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06 Create + Send Email

Introduction

Now that you've created a Gmail account, you can start sending
email messages. Writing an email can be as simple as typing a
message. In this lesson, we'll show how to compose an email.

Click the link below to view Video

@ Link: Sending Email

When you write an email, you'll be using the compose window. This
is where you'll add the email address of the recipient(s), the subject,
and the body of the email, which is the message itself.

You'll also be able to add various types of text formatting, as well as
one or more attachments. If you want, you can even create
a signature that will be added to the end of every email you send.

I In the left menu pane, click the Compose button.
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http://www.gcflearnfree.org/gmail/sending-email/2/
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[J You'll need to enter one or more recipients to the To: Field
There are two ways to do this:

[1 Type one or more email addresses separated by commas.

New Message —AX

To  javier.flores838@yahoo.com

flores merced@yahoo com Cc Bee

(1 If the person you are emailing is already one of your contacts, you can
start typing that person's first name, last name, or email address, and
Gmail will display the contact below the To: field. You can then press
the Enter key to add the person to the To field.

Suggestions from
your contacts will

New Message appear as you type

Sul &
B
OR

Juanita Casarosa
J-casarosa@yahoo.com %

Julia Fillory
fillory@gmail.com

Justice Moore
justicemoore techmanagement@gmail com

[J Click To to select recipients from your Contact list, then click Select.

e aammad Click To and then

select one or
: more contacts
Subject Select all
rry T. Hubbard
[} George Casarosa
Then click Grace Ellington

Select

George Casarosa ®

\ q Save as group.. « Cancel
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[J Type a Subject for the message
Thank you and appointment confirmation L

Henr Rousseau

Thank you and appaintment confirmation <@e===== Subject

] In the Body field, type your message and end with a sign-off.
When you are done, click Send.

Thank you and appointment confirmation — A

Henri Rousseau

Thank you and appointment confirmation

Hi Hen, & Body field
Thanks again for coming to the grand opening. It was very nice meeting

you. I'd like to confirm the appointment you made to come on Saturday at

12:00 for your sibling portrait. | know your parents in Canada are going to

love it!

We'll see you on Saturday,
Elena
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