Email Cheat Sheet

ﬁ T'; RIVERDALE
- ‘SF: SENIOR SERVICES

bt S




How to Search for an Email on a Computer

Search by Sender

Step 1: Find the search bar on the top of your email. Click
the arrow or filter icon on the end of the search bar.

= M Gmail Q. Search mail

‘\

Step 2: A new window will appear that gives advanced

options to search your email.

Q,  Search mail

Size greater than MB
1 day
All Mail

[J Hasattachment [] Don'tinclude chats

Search

Step 3: If you know the sender of the email, type their name or

email address in the "From" box.

From zoom|

To

Subject

Has the words

Doesn't have

Size greater than MB
Date witt 1 day

Search All Mail

[ Hasattachment [] Don'tinclude chats



Step 4: Click the blue "search” button and every email
sent by the specific sender will appear in chronological
order.

Q. from:zoom X 3= @ &

™ Anytime - &= Has attachment = TJo - @ Exclude Promotions Is unread Advanced search

a- o : 1-100f10 ¢ >
Zoom inbox  Don't Miss Out on New Features - When was the last time you updated your Zoom Client? It's simple! Sim 7:21 AM
Zoom Inbox  Schedule a Zoom Meeting in 30 Seconds or Less - With Zoom, you can schedule meetings from the desk May 1
Zoom Inbex  New to Working From Home? Zoom Can Help! - Staying productive can be challenging when adapting to Apr 28
Zoom Inbox Stay Connected on the Go - We're great on mobile tao! Start, join and collaborate with flawless video and Apr 25
Zoom Inbox S Tips to Successfully Work Remotely - It can be difficult to stay in-sync with a distributed team. While re Apr 20
Zoom Inbox  Don't Be Camera Shy. Host a Test Meeting. - Practice breeds confidence. Run a quick test meeting to get . Apr18
Zoom Inbox Top 3 Ways to Secure Your Zoom Meetings - Take advantage of extra layers of security to keep your meet... Aprie
Zoom Inbox  How to Join, Schedule or Host a Zoom Meeting - Watch these 1-minute quick start videos, you'll learn ho.. Apr 15
Zoom Inbox Join a Live Training! - Ready to start using Zoom, but need some help? Drop-in for our daily quick starts! .. Aprid
Zoom Inbox Get Started with Zoom Meetings - Zoom makes it easier than ever to connect with flawless video, crystal. Apr12

Search by Subject on a Computer

Step 1: If you know the subject of the email, type the subject
in the "Subject” box.

Search in All folders N

From
To

cC

Subject rss classes

Keywords

Date from Select a date to Select a date

Attachments E’

Clear filters




Step 2: Click the blue "search” button. Every email sent
with that specific subject will appear in chronological
order.

Racultc — Filter
Keep this message at the top of your folder

All results
mschustack@rssny.org

0 @RSS Classes Tuesday... Mon 4:11 PM
View online. ONLINE Tuesd... Inbox
mschustack@rssny.org
@RSS Classes - Monda... Sun 6:55 PM
View online. Online Classes... Inbox

O RSS 58 K £

RSS - 1st Week in May - Ex...  Fri4/29 1§y
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How to Search for an Email on a Smartphone
or Tablet

Search by Sender

Step 1: Find the search bar on the top of your email.
Filters under the search bar will appear.

= Search in mail

Step 2: To search by a specific person, click on the "From"
or "People” icon depending on your type of mail server.
Type the person's name or email address in the search

bar.

Outlook Example

I\/Iail, Events, Contacts, Files Cancel

All Mail People Files Eventsg

Gmail Example




Step 3: After searching, every email sent by the
specific sender will appear in chronological order.

Search by Subject on Smartphone/Tablet

Step 1: If you know the subject of the email, type the subject
in the "Search” bar or tap the "Mail" icon depending on the
type of mail server you have.

Outlook Example

G Nail, Events, Contacts, Files

All WET People Files

Gmail Example

Step 2: After searching, every email with that subject will
appear 1n chronological order.



How to Move an Emalil to a Different Folder
on a Smartphone or Tablet

Step 1. Tap and hold the email you want to move.

FreelLotto Sun
ATTN: Bob Bobbers
If you no longer wish to receive our emails or play F... jﬁr

Freel.otto 6 Apr
Bob, Welcome to FreeLotto!

