Gmail and files

Brief Background
· What is Android
Android is an operating system which has been under development since 2005. It runs on various platforms including mobile phone handsets, tablets, TVs, electronic book readers, braille displays etc.
· Who owns Android?
The major developer to the Android open-source system is Google. Because it is open source, other organizations can take the base code system and add to it. 
· Variants of Android
See the previous presentation notes for the possible implications of Android variants when talking about Android training and day-to-day experience.

Tour of Gmail
There are many third-party apps you can use as your email client on Android. Many are accessible and it comes down to personal choice. 
For this tour we will be looking at the email client which normally ships on an Android device. Gmail is an email client which supports multiple email accounts, various selectable views of your emails and other functions suitable for a modern email client.

Adding an email account to Gmail
To add an email account to the Gmail app:
· Open “Settings” for your device.
· Click on “Passwords, Passkeys and accounts”.
· Swipe down to the “Accounts for …” heading. This is the collection of accounts you have set up on this device.
· Swipe down to the “Add account” and select it.
· You are now on the “Add Account” screen.
· Swiping through this screen allows you to pick what type of account you want to add. For an Email account. You will pick 1 of the options:
1. Exchange – used for Microsoft exchange servers, this is usually for email accounts for work or large organizations.
2. Google – set up a Gmail account.
3. Outlook – used for a Microsoft Outlook account.
4. Personal IMAP – to set up an IMAP account.
5. Personal POP3 – to set up a POP3 account.
· When you are adding an account you will have to verify that you have authority to change the accounts on the phone. You can choose the method either biometrics, or by entering the screen password.
· Many of the common options such as Exchange, Google, Outlook, know all the details for setting up an email account. You just have to enter your email address and password.
· Other 3rd party email addresses personal IMAP or POP3 account, may require you to pick “Set up manually”. This opens many options for incoming and outgoing servers, port numbers and authentication options. If you are setting up 1 of these 3rd party email addresses, your provider should supply you with the various options. Google something like “Shaw email set up” and you should find all the required info.
· For some options “Google” for instance, if you want to set up a new account, the “Create account” is an option on this screen. This will walk you through setting up a brand-new Google account as well as adding this account to the Gmail app.
· Once you have followed the prompts on the screens, your account will be connected and tested. Once everything works, the account should show up on the “Accounts for …” header on the first screen.

Gmail app
Gmail gives a flexible way to read, respond and archive your email. I am going to go through the ways I have found it most useful. You can explore and customize the way you use Gmail that is most efficient for you.
 
Gmail Settings
Let’s look at a few settings which could help streamline how you use the Gmail app.
· In the upper left corner click on “Open navigation drawer”.
· This offers many options of views of emails. Scroll down past the various views to “Settings” and click on it.
· This screen allows changes to general settings for all email accounts, and settings for specific accounts. Swipe to and click the account you want to adjust the settings for. Settings of notes include:
1. “Inbox categories”: Google will break your emails into categories when you are looking at the list of emails in the inbox. By tapping on this option, you can adjust the categories that the inbox will be divided. Uncheck all options if you do not want Google to categorize the inbox.
2. “Conversation view”: My choice is to uncheck this option so that emails will show up as individual messages rather than grouped into a conversation. I have found navigating individual messages when grouped as a conversation is not accessible.
· Explore the various other settings options to customize how Gmail works for you.

Initial screen
My initial screen opens on the inbox of my primary account. The elements on this screen are:
1. “Open navigation drawer”: this allows you to pick a different view into your emails. This could include combining inboxes for all your accounts into a single list, looking at a folder of emails you have previously saved. Scrolling near the bottom of the views allows you to pick the “Settings” option to customize Gmail as previously discussed. 
2. “Search in mail”: This is a powerful search tool allowing you to quickly find emails you have previously archived or left in your inbox. You can filter by many fields 
3. “Compose”: Click on compose to create a new email. This is covered in detail in a later section.
4. “Gemini”: This is Googles AI companion. It can help with all kinds of email tasks, not covered today.
5. “Account information”: This refers to the current account. If you have multiple email accounts, you can click on here to switch to another email account. 
6. The header for the current email view.
7. A list of emails. Mine are set up so that as I swipe to an email, a short preview of the email is read out. If the message has attachments, the file names will show as separate items after the line in the list.
8. At the bottom of the screen, after the scrollable list of emails there are two tabs. On the right, “Meet” which is what you choose to join a Google Meeting which is a product similar to Zoom. On the left, “Mail” is the tab which shows the list of emails.

