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Today’s LIVE! Focus

> Introduction

»What you will learn today
» All Things Email

»iPhone’s Tools for Managing Your Inbox
Conference Call Capabilities

»How to add attachments to your email

»How to Learn More about Email

»What’s Next

Questions: Text to: 612-930-2226 or YouTube Chat



Housekeeping & Rules

»Pretend that we are sitting
around the kitchen table.

> | Cannot See You!!
> | Cannot Hear You!!

» Questions & Comments
» Chat at the YouTube Site
»Send me a text —612-930-2226

» Follow-up Question Email:
guestions@SeniorTechClub.com

: Questions: Text to: 612-930-2226 or YouTube Chat



What the Data Says
about Smartphone
Communication?

Email and Texting are Tops

Survey says:
87% - Email
86% - Texting

From: AARP Research

: Questions: Text to: 612-930-2226 or YouTube Chat



Email is a Necessity

» Everyone needs an
email address.

»Online Registrations with
Email

» Transaction Confirmation

» Receive shopping
information

> Personal Communication

: Questions: Text to: 612-930-2226 or YouTube Chat



Beyond The Email
Basics




Tools to Manage Your
INnbox

Navigation

Delete/Archive from the Inbox (list)
Search

Filter

Flags

VIPs

L o B A

Folders

' Questions: Text to: 612-930-2226 or YouTube Chat



Quickly Move to Top of
Inbox or List

Bar

il AT&T Wi-Fi & = 5:21 AM

< 100% (@) 4
[T Mailboxes All Inboxes Edit

® iPhone Life Insider  Yesterday °
Listen to Episode 109 of the iPhon...
Episode 109: Hands on with Apple's
] New AirPods Hi Don, We just relea...

e TigerDirectB2B Yesterday >

Storage Solutions For Your Busines...
Plus, Save $90 On 24" FHD
Samsung Monitor...

e Goldstar Yesterday >

COMP TIX for Wine Riot 2.0
Complimentary Tickets to Fun.
All Aboard!...

® KAYAK Yesterday

Worldwide trips with air and hotels:...
Special offer: Experience Ireland,
Italy, Bali or beyond with Great Valu...

@ CenterPoint Energy Yesterday
Re aware of natural aas lines befor .

Updated at 5:11 AM
@ 138,860 Unread Z

=L

Questions: Text to: 612-930-2226 or YouTube Chat



Manage with Swipe
eft

il AT&T Wi-Fi = ¢ 4:00 AM % 100% -

< Mailboxes Done

All Inboxes

2:25AM
users e il
on the line. More:
: View Accoun... -

Flag Archive

® DreamHost Billing Team 2:22AM

[donfreQ 1465404086] Dre st Au...
Account: Don's Account (2 J4)
balance: $3.00 (charges thiccgh tod...

® Best of SparkPeople 1:05AM

4 Signs It's Time to Step Off the Scale
Editor's Choice 4 Signs It's Time to
Step Off the Scale The scale can be...

@ Next Avenue Yesterday

What It's Like to Live in a Dementia C...
An entrepreneur working in the
dementia field wanted to know what i...

® Twitter Yesterday

@ Checking for Mail... E

Questions: Text to: 612-930-2226 or YouTube Chat



Archive or Delete

Delete = Remove email from Inbox by deleting

Archive = Remove email from Inbox by moving to
Archive. Archive is still available

The choice you have is determined by your email
provider:

Gmail — Archive

Comcast - Delete

Managing Email: Trash versus Archive

Questions: Text to: 612-930-2226 or YouTube Chat


https://www.seniortechclub.com/tech-recipe/managing-email-trash-versus-archive-406/

Tools to Manage the
INnbox

oSearch
oFilter Email
°Flagged Email
oVVIP Emails
cEmail Folders

Recipe: Organize your Email Inbox with
Flags, VIP & Folders

: Questions: Text to: 612-930-2226 or YouTube Chat


https://www.seniortechclub.com/tech-recipe/organize-your-email-inbox-with-flags-vip-folders-405/

Search & Filter

Two approaches to finding specific groups of emails
in your Inbox

Search — Search Bar at the top of the Inbox

All Inboz(sa/
Q, Search U
._S_coo_p.it - 7:32AM

Filter — Icon at the bottom of the Inbox

Fidelity listens. How was your

oy nea? Fidalityv lietane Hnwa wac

e Filtered by: 4
Unread

Questions: Text to: 612-930-2226 or YouTube Chat



Search for Messages

Tap on the Search Bar

7:43 ! T -
Q pearch 9 & Cancel
All Mailboxes Current Mailbox

Suggested Searches

® Unread Messages
" Flagged Messages o

Messages from VIPs

' Messages with Attachments

VY e T SSPI V Y
Questions: Text to: 612-930-2226 or YouTube Chat




Filter Messages

1. Tap the Filter icon on the lower left of your
Inbox Display

2. Tap by Filtered by setting

Fidelit ens. How was your
oy nea? Fidelityv lietane
Filtered by:

Al \AAQCQ
o
e Unread E

Questions: Text to: 612-930-2226 or YouTube Chat



Filter Messages

3. Choose the Filter “Include”

Filters Done

INCLUDE MAIL FROM:

&2 don.frederiksen@gmail.com

9 don@seniortechclub.com V4

3 iCloud 4
&9 seniort mail.com
INCLUDE:

£3 Unread v4
¥ Flagged

To: Me

Cc: Me

& Only Mail with Attachments

T ONly fremmvkRe—

4.  Turn off by tapping Filter icon

Questions: Text to: 612-930-2226 or YouTube Chat



Flagged Emails

Tap on Search Bar at the top of your Inbox

Tap Flagged Messages

Flag Messages are emails that you have “flagged” as
important.