Welcame Bob, Thank you for opting in to Freelotto... ﬁﬁr
Emma from uk.your-prize.co.uk 6 Apr
Bob, please confirm your registration

Dear Bob Bobbers, Congratulations! Youare almo... Y7

Netflix 4 Apr
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Step 2. Tap "---." It's at the top-right corner of the screen.
A menu will expand.

il = 9:38 PM @ 32% @)
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Freelotto Mon
Private Invitation for Bob
If you no longer wish to receive our emails or play F... {3

FreelLotto Sun
ATTN: Bob Bobbers
If you no longer wish to receive our emails or play F... ‘ﬁr

FreeLotto 6 Apr
Bob, Welcome dad el otic!
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https://www.wikihow.com/Move-an-Email-to-a-Different-Folder-on-iPhone-or-iPad

Step 3: Tap 'Move to." It's the first option. A list of
folders will appear.

‘ Move to "

Change labels
Mute
Report spam

Cancel
wiki

Step 4: Select the folder of your choosing.
The email will move to the selected folder.

‘ Promotions



How to Move an Email to a Different Folder
on a Computer

Step 1: Hover over the email you want to move. A square
or circle will appear next to the email.

[J Primary -» Social @ Promotions

Top picks
Zoom Schedule a Zoom Meeting in 30 Seconds or Less - With Zoom, you can schedule meetings from-
1800Flowers.com Now $41.99 List price $69.99, and more - 1-800-Flowers Flower Delivery by 1-800 Flowers Two C

Step 2: Click on the circle or box. A check mark and blue
highlight will appear that indicates the email has been
selected.

[J Primary ax Social @ Promotions

Top picks

" > Zoom Schedule a Zoom Meeting in 30 Seconds or Less - With Zoom, you can sc
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Step 3: Click on the "Move to" folder icon.

e

Q  Search mail =

BE- 0O 6 8§ «w 0 ¢ DO @

L] Primary a» Social @ Promotions
Top picks
Zoom Schedule a Zoom Meeting in 30 Seconds or Less - With Zoom, you can s

Step 4: A new window will appear to move your folder to
the desired destination. Type the name of the folder you
would like the email to go to.

Move to:

Social
Updates
Forums

Promotions

Inbox

Spam

Create new

Manage labels



Deleting email on your computer and
smartphone/tablet
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How to delete an email on a computer

Deleting emails individually

Step 1: From your emalil inbox, click on the emalil you
want to delete

Step 2: Now that you've opened the email, click the trash
can icon to delete

Q| Search all conversations

<—®‘<IE’EI®C/+DE IEI

Fwd: @RSS Classes Tuesday April 26 (Extemal

Your email is now deleted from your inbox!
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How to delete an email on a computer
Deleting emails in bulk

Step 1: Start from your inbox

O= ¢
RSS (via Canva) Inbox How to Move an Emz
RSS (via Canva) Inbox How to Search for ar
Tabitha Rosa Inbox Fwd: @RSS Classes

Step 2: Click the icon next to to select the emails you

want to delete
= -~ O T B 0 & D

RSS (via Canva) Inbox How to Move an |
[0 +% RSS (via Canva) Inbox How to Search fo
m Tabitha Rosa Inbox Fwd: @RSS Class

-l oM [ B Y

Step 3: Click the trashcan to delete all of the emails you
selected

Ev@@@@@D

%) RSS (via Canva) Inbox How to Move an |
I
[0 +% RSS (via Canva) Inbox How to Search fo
m Tabitha Rosa Inbox Fwd: @RSS Class

Your emails are now deleted from your inbox!
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How to delete an email on a smartphone

Deleting emails individually

Step 1: Start from your inbox and click the email you
want to deleti

RSS (via Canva) May 4
How to Move an Email to a Different Fo...
RSS would like you to take a l00... Inbox Y

RSS (via Canva) May 4
How to Search for an Email on a Comp...

RSS would like you to take a loo... Inbox Y7

o Tabitha Rosa May 4
Fwd: @RSS Classes Tuesday April 26

: @RSS Classes Tuesday April 2... Inbox ¢

Step 2: Now that you've opened the email, click the trash
can icon to delete

: JOLR .

