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Email

Email is an easy way to communicate.

- It costs nothing to send an email, but it does
require a connection to the Internet.

* You can send email to anyone, anywhere in the
world.

« Your email address is personal, and does not
change if you move or travel to a different
location.



Setting up an email account

If you do not have an email address, you can
create one yourself. There are several free email
services. A few examples:

Gmail (provided by Google), Yahoo Mail and
many others.

In this presentation we will be explaining how to
create a Gmail account.



Enter the Google web address in your browser: ~ dittp://www.google.com >

@ck Gmail.

YouTube Nyheter

Jag har tur

http:/fwww.google.sefsearchisite= Sug=5ommarsolst %C3%Andet= 20138 0i=ddlefict=Ffirst_day_of summer_2013-1536005-hp



If you do not have an email address and you want an email account, click
Create account.

If you already have a Gmail account, enter your email address (in the
username field) and your password, and then click the "Sign in” button.

% Kundgarantier - enav mangabrz X | & Gmail X & Gmail X + EI@ILJ

« > @ https://accounts.google.com/signin/v2/identifier?service=mail & passive=truedirm=falsef continue=https%3A%2F%2Fmail.google.com%2Fmail%2F%3Ftab%3Dwm&sc.. o & < 9 :

Google

Loggain

Fortsatt till Gmail

Enter your
email address.

E-post eller telefonnummer

Har du glémt adressen?

Ar detta inte din dator? Logga in privat med géstliget.
Las mer

Click here
to create an
email account.

click next to
create your
password.
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Tips for creating a new email address

The information you will have to enter depends on which email provider you select (for
instance Gmail).

Every email address is unique, and you can only choose an address that no one else
has. The email service verifies the availability of the address you entered and then
suggests similar addresses if the one you want is already taken. You cannot use the
letters 3, & or 6. You can choose to use your real name or an invented one.

A password should consist of at least six characters. Use a mix of letters, numbers
and/or special characters (for instance !, @, #, $, %, ™, &, *) in order to compose a
secure password. Avoid using your name or date of birth as your password.

You are not required to provide personal information, such as your personal identity
number or gender.

The alternate email address and possible security question are used to protect your
email account. If you lose access to your email account, it will be easier to recover
your account if you have provided one of the above. Make sure you have access to the
email address you provided as your alternate email address. Make sure you choose an
answer that you will not forget and which no one else will be able to guess if you have
entered a security question (Gmail does not offer this option).

Keep your password in a secure location so that no one else can access it.



Creating a new email account
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Google

Valkommen till Google

ﬁm_h_m@gw”m Enter your mobile number
S as an additional unique

Telefennummer {valfritt) Identlflerl

E=E ¥ 725740076

Vi anvander telefonnurnret for att skydda kontot. Andra kan inte se
det.

Ch' Aterstaliningsadress (valfritt)

add Vi anvander den fér att skydda ditt konto

Enter the year, e Minad B

1973 november w23

month and
day you were born.

Ditt fédelsedatum Dina personliga uppgifter &r

Kén privata och s&kra

Indicate whether you are a
man or woman, or select
"Other".

oy

S L TN )




Creating a new email account

> Kundgarantier - =n =1 minna hre ¥ 2 Slana att Fanalackanta w HE= | - =& &
£l X
< $ Kundgarantier-enavmangabr: X & Skapa ett Google-konto X + @M 9

——— & > (¢ @ https//accounts.google.com/signup/v2/webtermsofservice?service=mail&continue=hitps%3A%2F%2Fmail.google.com%2Fmail%2F%3Ftab%3Dwm&tmpl=default&fl.. o & +f &

Google

Sekretess och villkor

réttstavning som vi anvénder i alla véra tjdnster. =

Du bestimmer sjilv

Beroende p dina kontoinstiliningar kan en del av denna
data knytas till ditt Google-konto och vi behandlar s&dan
data som personliga uppgifter. Du kan styra hur vi
samlar in och anvander denna data nu genom att klicka
Pé Fler alternativ nedan. Du kan alltid dndra
instéllningarna senare eller dra tillbaka ditt samiycke for
framtida data genom att bestka Mitt konto
(myaccount.google.com).

Read through the terms
of service or ask
someone to help you.

