decided to try out
~ o Here are 3 few tins to aet vo y and ru
[\E/I Updated Just Now m

Page 15



wao®  Connect Through Tech
Read & Reply to Emails
Step 1. Click (tap) the Mail app.

(T @
o=l
aw.

Utilities Entertmnment

.wm

Social Media Outlook

Evernote

Messages Contacts Camera Instagram

DA<

Mail

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.
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Read & Reply to Emails (continued)

Step 2. Your email box will display. The view may differ
depending on what you did last when using this app.
Mailbox View (left) and Inbox View (right) are shown

below.
Edit <Mailboxe5 Edit
Mailboxes Inbox
- Google
= Inbox Security alert
* VIP
Flagged Andy from Google
Dorot, welcome to your new Google Account
|_'1 Drafts
</ Sent
=] Junk
[l Trash
All Mail
3 [Gmail]
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Read & Reply to Emails (continued)

Step 3. If in Mailbox View, click (tap) on Inbox to view
your emails. If already in Inbox, skip to next step.

Edit

Mailboxes
Inbox
* VIP

Flagged

ﬁ Drafts
7 Sent

Junk

} |_; .- ‘

Trash

=1 Al Mail
5

Gmail]

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

Step 4. When in Inbox View, click (tap) on the email you
would like to read.

< Mailboxes Edit

Inbox

Google 10:35 AM

Security alert

Q5 was granted access 10 your Google Account
lorottechcoachina2019@amail.com If vou d
Andy from Google 10:34 AM
Dorot, welcome to your new Google Account &
Hi Dorot, I'm so glad you decided to try out

G e e R . SO } B

[N

Updated Just Now
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Read & Reply to Emails (continued)

5
L

Step 5. While viewing an email, scroll down if entire email
doesn’t fit on the screen. For additional options, go to the
bottom of your screen and click (tap) arrow curving to left.

< Inbox /\
Andy from Google VG
To: dorottecl h Details W
Dorot, welcome to your new Google
Account
B 8 K o
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Read & Reply to Emails (continued)

Step 6. Click (tap) on the respective button to Reply to
sender, Forward email to someone else, or Print email.

Reply

Forward

Print

Cancel

Page 21
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Read & Reply to Emails (continued)

Step 7. If choosing Reply, compose your email in the
email space, then click (tap) Send when finished.

e e

Cancel Re: Dorot, welcome to your... SendA

Andy from Google \i—)

Subject: Re: Dorot, welcome to your new

.Google Account

Sent from my iPhone

On May 6, 2019, at 10:33 AM, Andy from Goog
noreply@google.com> wrote:

The I'm You

1121314151617 18]19]0
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Read & Reply to Emails (continued)

Step 8. If choosing Forward, click (tap) Plus Sign to add
contact name OR add other email address you would like

to forward email to.

- Fwd: Dorot, welcome to your new
Google Account

Sent from my iPhone
Begin forwarded message:

From: Andy from Google <andy-noreply@goo:

B z I x'clvibinim ES

123 @ 0 space @ . return

Page 23
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“msox®  Connect Through Tech

Read & Reply to Emails (continued)

Step 9. Add note to email you are
Send when finished.

Cancel Fwd: Dorot, welcome to yo... Sendk

John Smith

.. Fwd: Dorot, welcome to your new
Google Account

— -
John, we've setup our new email. See below.
\ /

Sent from my iPhone

O\

Begin forwarded message:

| Evaras: Arndir froams Manmla canmddys o mnavanmh ifran

The I'm You

112131451617 18]19]0

forwarding. Click (tap)

/

Page 24
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Read & Reply to Emails (continued)

5
L

Step 10. If choosing Print, select desired printer (if you
have a printer) then click (tap) Print when finished.

Cancel Printer Options Print -
€<
1 Copy ‘ + ]
Options Double-sided
The printer is low on toner
™M
&
o Pa

Page 25
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Sending Photos by Email
Step 1. Open Photos app.

