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View Your Email

Gmail lets you send and receive email messages while
intelligently sorting your inbox. This module introduces
the basics of viewing the email messages that you Navigate Your Inbox
receive, navigating your inbox, changing your inbox
type, viewing email categories, and changing your
inbox theme.

Objectives

Read Email

Change Your Inbox Type
Print an Email

View Email Categories
Change Your Inbox Theme

Get Help
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Navigate Your Inbox

= | o I Gmail Q, Searchmai = @ P
0 o- c 1-10 of 194 e @
I— Compose
[J Primary &% Social @ Promoti... @ Updates
[J Inbox
% Starred Pepe Roni Breakfast? - Weren't you sup... 10:03 AM ®
© Snoozed Erika Araujo Updated Absence Policy - Good...  9:45 AM
» Important . .
Robin Banks Sample Research Report - Hi... 9:37 AM
Sent
> o [ Bees and Honey... +
B Drafts o
All Mail Me, Reed, Erika 4 Testing schedule - | think we ha... 915 AM
- B Categories Paul Tron Jeff Qut Today - Jeffhasadoc.. 8:29 AM
=% Social .
Reed Stephens IT Software Updates - We'rego... B:23 AM
@ Updates
Nena Maoran Parking Restrictions - Good mor... 815 AM
™ Forums
@ Promotions Lucas, Erika, Me 3 Conference Week - Thanks forle.. B8:15 AM
v More Erika, Me 2 IT Library Projector Cables-M... B0 AM
Educator's Weekly Mewsletiers Modern Nonfiction...  2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies 3y
- Q '\,, Manage

The Inbox: Email messages you’ve received
will be displayed as a list here. Click an
email in the list to open it.

The Compose Button: Clicking this will start
composing a new email message.

The Left Pane: This pane contains quick
links to your inbox, sent items, drafts, and
the All Mail view. Below those links, you'll
see links to the automatic mail categories,
and any labels you've created.

The Search Field: Click here to search
through all of your email.
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+

The Toolbar: The toolbar above the inbox G
contains commands to interact with your

inbox and email. The available commands

will change based on what you have

selected.

Right Side Panel: This panel displays
buttons for some other Google services

that you can use with your Gmail, including

Calendar.

© 2020 CustomGuide, Inc.
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Read Email

When you receive a new email, it will be displayed at the top of the inbox. Emails that you haven't read yet

will be highlighted in bold.

Read an Email
o Click an email in the inbox.

The email opens up in the
window, with its contents
replacing the inbox.

o Click the Back to Inbox button
to return to the inbox.

The inbox appears again, and now you
can see the selected email is no longer
highlighted in bold.
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Open an Email in a Separate Window

c Click an email in the inbox.

e Click the In new window
button to the right of the
subject line.

The email pops out into its own
browser window, allowing you to
return to the inbox and view another
email while this one remains open.
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> Sent
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Compose

Inbox
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More
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Updated Absence Policy nbexx

Erika Araujo <erika@customguide.coms

tome -

f

e

&
-

Good meming everyone! The district is planning updates te the absence pelicy
starting in the next quarter to address some staff concerns. A draft will be sent
out in the next few days. Once it arrives, let me know if you have any feedback.

4 Reply 4, Reply all

™ Forward
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Toggle Read Status

You can toggle an email's status between Unread and Read without having to open it.

When you hover your mouse over an email in the inbox, a series of buttons appears on the right side of the
email.

o Click an email's Mark as read M G N o= §
= mai Search mai - HH ]
or Mark as unread button.

] . I- Compose o- ¢ : -100f 194 > 0
Tlp: You can also sele(:t an emall (or [ Primary &% Social @ Promotions @ Updates
multiple email messages), click the L mbox !
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Change Your Inbox Type

You can change the way your inbox displays your emails. The default view will simply show everything in a
list, with most recent emails appearing first, but other views allow you to view certain categories of email in

a separate list.

Change to Important First View

Click the Inbox list arrow.

The inbox changes to show all the
emails flagged as important in one
section, and all of the other emails in
another.

Select Important first.