FLER ALTERNATIV =~

Du bestammer dver uppgifterna vi

samlar in och hur de anvénds.
[0 Jag godkénner Googles anvandarvillkor

[ Jag godkénner att mina uppgifter behandlas i
enlighet med beskrivningen ovan och
sekretesspolicyn. 5

Avbryt Skapa konto

Svenska - Higlp Sekretess Villkor
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& > G & httpsy//mail.google.com/mail/7tab=wm#inbox @ e
= ™M Gmail Q  Sokie-post = I o e
I— Sk o~ ¢ ¢ 1-Tav1 < PR « (1}
[ Inkorgen IN BOX B

" ) ) 13:58
* S““L““‘ When you open your inbox, you will see all the messages that have been sent to L/
u jutet . . o o . g
® ;’pij ) you. Every message is displayed on its own line, and consists of the following
= S elements: date and time, subject/title, sender, and a box used to select the x
ki . .
b message. Click anywhere on the line to open the message. +
v  Mer
@) srreen - - Explanations:
Select — use this to work with specific messages. For instance to move or
delete them.
Refresh - use this to retrieve any nhew messages that may have been sent to
you.
Compose - use this to create a new email message.
Inga nya chattkonve o o _
e Spam - These are unwanted emails that may contain advertising for a
product or service, or messages that contain blocked images, links or file
attachments.

9
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@ Kampanjer

Vilkommen till ditt nya Google-konto, Shireen - Hej Shireen! Tack for att du har skapat ett Google-k...

S4a hdr anvander du
Gmail

Your emails
appears here.

= M Gmail Q. Sbkie-post
o~ ¢

= skriv
l. ] Primar 2%  Socialt
[J Inkorgen 1

#  Stjammarkt Teamet bakom Google.

© Uppskjutet

=  Skickat

B Ot Click the "Inbox" to

v Mer view your email messages.
@) shird \ @) Vilj ett tema

Stars let you assign a special status
to emails to make them easier to
find.

You can star a
message by clicking
on the star shape next
to a message.

"Sent Mail" contains the
email messages you have sent.

Inga nya chattkonversation
Starta en ny

"Drafts" is where
email messages that have not yet

) 5
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] \E} > L beeQ%aLnt—Jare stored.

Use "More" to display trash, spam,
chats, etc.




[ Report spam
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= M Gmail Gmail-teamet Delete emails ] 09:50 '
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4 skriv
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) Primar &% Socialt @ Kampanjer
[J Inkorgen 2
« QQ Halsnimy T =
e SRR Select one or more SRR aRY ¢
@ Uppskjutet messages in order to move nto, Shiree ack e oz skrangt et Google-ko... 13:58
% Skickat them or put them in the I N
B Utest trash. ! one or more i
emails are selected, a x
w M S =
er s 77 Romothar skapats @ i new toolbar displays.
aShireen b +
s Importera kontakter
] Vélj ett tema i = T Promoild
Konfigurationsfériopp l @ och meddelanden: U
0 GB (0 %) av 15 GB anvénds Villkor - Sekretess - Programpolicy Senaste kontoaktivitet: & timmar sedan
Hantera Information
Inga nya chattkonversationer
Starta en ny
H
a @ %

1

SV L me il )

2018-10-




¥ Kundgarantier - en av ménga br= X | & Gmail

¢ > c

b

M Inkorgen - shil Move tO
! [ ] |

More functions

@ https://mail.googl o [] ‘ Mer 1av1 a
= M Gmail v Gmiail-teamet En hal_Fiytta til: | Tilldela etikett | [Miarkera som last
/ | Markera som icke vikiigt
_ - O & | agg till i Aktiviteter
-} skriv Socialt | dgg till stjarna
- = Ampi Kampanije Filtrera meddelanden som dessa
[J Inkorgen Use "Move to" to file ppda Uppdateril gnorera
Y Stjammarkt selected emails under Forum Forum M W M W
@ Uppskjutet existing labels. You Skrap Skapa ny pat ett Google-ko.. 13:58
>  skickat can also choose to Pappe Heniars
B Utkast create new labels.
Skapa ny x
Mer

QShireen -
Konfiguratipr
You can use "Label as"
to connect one or more
email addresses to
various labels. You can
also create new labels.

. 5S¢

Inga nya chattkonversationer

Importera kontakter
och meddela

Hantera etiketter

Go to "More" for more
choices with regard to
assigning a status to

imta Gmail for mobil

ofilbild

itet: & timmar sedan
Information

selected
emails.
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= M Gmail

[J Inkorgen
W Stjarnméarkt
@ Uppskjutet
=  skickat

A

Utkast

Mer

¢ i-\? Shireen ~

Inga nya chattkonversationer
Starta en ny

address of the person
or people you want to

sent to any number of

M Inkorgen (1) - shireenh.m73@gr X + =@ =

v [ ] | L Y Mer 1av1 @

Click "COMPOSE" to
open a hew message
window.