Fwd: @RSS Classes Tuesday
April 26  mbox W

A Tabitha Rosa May 4 &~

Your email is now deleted from your inbox!
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How to delete an email on a smartphone
Deleting emails in bulk

Step 1: Start from your inbox

RSS (via Canva) May 4
How to Move an Email to a Different Fo...

RSS would like you to take a loo... Inbox ¥

RSS (via Canva) May 4
How to Search for an Email on a Comp...

RSS would like you to take a loo... Inbox ¥y

o Tabitha Rosa May 4
Fwd: @RSS Classes Tuesday April 26

: @RSS Classes Tuesday April 2... Inbox ‘iﬁ'

Step 2: Click the icon next to to select the emails you

want to delete
2 m =

RSS (via Canva) May 4
How to Move an Email to a Different Fo...
RSS would like you to take a loo... Inbox ¢

RSS (via Canva) May 4
How to Search for an Email on a Comp...

RSS would like you to take a l0o... Inbox Y7

Tabitha Rosa May 4
Fwd: @RSS Classes Tuesday April 26

: @RSS Classes Tuesday April 2... Inbox {‘3

Step 3: Click the trashcan to delete all of the emails you
selected

< 2 \‘IEI ’EI
° RSS (via Canva) May 4 m

How to Move an Email to a Different Fo...
RSS would like you to take a loo... Inbox 37

Your emails are now deleted from your inbox!
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Recognizing Email Scams Rss=..

Being safe on email:
e Keep your passwords to yourself

e Do not send your credit card, bank account, Social
Security, or any other personal information through
your email

e Caution when clicking links, and downloading

e Weird mailing lists? > click Unsubscribe on the

bottom of the email

e If a friend or family member 1s asking you for money
or gift cards "needing help”, it is somebody
impersonating them

)
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From: "Your Order" <help@markyourtrails.com>
Sent: Friday, December 07, 2018 10:18 AM
Subject: Order Confirmation

Is it a scam email? RS & it

amazon
p——

- Dear Customer,
Apple iMac, MNED2LL has shipped.

Details
Shipment No. 7192775857

Approximate Arrival: Shipp
December 19, 18

You can view more details with the Total:
"Tracking Editor” Tax Ci
I ] Shinr

SCAM FAKE AMAZON EMAIL EXAMPLE
Check both the name of the sender, and their email

address

Weird fonts, colors

If , it probably is*

e Recent common ones to watch out for:
o Amazon

o PayPal

o Generic "invoice for your order”

o USPS

e Emalil questions to info@rssny.org or call us at 718.884.5900

¢ Visit our technology resource page on our website here:

https://rssny.org/classes/technology-resources



mailto:info@rssny.org?subject=Technology%20Help
mailto:info@rssny.org?subject=Technology%20Help
tel:7188845900
https://rssny.org/classes/technology-resources.html

Are you a visual learner?

We have video tutorials on our Youtube page!

Step 1: Type 1n the website www.youtube.com in
Google or use the Youtube application on your
smartphone/tablet.

Step 2: Find the search bar on the top AND search for
Rss - center for ageless living

€« C' [ https://www.youtube.com

= You[L[: Search

On a smartphone or
tablet, locate the search
icon.

Step 3: Click on our Youtube page profile picture.

:&
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\“; RSS - Center for Ageless Living

'i—. 130 subscribers » 107 videos

-y
o DB .
-



Step 4: Click on the "Playlists” header.

RSS RSS - Center fgrAgeless Living

130 subscribers

Hoime Videas Channels About

Uploads | PLAY ALL

Lighthouse Guild presents Black History Month 2022: A Let's Tour the Plant-Based Aging Better with Plant- Beans are Fabulous and
Vision Loss and Technelogy Tribute by RSS Members Landscape: Nutrition with... Based Eating with Petronell... Healthy: Cooking with...

Step 5: Click on the "Technology” playlist
and enjoy!

RSS RSS - Center for Ageless Living
L s 130 subscribers
Home Videos Playlists Channels About

Created playlists SORT BY

Council Election Ferums - March  Nutritigg
2021

Music Exercise Massage

VIEW FULL PLAYLIST VIEW FULL PLAYLIST VIEW FULL PLAYLIST

VIEW FULL PLAYLIST

TaiChi RSS In the News

VIEW FULL PLAYLIST VIEW FULL PLAYLIST VIEW FULL PLAYLIST



