
GMail

Courtesy	of	Wikipedia	
“Gmail	is	a	free	email	service	developed	by	Google.	Users	can	access	Gmail	on	the	web	
and	using	third-party	programs	that	synchronize	email	content	through	POP	or	IMAP	
protocols.”	
• Provides	each	user	with	50Gb	of	storage	
• Maximum	size	of	received	emails	is	50Mb	
• Maximum	size	of	sent	emails	is	25Mb	
• Includes	scanning	filters	for	spam	and	malware	

May	gather	data	for	the	use	of	other	services

A	user	may	have	several	Gmail	addresses,	e.g.	one	for	important,	private	
correspondence,	one	for	occasional	use	that	can	be	“thrown	away”	if	it	gets	
spammed,	one	for	purchasing,	etc.	

Gmail	may	be	accessed	via	a	desktop	or	an	internet	client.



Gmail	in	use	-	
Go	to	Google.com/Gmail,	select	“Create	an	
Account”	and	fill	in	the	fields.	I	chose	a	
fictitious	DOB,	for	my	security.	
Once	you	are	in,	it’s	important	to	“Control	
your	account”	to	eliminate	adverts,	etc.



Gmail	in	Use	–	Importing	Contacts

To	access	the	contacts	click	
on	the	3	*	3	dots	then	
select	Contacts.	
In	the	left	hand	menu	of	
the	contacts	page,	select	
“Import”	
From	your	files	select	the	
file	you	want	to	use	and	
click	on	Import.	
As	my	original	file	was	
called	“Test	Group”,	a	new	
“Label”	is	created	with	the	
same	name



Gmail	in	Use	–	Welcome	Email	from	Google

I	strongly	recommend	that	you	
do	use	the	“Control	your	
account”	option,	but	I’m	not	
going	into	it	at	the	moment	as	
there	that	would	be	part	of	a	
Security	presentation.



Gmail	in	Use	–	Creating	an	Email

From	the	Gmail	screen,	
click	on	Compose.	

In	the	To	field,	as	you	
type,	the	word	To	will	
disappear	

Similarly	in	the	Subject	
field.

At	the	bottom	of	the	
email,	there	are	options	
to:	

format;	add	an	
attachment;	insert	a	link;	
add	an	emoji;	insert	from	
Google	drive;	turn	on	/	off	
confidential	mode	and	to	
add	a	signature.	Hovering	
over	the	symbol	will	
display	the	option.	
Click	to	activate.



Microsoft	Outlook	–	Office	365	–	Add	an	Account

Adding	a	new	account	in	this	version	is	relatively	straightforward.	This	one	takes	6	
steps	to	set	up	a	non-standard	IMAP	account.

From	File,	
select	Account	
Options

Select	‘Let	me	set	
up	my	account	
manually’



Microsoft	Outlook	–	Office	365	–	Add	an	Account

Adding	a	new	standard	account	in	this	version	is	also	relatively	straightforward.	
This	one	takes	5	steps	to	set	up	a	GMail	account.

As	before,	from	File,	select	Account	Options	
and	add	account.	Type	in	the	email	and	just	
click	on	Connect	to	enter	your	password



Microsoft	Outlook	–	Office	365	–	Delete	an	Account

If	you	no	longer	need	an	account,	it’s	easy	to	delete	it.

From	the	File	menu	click	on	Account	Settings.	

That	will	display	all	your	accounts.	

Select	the	account	to	be	deleted	and	click	on	Remove.	You’ll	
get	a	warning,	but	if	you’re	sure,	just	continue.



Microsoft	Outlook	–	Office	365	–	Create	an	EMail

Clicking	on	New	Email	will	display	the	mail	form

Click	on	To	to	bring	up	the	list	of	contacts.	I	have	
only	2	here	as	I	do	not	generally	use	Outlook.

Select	an	email	and	click	on	“To”	to	
add	it	as	an	addressee.	

Use	the	same	method	to	add	to	Cc	
and	/	or	Bcc.	Click	on	OK,	once	
you’re	finished.

Add	the	Subject



Microsoft	Outlook	–	Office	365	–	Emails	Cont’d
Adding	attachments	and	a	Signature.	Use	the	‘Insert’	menu.	Most	of	the	icons	are	
self-explanatory	

To	create	a	
signature,	select	
Signatures	and	
click	on	New

Add	the	
required	text.	