En halsning 09:50 '

MNytt meddelande

In the "To" field,
enter the email

Socialt - i i i @
ll Kopia Hemlig kopia | &

Amne

send the message to.
The message can be Use the "Bcc" field
to send a copy of
the message
without this
address being
shown to the rest

of the recipients

The "Cc" field can be
used to enter the
email address of the
person you want to
receive a copy of the
message.

recipients.

Konfiguratjppe*

The "Subject"
field is used to
briefly summarize

what the

Click here

to attach Click here

to insert
emoticons.

Click here to
display text
formatting options.
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Hantera your message.
. B Click here to
yac onversatonear
Sitarbien iy attach a file.
B 7 U A- == 1= =~ I




E hittpe://plus.qoagle.com/up/accounts/?

P~ & C [l M Inkorgen (3) - lars.eklund10... %

Arkiv Bedigera Visa Favoriter Verktyg Hijilp

GdE

Gm ® = [ SR P Sy v o S5k i Stensgjd by » ‘ - Mer - 1av1
Ordna - My mapp T j ®
St it _ gnast dndrad Typ =
. Bjrka 54 _
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it Click "Open" to
Las attach the photo
- to your message
Akirvera mina cirklar . o
Finish by clicking i
0 RSl "Send" to send
Ny Hangout Hantera
the message.
Hitta va@nner att chatta

med

Click here to attach a
file or image from
Google Drive. NB! You
need to have this type
of account in order to
use this feature!

X

Insert photo

<
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Maria Andersson

>
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Kopia Hemlig kopia
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— IVI Gmail ol Gmail-teamet . . g - . )
Click the gear icon to " Mormal {|:ra stdme skarmar)
T display a menu where ;:‘I::.E':E e ST .
sk you can make settings
O Primar o configurations. Konfigurera inkorgen ’
L] Inkorgen ! Instaliningar
Y Stjigmmarkt [7] < Teamet bakom Google. Vilkommen till ditt nya Google-konto, Shireen - Hej Shireen! Tack for Teman ’
Skicka feedback
@ Uppskjutet .
Guidad tur
%  Skickat - _ Click on Hjalp -
y N n = L]
B Utkast y Kontot har skapats Settlngs "
10 % -

Mer

w
o Importera kontakter
] . Vil ett tema .
as}"rﬂe“ - + Konfigurationsforiopp . @ och meddelanden:

Andra profilbild

Hamta Gmail far mobil +

0 GB (0 %) av 15 GB anvands Villkor - Sekretess - Programpolicy
Hantera

Inga nya chattkonversationer
Starta en ny

SO LA CRETIN )




Then click teft 52
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1
- : _ here!
« > C @ https://mail.google.com/mail/?tab=wm#settings/general
Lietuviy Maria Andersson =
_ . L Magyar maria.anderssonll5@gmail.com
= ™M Gmail Q  sokie-post Nededands
Norsk (Bokmal) Konto — Sekretess
Poleki
| s Portugués (Brasil)
+ sk Installningar Porugude (Portuga Visa profil
Romdnd
. Allmant Etiketter Inkorgen Konton ochimport Filter och blockerad Slovendina
[J Inkorgen 1 . Slovenséina St
Avancerat Offline Teman Sl.H:umi ' Lagg till konto Logga ut
W Stjammarkt = s
. ieng Viet
© Uppskjutet Konfigurationsfsrlopp: L] 10% Tirkge -
Fortsatt med kontokonfigurationen Ebdmpard
% Skickat Eﬁffm"“
B Utkest Sprak: Visningssprak for Gmail: | Svenska YipaiHcs
Andra sprakinstilloi=ear for andra produkte K +
v Mer
falfritt sprak - Redigera verktyg -
© stireen - Click here to To make sure that no one else
set the will be able to read your
language! messages, sign out of your
email account once you're
finished using it . This is
Storsta sidstorlek: particularly important if you
: are using a public computer.
iy onyRmEa Bilder: ® Visa alltid externa bil
Starta en ny
(O Fraga innan du visar externa bilder
Angra skicka: Tidsperiod under vilken si@ndningen kan avbrytas: E| sekunder §
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Delete account

-
¥ Kundgarantier - en av ménga br: X ‘ G Gmail X G Loggain - Google Konton x
« > C @ https://accounts.google.com/ServiceLogin/signinchooser?elo=18&flowName=GlifWebSignIn&flowEntry=ServiceLogin e e
Google
Ta bort ett konto

Ta bort fran den har webblasaren l

e Shireen Haj Mustaffa e

shireenramzi73@gmail.com
Utloggad

e Shireen Haj Mustaffa X

shireen.h.m73@gmail.com
Utloggad
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