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E Bates Gmail (Conversations On):
Sending, Replying, Attachments, and Printing

Your Inbox
Sign in to your Bates Gmail Account (http://email.bates.edu).

You'll see a list of any messages you've received in your Inbox.

Here's an example:

% S
Mail - B C More - 1-100f10 < > o 2
Gmail Blog - Hide moming and night hours in Calendar - 1 day ago Web Clip
| Inbox (4) | Google+ team Getting started on Google+ - Goo 4:51 pm
Starred Sondra, me, Murthy (3) Support Team RIS @ 4:22 pm
:-'pi"::": Alice Abemnathy New website design - Here's a dra 351 pm
ent Mai
Drafts (7) Mary Dorma PM priorities document - To assis 3:45 pm
Murthy Desdai uestions about the Solar confer 3:36
Development | _"I. N pm
Financial m nadminis, Cassandra (2) Account proposal - Hi John, Your prt Aug 12
Junk E-mail ] Benito Cacciato. (2), Draft important mail - On Mon, Aug 1, 201 Aug 1
Murthy Desdai ENSCURCEUl Project DX2 action ite Jun 21
Chat Cassandra, Mail (3) Helen's Chrome OS info - Forwarded Jun 16
! Gmail Team Get through your email faster with G May 16
Ll CHSSY Smith 0% full 2011 Google - Terms of Service - Last account activity: 36 minutes ago
Using 0 MB of your 25600 MB Privacy Policy - Program Policies Detais
. Powered by Google

Unread messages are in bold. To open a message, simply click it in your message list.
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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:

Sondra, me, Murthy (3) Support Widget - next steps - Hi everyone, Nov 29
Alice, me (2) New website design - Thanks Alice. It looks ¢ MNow 29

Note: The number of messages in a conversation appears to the right of senders' names.

Here's what an opened conversation looks like:

Support Widget - next steps nbox  x =
H Sondra Jenkins 4:05 PM (20 hours ago)
Hi everyone, | wanted to start a new thread to discuss next steps

m Cassy Smith 4:19 PM (19 hours ago)
Hi Sondra, This document descnibes how it all should work. Let r

. Murthy Desdai mdes  4:22 PM (19 hours ago) . -

to me, Sondra, Bryan, Paul [-

Sondra, the plan is to highlight just the most important content.
Bryan can give you the prioritized list

Thanks for organizing this project.

Note: You can control whether messages are grouped into conversations: Click the Gear icon and then Settings in
the upper-right corner of your Inbox and, on the General tab, scroll to Conversation View.

e If Conversation View is off, new messages won't be grouped into conversations, and any existing
conversations are ungrouped into separate messages.

e 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.
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Compose a message

1. Inthe pane on the left, click COMPOSE (Shortcut Key: Press C or Shift+C to open a new window).
!éimm
Mail ~

I Inbox
Stamred
|mportant

2. Inthe To field, type the first letter or letters of a recipient's name to look up the address in your corporate
directory.

Save Now Discard Draft autosaved at 1:41 PM {0 minutes

To |5|
@ "Sondra Jenkins" <sondra@soclarmora.com:
E<“cassandra smith" <cassy@solarmora.com=
subject @ "mary smith” <msmith{@1bot.info>
“Solarmora Admin™ <admin@solarmora.com>

“Gavin Sehom” <gavni@solarmora.com:
L

B I | "Paul Sperry" <psperry@solarmora.com>

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
Attach afile Insent: Imitation

B 7 U T-T-A-T-@

Or just drag a file from your Desktop to your message. You'll see the "Drop files here" box:
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To “Sondra Jenkins” <sondra@solarmora.coms,

K Drop files here

1+ Copy
LA To add them as attachments

B 7 U T-T-A-T-@ Meol=i= = = 9 CheckSpellng-

&= F & L «Plain Text

Hi Sondra,

Here's the latest brochure design from DocPros. | really like the color scheme and the sidebar
looks great. 'm not so sure about the font for the titles. What do you think?
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Send a message
At the top of the message window, click SEND (Shortcut Key: Press Tab+Enter).

m Save Now Digcard

To “Sondra Jenking” <sondra@sol;

Add Cc  Add Bee Consider

Tip: if you change your mind, click Discard. Use Save Now to save a draft to finish later.

A 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.

To reply to a single message or the last message in a conversation:

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 (Shortcut Key: Press R or Shift+R to open a new window). or
Reply to all (Shortcut Key: Press A or Shift+A to open a new window). The Reply to all option won't
appear if the email was only sent to you.

. Murthy Desdai mdesd:  4:22 PM (21 hours ago) - -
to me, Sondra, Bryan, Paul (=

Sondra, the plan is to highlight just the mast important content.
Bryan can give you the priontized list.

Thanks for organizing this project.

m Click here ::|}3 A teply to al | Fonwar

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.
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To reply to an earlier message in a conversation:

1. Open the conversation and select the message you want to reply to.
2. Toreply to just the sender, click the Reply button:

Alice Abemathy  3:51 PM (22 hours ago) LS
B to Gawin, Barry, Website, me = m
Here's a draff for the new site design. Please 5en " r
feedback.

If you'd rather reply to all recipients, click the down arrow next to the Reply button, and then click Reply

to all:
E Alice Abernathy alice@solarmora.com 3:51 PM (23 hours ago) - -
to Gavin, Barry, Website, me = & Raply
Here's a draft for the new site design. Please send me ¥ ¢, Reply to all @
Il set up a meeting for next week to finalize. n FFmard i ]
Filter messages like this
Thanks, Print
Alice Delete this message

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.
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Forward a Message:

You can forward a message, just a single message in a conversation, or an entire conversation.
To forward a message or a single message in a 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 (Shortcut Key: Press F or Shift+F to open a new window).

. Click here to Reply, Reply to all, or Forward
B

Note: If you have a conversation open, the Forward link sends the last (most recent) message. If you'd
rather forward an earlier message in the conversation, select the message, click the down arrow next to
the message’s Reply button, and then click Forward:

a Sondra Jenkins  4:05 PM (23 hours ago) . v
to me, Murthy, Bryan, F~ Reply
Hi everyone ¢~ Reply to all

= F rd
| wanted to start a new o g;?g : :
porting in content, as pe Filter messages like this
clear, | can set up a qui Print

3. Enter the email addresses to which to forward the message, and add any notes in the message field.

4. If the message has an attachment that you don't want to forward, uncheck the box next to the attachment's
file name, below the Subject field.

5. At the bottom or top of the message, click Send.
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To forward an entire conversation:

1. Open the conversation.
2. Inthe menu bar above the conversation, click More and then click Forward all.

More =

Mark as unread

Mark as not important
Add to Tasks

Add star

Create event

Filter messages like these
Mute

Forward all {lj

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

The recipient receives a single message containing all messages in the conversation, listed in order of oldest
to most recent.
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Print a Message:

You can print a single message or an entire conversation.

To print a single message or an entire conversation:

1. Open the message or conversation.
2. At the upper right of the message, click the Print all icon.

2 a8

A printer-friendly version of the conversation appears.

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

To print a single message within a conversation:

1. Open the conversation and select the message you want to print.
2. Inthe message, click the down arrow to the right of the Reply button, and then click Print.

Mov 29 (1 day ago) - -

+ Reply

=, Reply to all

= Forward
Filter messages like this
Print
Delete+his message

k Report phishing

Show original
Message text garbled?
Mark unread from here

A printer-friendly version of the message appears.

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