Change to Unread First View

Unread emails are listed first, separate
from the ones that you've already
read.

Click the Inbox list arrow.

Select Unread first.
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L] Inbox -
%  Starred Inbox Type Default 10:03 AM
© Ssnoozed + Default e = = = e 9:45 AM
Sent Important first | matt = o e
= ¢ 9:37 AM
u d first
i Drafts nreadirs Manage your inbox settings
[ Starred first
B Library Priority Inbox 9:15 AM
B  Newsletters Paul Tron Jeff Out Today - Jeff has a doc 8:29 AM
v More .
Reed Stephens IT Software Updates - We're go... 8:23 AM
Nena Moran Parking Restrictions - Good mor.. 8:15 AM
Lucas, Erika, Me 3 Conference Week - Thanks for le 8:15 AM
Erika, Me 2 IT Library Projector Cables - M.. 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction. 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies ¢
a 9 4 Manage
= M Gmail Q, Search mai - @ BH F
o- ¢ -]
l— Compose
! ~ Important 1-100f194 1
/
] Inbox -
- 10:03 AM
%  Starred Inbox Type Important first
© Snoozed Default ’ © fop spotto people 9:45 AM
> Sent + Important first 0:37 AM
i Drafts Unread first
[ Starred first
8:23 AM
B Library Priarity Inbox
B Newsletters Nena Moran Parking Restrictions - Good mor. 815 AM
v More Lucas, Erika, Me 3 Conference Week - Thanks for le 815 AM
Educator's Weekly Newsletters Maodern Nonfiction 2:00 AM
~ Everything else 1-100f 194
Me, Reed, Erika 4 Testing schedule - | think we ha 9:15 AM
Paul Tron Jeff Out Today - Jeff has a doc.. 8:29 AM
Erika, Me 2 IT Library Projector Cables - M.. 8:10 AM
<
2 9 % ro PRS- - Piiiimcei Decmeec Dol

© 2020 CustomGuide, Inc. 13




Change to Starred First View

0 Click the Inbox list arrow.
= M Gmail Q, Search mai - @ i £
o Select Starred first.
o- ¢ o
l— Compose o
Emails that you've starred as favorites, _— » Unread 1-100f 154
nbox -
whether or not they're unread, are rop— inbax Type Unread first 10:02 ab
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This inbox type combines the other _— » Starred 1tnofs
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. . . Draft: Unread first
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Print an Email

You can print a copy of an email that you’ve received in Gmail, if you need a paper copy.

Print an Email

Click an email in the inbox to
open it.

Click the Print button to the
right of the subject line.

A new browser tab opens, with
the email message formatted
for printing. Your browser's
Print dialog box opens as well,
where you can set up how you
want this email to print.
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tome v

10:30 AM

s

Weren't you supposed to bring in breakfast today?

#. Reply

4 Replyall

= Forward
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4

Set the print options you want N
to use.

o Destination specifies the '
printer you want to use for o
this email. v

o Pages sets the range of
pages to print, if the email
goes on for more than one
page.

e Copies controls how many
copies of the email to print.

™ Gmai Koyt Cappo <kayacsypock stumge e

e Layout sets whether to print
the page in portrait or
landscape orientation.

Print

Destination

Pages

Copies

Layout

Color

More settings

1 sheet of paper
5 Brother MFC-J470DW  w

All -

Fortrait -

Color A

m Cancel

me

e Color lets you choose
whether to print the email in
color, or in black and white.

Click Print.

The email is sent to the printer using
the settings you chose.
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View Email Categories

Gmail can sort email you receive into one of several categories, by analyzing both the content of the emails

and your emailing habits.

Inbox Categories

Primary
Social
Promotions
Updates

Forums

View an Inbox Category

Emails sent directly to you, from people that you interact with.
Automated messages from social networks.

Deals, offers, and other marketing emails.

Automatically generated updates, confirmations, bills, and receipts.

Messages from discussion boards and mailing lists.