A llm

App Store Books Calendar Camera

",z m
7 6 5

Clock Contacts FaceTime Health

Mail Messages

..@M

Notes Photos Reminders Stocks

Wallet Weather Settings

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.
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Sending Photos by Email (continued)

Step 2. Click (tap) on All Photos.
+

Albums
My Albums See All /

All Photos Instagram

282 0

Favorites

0
= = = Q
Photos For You Albums Search

Page 27
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Sending Photos by Email (continued)

Step 3. Click (tap) on picture(s) to share.

< Albums All Photos Select /

reevie Ry

e Seven

Page 28
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Sending Photos by Email (continued)

Step 4. Selected picture will enlarge on screen. Click (tap)
icon (picture) in lower left corner.

Page 29



“wso®  Connect Through Tech
Sending Photos by Email (continued)
Step 5. Click (tap) Mail icon (picture).

Cancel 1 Photo Selected

Finder on the Mac, you'll see their names here. Just
tap to share.

Shared Save PD
Albums Add to Notes to Book

Page 30

AirDrop. Share instantly with people nearby. If they
turn on AirDrop from Control Center on iOS or from
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Sending Photos by Email (continued)

!

Step 6. Compose email (see earlier steps if needed).

Cancel New Message

To:

\_/

Sent from my iPhone

Page 31
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Sending Photos by Email (continued)

Step 7. When ready, press Send to send email.

Cancel Thought you'd like these Send

LN

fo: Harry Metson
( (.‘[

Subject: Thought you'd like these

See you Iater.|

You I'm This

112131415161 718]19]0

-/:;_( ),$&@”

#a= . ? | £ <X

ABC g space return

Page 32



1« INS
ONS £~
&‘Q,;“ ~ \) ,‘,- (:/4‘
S
& (@

DOROT

2
‘?1// 2
C/v

wso®  Connect Through Tech
Sending Photos by Email (continued)

Step 8. After email is sent, you will be returned to Inbox
View.

£ Mailboxes Edit
Google
Security alert
05 was granted access to your Google Account
I vy T T y—
Andy from Google Yesterday
Dorot, welcome to your new Google Account
Hi Dorot, I'm so glad you decided to try out
ail. H a few tips to get yo y and ru
.r:;\ Updated Just Now Z
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Deleting an Email
Step 1. Click (tap) the Mail app.

-1 &}
@=
Q .:_‘j;_';f,.

Utilities Entertmnment

Q&

Social Media Outlook

Salesforce Evernote

sONE

Messages Contacts Camera mstagram

DA<

Mail

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.
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Deleting an Email (continued)

~

-

Step 2. Your email box will display. The view may differ
depending on what you did last when using this app.
Mailbox View (left) and Inbox View (right) are shown
below.

Edit| | € Mailboxes Edit

Mailboxes Inbox
_ |
= Inbox G°°g,e

Security alert
* VIP

Flagged

Andy from Google

Dorot, welcome to your new Google Account
'Y Drafts Hi Dorot, I'm so glad you decided to ! '
7 Sent
=] Junk
Il Trash
All Mail
B3 [Gmail]
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Deleting an Email (continued)

Step 3. If in Mailbox View, click (tap) on Inbox to view
your emails.

Edit /

~—

1 Inbox
* VIP

Flagged

|_'7 Drafts
7 Sent
] Junk
|| Trash

=1 Al Mail
5

[Gmail]

Page 36
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Deleting an Email (continued)

Step 4. Click (tap) on email you'd like to delete.

< Mailboxes Inbox Edit
ASSISTant
® Your Google Assistant Wednesday

Silence your alarm, hands free
Manage your alarms with the power of your
voice

® Google Tuesday
Security alert
Recovery phone was changed
dorottechcoaching2019@gmail.comThe recov,

® Your Google Assistant
Hey Google, call home
Communicate with your contacts faster and
easier

Monday

Page 37
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Deleting an Email (continued)

Step 5. While viewing the email, click (tap) on trash can
icon (picture) on bottom middle of screen.

< 9] N N\
Your Google Assistant
To: \'Jl”U[lu(,l‘.{();a,’_hp;f;t:\]'\Eg‘m(; nai... Details m

Hey Google, call home

May 13, 2019 at 11:56 PN

Hi Dorot,

Get ideas for using your
Google Assistant

Tell us how you want to use your Google Assistant,

and you'll get helpful tips in your inbox soon.

= B = A 4

The email is removed.
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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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