To	add	to	the	
email,	select	
the	name	of	the	
signature



Microsoft	Outlook	–	Office	365	–	Emails	Cont’d

Add	images	via	the	Insert	menu.	
Because	365	is	an	advanced	application,	it	can	be		a	bit	clever.	It	has	automatically	
added	alternate	text	to	this	image.	

And	the	Sent	email



Microsoft	Outlook	–	Office	365	–	Menu	Bars

Just	some	of	the	menu	bars.



Webmail
Webmail	is	a	term	that	is	commonly	used	in	two	ways.	It’s	used	to	describe	web-based	email	
services	like	Yahoo	Mail	and	Google’s	Gmail	but	also	to	describe	web-based	access	to	any	email	
account.	

The	important	part	is	knowing	the	web	address	for	your	email	If	you	don’t	have	an	address	that’s	
already	web-based,	(Gmail,	Apple,	etc.)	and	is	normally	used	for	a	company	associated	email	e.g.	
U3ADacorum,	i.e.	has	the	same	extension	as	the	website.	You	cannot	use	web-based	emails	like	
GMail	with	Webmail.	

In	a	recent	Art	competition	support	role,	I	used	to	get	vast	quantities	of	spam,	and	used	Webmail	
to	delete	them,	rather	than	downloading	them	all	to	my	computer.

When	you	log	in	to	Webmail	you’ll	be	
presented	with	a	choice	of	client.	
Roundcube	or	Horde.	
Click	on	one	of	them	to	open	it	and	
display	your	inbox.

https://mail.yahoo.com/
http://mail.yahoo.com/
https://mail.google.com/


Webmail	–	“Roundcube”	view	1 On	first	logging	in,	you’ll	see	the	
default	layout	for	your	emails,	
i.e.	just	a	list	
There	are	many	settings	
available	via	the	Settings	icon,	
two	that	I	use	are	displayed:	
The	Preferences	Mailbox	View	>	
Layout	is	self	explanatory.

In	the	Server	Settings,	using	“Do	not	show	deleted	
messages”	removes	them	from	the	inbox	to	the	
“Deleted	Items”	folder.	

In	“Identities”,	set	up	a	signature	block	if	you	wish



Webmail	–	“Roundcube”	view	2 Double	click	on	an	email	to	view	it.	
From	the	email	view,	apart	from	the	
obvious	actions,	reply,	delete,	etc.,	
click	on	the	More	option	for	other	
available	actions.	
As	well	as	forwarding	an	email,	there	is	
also	an	option	to	“forward	as	
attachment”,	useful	if	you	want	
someone	else	to	get	the	“raw”	email.	
Clicking	on	the	little	down	pointing	
arrow	opposite	the	date,	displays	the	
raw	headers	–	can	be	useful	when	
checking	that	an	email	is	from	the	
sender!	

Click	the	down	arrow	by	an	
attachment	to	download	it.



At	first	view,	this	is	very	
similar	to	Roundcube,	
however,	it	is	a	bit	more	
technical!	
Clicking	on	the	preferences	
icon	and	selecting	Mail,	
displays	quantities	of	
options!

Webmail	–	“Horde”	view	1



“Personal	Information”,	among	
other	options,	allows	you	to	set	
up	a	more	sophisticated	
signature	block,	if	you	wish,	to	
be	used	when	sending	an	HTML	
email,	including	images	and	
links	and	changes	to	the	font	
and	colour.	

To	always	send	emails	in	HTML	
format,	open	Preferences	>	Mail	
and	select	“Composition”	under	
Compose.

Webmail	–	“Horde”	view	2



Having	clicked	on	
“New	Message”,	
you’ll	be	presented	
with	a	blank	
message.	If	you’ve	
not	set	up	to	send	in	
HTML	format	you’ll	
see	the	one	on	the	
left,	otherwise	on	
the	right.	Note	you	
have	the	option	to	
select	HTML	
composition.	
In	the	HTML	version,	
there	are	options	to	
format	the	text,	add	
images	and	links,	
etc.	
The	received	emails	
are	also	shown.

Webmail	–	“Horde”	view	3