H 1
Click a category's tab at the top _
. = Ivl Gmail Q,  Search mail - @ [
of the inbox.
Oo- c 1-t0efise < > 03
i— Compose
The emails in the selected category are pp— R S i @ Ui I
1 Inbo)
displayed. L tnbox
% Starred Pepe Roni 6reakfast? = Weren't you sup. 10:03 AM
© snoozed Erika Araujo Updated Absence Policy - Good.. 9:45 AM
> Sent .
Robin Banks Sample Research Report - Hi 9:37 AM
Drafts
E [ Bees and Honey...
» T
B Library Me, Reed, Erika 4 Testing schedule - | think we ha 9:15 AM
B Newslefters Paul Tron Jeff Out Today - Jeffhasadoc..  8:29 AM
v More
Reed Stephens IT Software Updates - We're go.. 8:23 AM
Nena Maran Parking Restrictions - Geod mor 8:15 AM
Lucas, Erika, Me 2 Conference Week - Thanks forle..  8:15 AM
Erika, Me 2 IT Library Projector Cables-M.. 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies "
] Manage
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Enable or Disable Tabs

You can select which categories you want to appear at the top of the Inbox, so you see just the categories
that are relevant to you.

° Click the Settings icon while ™ N °
. . = Gmail Search mal - EH
viewing the inbox. o o
. . o- ¢ i 1-100f194 < > &%
e Select Configure inbox. + compose , ,
[ Primary A+ Social ¥ Promoti Display density
e Toggle categories on or off by 0 mbox ' Configure nbox
. . Appl i ipt |
checking or unchecking * s " I
@ Sncozed Amazon Your Amazon @ 9 |
checkboxes. S sont  Themes
Sports News Daily Did you see tha |
. Draft:
o CI'Ck Save. : |Tra s CenturyLink Your CenturyLi Get add-ons I
B Library Dropbox Updates to our Send feedback |
The tabs at the top of the inbox change B Newsletiers _ i
, 1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies
to show only the tabs you’ve chosen. v Wore Menoge
9 ‘|

Select tabs to enable

Primary Choose which message categories to show as inbox
tabs. Other messages will appear in the Primary tab.

Social
Deselect all categories to go back to your old inbox.

Promotions

=] 2
Updates j

Forums

Starred messages

Include starred in
Primary

cancel m
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Change Your Inbox Theme

If the plain white background of your inbox is getting boring, you can change themes to give it a more

interesting look.

Change the Inbox Theme

Click the Settings button.
Select Themes.

A themes gallery appears,
showing a variety of themes to
choose from. The top of the
gallery shows some curated
images you can use as a
background.

Select a theme from the
gallery.

The background of the inbox changes
to the picture you chose.

Click Save.

= M Gmail Q, Searchmai - @ HH °
o- ¢ 1-100f198 ¢ P - |
l— Compose
Display densit;
] Primary 2+ Social ¥ Promoti Isplay density
] Inbox
Configure inbox
% Starred Pepe Roni Breakfast? - Wi |
© Ssnoozed Erika Araujo Updated Abs: Settings |
= Sent b Themes
Robin Banks Sample Rese |
B e [ Bees and Get add-ons
» T
B Library Me, Reed, Erika 4 Testing schadu Send feedback |
Help
B  Newsletters Paul Tron Jeff Out Today
v More .
Reed Stephens IT Software Updates - We'rego...  8:23 AM
Nena Moran Parking Restrictions - Good mor 8:15 AM
Lucas, Erika, Me 3 Conference Week - Thanks for le. 8:15 AM
Erika, Me 2 IT Library Projector Cables-M... 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction. 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies ¢
2 09 ¢ Manage
= M Gmail Q,  Search mai - @ £

Pick your theme

My photos

)
o
e

1.64 GB (10%) of 15 GB used
Manage

Terms - Privacy - Program Policies
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Create a Custom Theme

You can also create a theme from a larger set of photos, or from photos in your Google Photos library,

instead of choosing from the gallery.

a Click the Settings button.
o Select Themes.