Email to get back to later

Emails confirming transactions, e.g. invoices,
boarding passes, etc.

Questions: Text to: 612-930-2226 or YouTube Chat



Flagging Emails

Two Methods

Swipe Left on Inbox

All Inboxes

2:25AM >
users F ﬁ
on the line. —
» View Accoun...

Flag Archive

® DreamHost Billing Team 2:22AM
[donfre© 146540406] Dre st Au...
Account: Don's Account (: J4)

- T T N N

Questions: Text to: 612-930-2226 or YouTube Chat



Flagging Emails

Two Methods

Swipe Left on Inbox

< All Inboxes AV < All inboxes AN

This message is from a mailing list.
Unsubscribe

This message is from a mailing list.
Unsubscribe

Don Frederiksen  Yesterday
To: amy@donfred.com >

Don Frederiksen Yesterday
To: amy@donfred.com >

Senior Tech Club LIVE! -
Learning Email Tips and the
Libby app to borrow FREE

books.

News g
Nuggets

Senior Tech Club LIVE! -
Learning Email Tips and the
Libby app to borrow FREE

books.

X

Don Frederiksen
| hope are well and staying saf

«

Reply

» e -]
Forward

*hwe
)

@

Reply All

Flag

Mark as Unread

Questions: Text to: 612-930-2226 or YouTube Chat



Emails from VIP’s

You can ID important people as VIP

Mail will create a VIP mailbox and

automatically populate with emails
from VIPs

Create VIPs:
o Tap Mailboxes
o Find VIP Mailbox
> Tap Info (Circle |)
o Tap Add VIP to VIP List

Questions: Text to: 612-930-2226 or YouTube Chat




Add VIPs

7:56 o T -
< Mailboxes Edit
VIP List
Carolg s >
Joan >
Matt H S —— >
Tessa " >
Add VIP... <—
VIP Alerts

MW*—.}“'qw —— e

Questions: Text to: 612-930-2226 or YouTube Chat




Organize with Folders

Place Emails into Custom Folder
1. Create Custom Folders

2. Move emails to Custom Folders

Questions: Text to: 612-930-2226 or YouTube Chat



Create a Folder
(Mailbox)

1. Tap Mailboxes
2. Tap Edit
3. Tap New Mailbox

8:16 o T -

Mailboxes Done
wﬂ INboXes.#™ w i 4

0 loor Cc

11
Ii

O @ Attachments

" L\ Thread Notifications

1A ||

—~
) [E) Today
New Mailbox

Questions: Text to: 612-930-2226 or YouTube Chat



Create a Folder
(Mailbox)

4. Enter Mailbox/Folder Name

5. Location

8:17 o T .
Cancel New Mailbox
e @
MAILBOX LOCATION
(5] ;
& P s . 2™ ‘,——-.,M.}.’.-—‘
R N —— S 2t s e 'y

¢




Move Inbox Email to
“older/Mailbox

1. Swipeon

Inbox

2. Tap More

3. Tap Move ok quick pock ttodey ae
Message

« )

Reply Reply All

Move Message e 85

Trash Message i

i Move to Junk ‘

Questions: Text to: 612-930-2226 or YouTube Chat



Move Email to
~older/Mailbox

1. Tap Reply Icon

Our COVID-19 Respanse

nnnnnnnn

2. Tap Move to Other Mailbox

Other Maile =
Trash Message @

Questions: Text to: 612-930-2226 or YouTube Chat




Add Attachment to
Email you Send

3. Tap Arrow for More

Subject:

4 |nsert Photo or Video Add Document »

Sent from my iPhone

AP '.‘r‘r,'\

Subject:

< Scan Document Insert Drawing

_SentfrommvyiPhone . .. .. . .. _._
Sonir

Questions: Text to: 612-930-2226 or YouTube Chat



Add Attachment to
Email you Send

1. Double Tap in the Message you are creating

2. Tap Arrow for More
Leyood, Mo, St.aortechcliub@ie . ua....

Subject:

Select Select All Quote Level >

T O @

Sent from my iPhone

et - -"*n\___r‘-'-ﬁrrw}
Senr

Questions: Text to: 612-930-2226 or YouTube Chat



Summary

What did you
learn?

"Email Tips
=0rganize &
Manage Inbox
"Add Attachments

: Questions: Text to: 612-930-2226 or YouTube Chat



Follow-up Questions?
guestions@SeniorTechClub.com

More Information & Download
links.SeniorTechClub.com/LIVE3




Next Online Session

Monday 4/23 10 AM CDT
Topic: Libby App for Library Books

Future Session Information
links.SeniorTechClub.com/LIVE




Than

Stay Well
Stay at Home
Wash Your Hands
Keep Learning




