
 

 

 

 

 

MATERIAŁY DLA UCZESTNIKÓW – nr 5a 

Wersja 1.1 

 

TYTUŁ SZKOLENIA: Tworzenie własnych materiałów online – wprowadzenie 
 

Uczestniku pamiętaj: 

Aby prawidłowo korzystać z poczty gmail.com należy pamiętać:  

 Logowanie do poczty - Wpisać adres google.pl i w prawym górnym rogu 

zalogować się do gmail.com lub wpisać gmail.com i bezpośrednio się 

zalogować już do poczty. 

 Odbieranie poczty jest proste – gdy przyjdzie jakaś wiadomość zakładka 

odebrane wyświetli liczbę nieodczytanych wiadomości. 

 Wysyłanie wiadomości – kliknij  w ikonę „UTWÓRZ”: 

- wpisz adres (adresata wiadomości), do kogo wysyłasz wiadomość, 

- nadaj wiadomości tytuł, 

- zredaguj treść wiadomości, 

- podpisz się. 

 

ZANOTUJ 

Jak utworzyć etykietę? 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................................................................. .................... 

.............................................................................................................. ................................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

..................................................................................................................................................................... ............................ 
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Jak zarchiwizować pocztę? 

.................................................................................................................................................................................................  

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

........................................................................................................................................................................................... ...... 

............................................................................................................................. .................................................................... 

........................................................................................................................................................................................... ...... 

Jak usunąć wiadomość? 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

........................................................................................................................................................................................... ...... 

............................................................................................................................ ..................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

Jak zgłaszać spam? 

................................................................................................................................................................ ................................. 

................................................................................................. ................................................................................................ 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

........................................................................................................................................................ ......................................... 

Jak korzystać z wyszukiwarki w poczcie? 

.............................................................................................................................................................................. ................... 

............................................................................................................... .................................................................................. 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

...................................................................................................................................................................... ........................... 

...................................................................................................................................................................... ........................... 
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Jak prawidłowo wylogować się z poczty? 

............................................................................................................................................................................................ ..... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

 

Jak spersonalizować konto poczty? 
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............................................................................................................................. .................................................................... 
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......................................................................................................................................................... ........................................ 
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Jak otworzyć dokument w programie WORD? 

..................................................................................................................................................................... ............................ 

...................................................................................................... ........................................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

............................................................................................................................................................. .................................... 

................................................................................................................................................................................................. 

Jak zapisać dokument w w programie WORD? 

................................................................................................................... .............................................................................. 

............................................................................................................................. .................................................................... 

............................................................................................................................. .................................................................... 

.......................................................................................................................................................................... ....................... 

........................................................................................................... ...................................................................................... 

............................................................................................................................. .................................................................... 

Jak utwrzyć folder/katalog? 

............................................................................................................................. .................................................................... 

...................................................................................................................................... ........................................................... 
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............................................................................................................................. .................................................................... 

........................................................................................................................................................................................... ...... 

............................................................................................................................ ..................................................................... 

Inne uwagi do zapamiętania: 
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