. | | l— Compose S

e CIICk My phOtos' m [ Primary &% Social
Pepe Roni
Erika Araujo

Robin Banks

Me, Reed, Erika 4
Paul Tron

Reed Stephens
Nena Moran
Lucas, Erika, Me 3
Erika, Me 2

Educator's Weekly

My photos

@

1-10 of;194 <

Display densit
¥ Promoti P 4

Configure inbox
Breakfast? - Wi

Settings

Updated Abs:
p Themes

Sample Rese
[0 Bees and Get add-ons

Testing schedy send feedback

Help
Jeff Out Todayl,_____

IT Software Updates - We're go 8:23 AM
Parking Restrictions - Good mor.. 8:15 AM
Conference Week - Thanks forle...  8:15 AM

IT Library Projector Cables-M... 810 AM

Newsletiers Modern Monfiction. 2:00 AM

cancel m
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Here you can choose between
sources for additional photos

e Featured shows a larger
gallery of curated
background images.

o My photos shows all of the
pictures you've uploaded to
Google Photos.

o Recently selected shows
photos you've used recently,
if you want to go back to a
custom theme you've used
before.

Select a photo location.
Select a photo.
Click Select.

The photo is set as your inbox
background.

Once a photo has been
selected, you can customize
some additional options.

o Text Background lets you
choose whether the theme
should use dark text on a
light background, or light
text on a dark background.

o Vignette lets you add a
darkening effect around the
corners and edges of the
photo.

e Blur lets you choose
whether to blur the selected
photo, and by how much.

Customize text background,
vignette, and blur options.

(7
O

The theme is updated and applied to
your inbox.

Click Save.

Pick your theme

Select your background image

Featured My photos Recently selected

By: Mike Cleron Animals By: Mike Cleron

?) Leam more

| =ave

My photos

© 2020 CustomGuide, Inc. 21



Get Help

If you don’t know how to do something in Gmail, you can consult the Help window.

Search for Help
0 Click the Support button.

e Select Help.

The Help window appears.
Here you can search for a
specific topic, look through a
few popular topics, or browse
through all of the available
articles.

e Search for a topic.

Help topics matching your
search appear listed below the
search field.

o Select a search result.

The help topic is displayed in
the Help window. When you’re
finished reading the topic, you
can just close the Help
window.

e Click the Help window's Close
button.

The Help window closes.

= | » I Gmail Q  Search mai - w
. Help
o- ¢ LI - |
i— Compose Training
[ Primary &% Social @ Pro Updates ates
] Inbox
% Starred Pepe Roni Breakfast?  Send feedback 10:03 AM
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B Library Me, Reed, Erika 4 Testing schedule - | think we ha.. 9:15 AM
B Newsletters Paul Tron Jeff Out Today - Jeffhas adoc..  8:29 AM
~  More .
Reed Stephens IT Software Updates - We're go 8:23 AM
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Educatar's Weekly Newsletters Modern Nonfiction 2:00 AM
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a 0 \. Manage
= M Gmail Q, search mail tH £
Oo- c > B
I— Compose
[0 Primary 3
[J Inbox
Starred Pepe Roni . 0:03 AM
* =] Mark or unmark Spam in Gmail
© Snoozed Erika Araujo 9:45 AM
= Semt =] Importance markers in Gmail
Robin Banks 9:37 AM
Draft:
B e =) Mark messages as read or unread
» T
B Library Me, Reed, Er mark as important 9:15 AM
B Newsletters Paul Tron mark or unmark spam in gmail 8:29 AM
v More
Reed Stephe 8:23 AM
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Compose and Send Email

Sending and receiving emails is by far the most used
aspect of Gmail. This module will show you how to
send, reply to, and forward email. You’ll also learn how
to personalize your messages with different formatting
options, pictures, and attachments.

You'll see how to schedule an email to send at a later
time, send email messages confidentially, and view
your saved email drafts and previously-sent messages.

Objectives

Compose an Email

Reply to and Forward Email
Format Email Text

Add Attachments

View and Save Attachments
Insert Pictures into Emails
Insert Links into Emails
Check Spelling

Schedule an Email

View Drafts and Sent Items

Send and Receive Confidential Email

© 2020 CustomGuide, Inc.
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Compose an Email

Composing a new email from your inbox is quick and easy.

Compose an Email

Click the Compose button.

