






1. Access Gmail:


• Visit the Gmail website: Go to https://mail.google.com/mail/

• Sign in: If you have a Google account, enter your email address and password. If you 

don't have one, you'll need to create a new account.


2. Compose an Email:


• Click the "Compose" button: This is usually located in the top left corner.

• Fill in the fields:


◦ To: Enter the recipient's email address.

◦ Subject: Briefly describe the email's content.

◦ Body: Write your message.

◦ Attachments: If necessary, click the paperclip icon to attach files.


• Send: Click the "Send" button to send the email.


3. Manage Your Inbox:


• Categorize emails: Gmail automatically categorizes emails into tabs like "Primary," 
"Social," "Promotions," and "Updates." You can customize these categories.


• Star important emails: Click the star icon next to an email to mark it as important.

• Use labels: Create labels to organize your emails by topic or sender.

• Search for emails: Use the search bar at the top to find specific emails.


4. Other Features:


• Gmail settings: Access settings to customize your Gmail experience, such as changing 
your theme, managing contacts, and setting up filters.


• Google Calendar integration: Easily schedule meetings or events directly from Gmail.

• Google Drive integration: Attach files from Google Drive to your emails.

• Google Meet integration: Start video calls directly from Gmail.

•

Additional Tips:


• Use keyboard shortcuts: Learn keyboard shortcuts to speed up your workflow.

• Enable two-factor authentication: Add an extra layer of security to your account.

• Use Gmail's mobile app: Access Gmail on your smartphone or tablet.


Using Gmail 

https://mail.google.com/mail/


• If you already have a Google account, you can use it to access Gmail. If not, you can 
create one for free.


• You can send and receive email with Gmail in any web browser by visiting https://
www.gmail.com.


• Use Gmail search to find emails in your inbox.
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