Actions from email list
Within the list of emails, you can take actions on the messages without having to open the email.
· Swiping down with a single finger shows you the options available:
1. “Delete”: moves the message to the trash folder.
2. “Archive”:  moves the message to the archive folder.
3. “Add *”: tags the message with a star.
4. “Activate”: opens the message to read in detail. This is the same as clicking on the message.

Composing an email message
Click on the “Compose” on the main screen. The Compose screen is then shown. Looking from the top left of this screen:
1. “Navigate up” takes you back to the main screen.
2. “Help me write”: if you have Gemini Google’s AI assistant, you can interact with it here.
3. “Attach files”: allows you to browse for and attach files to your email.
4. “Send”: used once all information is filled in and you want to send the message.
5. “More options”: various settings, the most interesting is a schedule send which allows you to send the message at a scheduled time.
6. “From”: defaults to the account you are currently viewing.
7. “To”: allows you to begin to type and a list of suggestions based on emails you have received and your contacts. You can then swipe and click on one of the suggestions. 
8. “Add CC and BCC”: this is to add copies and blind copies to the email.
9. “Subject”: where you type the subject of the email.
10. “Compose email”: where you type the email
Once fields are all filled in, click the “Send” near the top of the screen.

Reading an email message
Click on an email of interest from the main screen: You are taken to a screen showing you the details of the email. On this screen starting at top left you will find:
1. A bunch of information and actions you can take on the message.
2. After “web view”, you hear the text of the message. I use the “read from current” to hear the message without having to swipe through it.

Processing an email message
Once you have read an email message you can take various actions on the message:
· “Reply button” is located after the body of the email.
· “Forward button” is located after the “Reply button”.
· “Delete button” is located after the “Forward button”.

Tour of Files by Google
There are many 3rd party apps for exploring and managing files. We will look at the Google default app for these actions.
 
Files by Google
Files by Google often simply called “Files”, is the app to use to explore and manipulate the files on your device.
· The initial screen offers files sorted by categories. This may be useful to quickly find a file. For instance, it would group all audio files together even if they are stored in different physical folders. 
· For a more folder based physical list of folder and file structures is offered at the end of the categories, is a “Internal storage” option which will show the folder structure of the device.
· To see cloud-based storage, pick the “Other storage” option. This will allow you to pick a cloud-based storage site such as Google Drive which is the cloud-based storage offered as part of your Google account.
· On each folder you have the option to show the folders and files either as a list or a grid. I find it efficient to check the “List” option.
 
Managing files and folders
Once you pick a category or choose “Internal Storage” view you can manipulate the files and folders.
· Beside the name of the item is an actions control. Tapping on this control offers actions for the file or folder. 
1. “Show folder actions” shows up beside folders. Click this to choose an action for a folder.
2. “Show file actions” shows up beside files. Click this to choose an action on a file.
3. The actions offered on a file or folder will be different.

Useful Actions
The following are a few useful actions available after clicking the “Show actions”. Explore all the actions to unlock their full power.
· “Share” allows the file to be shared using a link via text message, email, WhatsApp etc. There is also an option under “Share” called “Quick share” where the file can be sent via Bluetooth to other devices within range.
· “Open with” allows you to pick an app used to open the file.
· “Move to trash” moves the file to trash. It will remain in trash for 30 days.
· “Delete permanently” deletes the file immediately and does not send it to trash. This action cannot be undone.

“Select” Action  
The “Select” action requires a more detailed explanation.
· Normally you have an “Show actions” for each file or folder. This works great if you want to manipulate a single item. If you are for instance attempting to delete many files, this way is not efficient.
· “Select” action will highlight the current item. The other “Show action” controls are removed from the screen. You are now in a “selection” mode. 
· During “selection” mode, clicking a file or folder will add it to the selection list. As you add items, you will hear how many items you have added.
· Once you are done selecting items, near the bottom of the screen are options which will be applied to all the items you selected.
· The following actions are available:
1. “Cancel” which will remove all items from the selected list and restore the usual “Show action” controls.
2. The other actions will perform that action on each of the selected items.

Other Resources
· A weekly podcast about Android from a blindness perspective: search for “Blind Android Users” in your favourite podcast app.
· Articles, tips and tricks, app reviews from an accessibility point of view: accessibleandroid.com.