A new email message is started
in a small pop-up window.

Tip: Click the Full-screen
button at the top of the new
email window to expand it and
have more space to write.

Enter recipients' email
addresses in the To field.

If the name or address
matches a contact you've
emailed before, it will appear
in a search result popup.

Add recipients to the CC and
BCC fields (optional).

Enter a subject in the Subject
field.

Enter your message in the
Body field.

Click Send.

© 000

The email is sent to everyone you
addressed it to.

Tip: When addressing an email, make
sure to use the To, CC, and BCC fields
appropriately.

e Use the To field for the main
recipients, who are expected
to reply or take action.

e Use the CC field for anyone
else who needs to be kept
informed of the topic, but
doesn’t need to reply.

e Use the BCC field to send an
email to anyone you don’t want
the other recipients to see.

= |"| Gmail Q  Search mai - @ f
o- c 1-100f 194 I - |
|— Compose
[ Primary 4% Social @ Promotions o Updates
a
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© snoozed FUERY  New Message S
Sent
> Sen i w To  PepeRoni x Ce Bee
B Drafts
Subject
» T
B Library Me, Reel
B Newsletters Paul Tra
~  More
Reed St
Nena My
Lucas, E
Erika, M/
Educaty ws ~ SansSerif ~ T~ B I U A~ ~
1.64 GB (10%) of 15GB u m Ao @aAaMD [
a @ \. Manage
= |"| Gmail Q,  Search mai - @ F
o- ¢ 1-10of 194 > 0
I— Compose
rimar, 2% Socia romotions ates
Primary social Promoti Updat
L] Inbox
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© Snoozed EERY | ibrary Schedule - @ X
Sent
> sen Robin B: Pepe Roni
B Drafts
I Library Schedule
» T
B Libery Me, Reel Would you be willing to trade library reservation slots next month?
B Newsletters Paul Tro
~  More
Read 5t
Nena M
Lucas, E
Erika, M
Educata | SansSerif ~ T~ B I U A~
1.64 GB (10%) off » m Ajleo@aAD [ ] ¢
2 9 Manage
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Reply to and Forward Email

You can send replies to emails that you receive, and forward copies of emails on to other people as well.

Reply to Email

You can reply directly to the sender of any email you receive.

Open the email you want to
reply to.

Reply and Forward buttons
appear below the message
body.

Click the Reply button.

A new reply appears below the
original message, where you
can enter your message.

= | W I Gmail Q  Search mai - @
o- ¢ -100f 194 > R
I— Compose
[ Primary &% Social @ Promotions o Updates
] Inbox
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© snoozed Erj hujo Updated Absence Policy - Good.. 9:45 AM
= Sent ’
Robin Banks Sample Research Report - Hi 9:37 AM
Drafts
B [ Bees and Honey.
» T
B Library Me, Reed, Erika 4 Testing schedule - | think we ha.. 9:15 AM
B Newsletters Paul Tron Jeff Out Today - Jeffhasadoc..  8:29 AM
~  More We'
Reed Stephens IT Software Updates - We're go 8:23 AM
Nena Maran Parking Restrictions - Good mor 8:15 AM
Lucas, Erika, Me 3 Conference Week - Thanks for le. B:15 AM
Erika, Me 2 IT Library Projector Cables - M 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies ¢
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I— Compose
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L] Inbox
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B Drafts
» T
B Library 4. Reply m Forward
B Newsletters
~  More
<
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e Enter a reply message.

o Click Send.

The reply is sent and appears in the
thread below the original message.

M Gmail

i— Compose

s e eEYVvVex*xO

<

Inbox
Starred
Snoozed
Sent

Drafts

IT

Library
Newsletters

More

e
£:]
e

Q. Search mail

< [+ I I ] LU B = of 10
Breakfast? Inbox
Pepe Roni <pepercni@customguide.coms 10:30 AM
tome v

Weren't you supposed to bring in breakfast today?

4, ~ Pepe Roni

Qops, sorry!

©

ke~ SansSerif ~ T~ B I U A~

m
‘

b+

ll
‘
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Forward an Email

You can also forward an email, which sends a copy of it to another person.

View the email you want to

forwa rd = M Gmail Q, Ssearch mai - @ HH
H <« O 0 8 LU B ® i ofw >
o Click the Forward button. | compose
. . Jeff Out Today © inbex x & B
A new message starts, just like 0 nbox
.. . d .
a reply, but this time with a ; Starre . ::arlr:;[rfln<|:au\|r:>r-;-tusturrgL e coms B29AM Yy &
Snooze -
fleld to address It to anOther ‘;- Sent Jeff has a doctor appointment this morning and won't be in today
recipient. B ot
i ® T
e Enter the email address for the ® by & Reply  m Forwaro
reCIpIent B Newsletters 6
L. ~  More
You can enter an additional
message to go along with the
forwarded email or leave the
field blank to send the
message by itself.
. <
o Enter a message (optional). 298
e Click Send.
. . = M Gmail Q, search mai - @ &
The email message is forwarded on to
the specified person. b composs ¢ B8 0§ © b ® i o > o
O oo Jeff Out Today o inbox x & B
H Starred Paul Tron <paultron@customguide coms 829 AM Y7 &
@ Snoozed ome
‘;- Sent Jeff has a doctor appointment this morning and won't be in today
B Drafts
» T
g » - To pepe@customguide.com Cc Bee
B Library 8
B Newsletters F
. More ——— Forwarded message ———
From: Paul Tron <paultren@customguide. com:
Date: Thu, Oct 31, 2019 at 829 AM
Subject: Jeff Out Today
To- Kayla Claypool <kayla@customguide com=
o~ SansSerif + T+ B J U A~ =~ i= = =
9» ApoQemd 5
29 ‘
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Format Email Text

When you send an email, you can add text formatting to make it a little more interesting than plain text.

Display Formatting Options

Formatting options won’t appear when the New Message window is first opened. There are two ways to

view them.

o Click the Formatting options
button in the New Message
window.

Or, click the Full-Screen button
in the New Message window.

Either method will expand the
formatting options toolbar. Expanding
the New Message window into full-
screen mode will also provide a larger
window to compose your message.

= | v I Gmail Q  Searchmai - @ F
o- ¢ -100f 194 LI - |
|— Compose
[J Primary &% Social @ Promotions o Updates
] Inbox
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© Snoozed SIEl  Happy Birthday! - < x i
Sent
= Robir Robin Banks M
B Drafts
Happy Birthday!
» T
B Library Me, R Happy Birthday! M
B Newsletters Paul Do you have any big plans? M
~  More
Reed M
Nena ]
Lucat M
Erika, M
Educi M
1.64 GB (10%) of 15G “ AleoeaNnbD [ ]
2 @ % Manage
= | w I Gmail Q,  Search mai - @ F
o- ¢ 1-10of 194 EI « ]
I— Compose
] Primary 2 Social @ Promotions o Updates
] Inbox
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© snoozed 2]  Happy Birthday! - - x [
Sent
P Robir  Robin Banks M
B Drafts
Happy Birthday!
» T
B Library Me, R Happy Birthday! M
B Newsletters Paul Do you have any big plans? M
~  More
Reed M
Nena h
Luca! M
Erika, M
Educi M
1.64 GB (10%) of 156 “ Al ®@a AD [
2 9 Manage
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Format Message Text
o Select the text you want to

format. :
Happy Birthday!
e Format the text using the Robin Bnks
available formatting options. Heppy Birthday!
¢ Font Do you have any big plans?
e Font size

e Bold, italics, or underline
e Text color
e Paragraph alignment

e Numbered or bulleted list Q

nnlSansSerif ~~ BT U A~ E~ ==

P A D o O a MDD

Clear Text Formatting

If you’ve formatted some text and feel that you’ve overdone it, you can remove all formatting from some
selected text.

o Click the More formatting

options button. .
Happy Birthday!

e Click the Remove formatting Fobin Barks
button. Happy Birthday!
All formatting is removed from the Do you have any big pians?
selected text.

~ o~ Wide - - BT M A- =1

P A D o O & AD
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Add Attachments

You can send someone a file as an attachment that they'll receive with your email. You can attach files from
your computer, or from your Google Drive.

Attach a File from your Computer

n While composing an email,
click the Attach files button. Parent Survey Results

erika@customguide.com

A file browser dialog box
openS; Where VOU Can browse Here are the results of the parent survey for my class. | look forward to seeing the results for
for and select files to attach. e

Parent Survey Results

Select a file.

Click Open.

The file is attached to the
email. You can continue to edit
the email until you’re ready to
send it.

“ -~ SansSerif ~ T~ B I U A~ =~ i= =

“A&c—:@d!@

€ Open X
« . 5 ThisPC + Documents » v |8 Search Documents o

Organise v MNew folder E~ m @

A
st Quick access

@ OncDiive
[ This PC

& Network SurveyResults

File name: | SurveyResults | Al Files ~

30



o Click Send.
Parent Survey Results

erika@customguide.com

The email is sent, with the file
attached.

Parent Survey Results

Here are the results of the parent survey for my class. | look forward to seeing the results for
everyone else!

SurveyResults.xlsx (14K) x

v ~ SansSerif v T+ B I U A~ E~ = 1= E E

4 “A&c—:@d!ﬁ)
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Attach a File from Google Drive

You can also attach a file directly from your Google Drive. This will allow you the choice to include the file as
a regular attachment, or as a link to the file in your Google Drive.

o While composing an email,
click the Insert files using Drive Permission Form
button. Paul Tron

Permission Form

A Google Drive file browser
window opens.

Here's a copy of the permission form. Flll this out and send it back.

Select a file.

Choose whether to send a link
to the selected file in your
Google Drive, or to attach the
selected file.

Linking to a file in your Google
Drive instead of attaching it
will keep the size of the email
itself smaller, while also
allowing you to update the
linked file after sending the
email.

o Click Insert.

~ o~ SansSeif v T+ B I U A~ E- iZ =

OUERY A ) o @ &4 A D

Insert files using Google Drive

My Drive Shared with Me Recent Upload

My Drive » Files

[ Travel the World..... B Trade Show Mat.

insertas || #3 Drivelink ) Attachment
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e Click Send.

The email is sent, with the Google
Drive file either linked to or attached.

Permission Form
Paul Tron
Permission Form

Here's a copy of the permission form. Flll this out and send it back.

PermissionForm.pdf (32K) x

w ~ SansSerif ~ T+ B I U A~ E~ = 1= E E

“A&c—:@&!b

© 2020 CustomGuide, Inc.
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View and Save Attachments

When you receive emails that contain attachments, you'll see those attachments listed below the subject

line of the emails in your inbox.

Save an Attachment
o Click an email to view it.

An email's attachments will all
be shown as thumbnails below
the message contents.

e Click an attachment's
thumbnail.

= | at I Gmail Q,  search mai - @ B F
o- ¢ 1-100f 194 > 0
l— Compose
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> Sent
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L] Inbox
%  Starred Robin Banks <robin@customauide.com> 937 AM WX -
@ Ssnoozed me -
>  Sent Hi Kaylal Here's the example report | mentioned that you can use with your class
B Drafts
» T
& Library Bees and Honey
B Newsletters B
v More @) Bees and Honey.do... '
4 Reply m» Forward
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button at the top of the
preview.

fihe fieisatypethars [T
supported by one of the
Google apps, you can open it

o Use the options to edit or save Bees and Honey

up for editing by clicking the
the attachment: Josephine Morse True
e Open with to open the file.

e Add to My Drive to save the
attachment to your Google
Drive.

e Download to save a copy to

vourcomputer

e Print to print a copy of the
attachment.

O Click the button.

You leave the attachment preview and
return to your email.

© 2020 CustomGuide, Inc. 35



Insert Pictures into Emails

You can insert images directly into the body of an email. Unlike an attached photo, which appears linked
after the message, inline images appear in the message with text.

Insert a Photo

n While composing an email,
click the Insert photo button.

o Select a source for the photo.

Research Report Resources

robin@customguide.com

You have several image Resesrch Report Resources
sources that you' ” be a ble to The example report you sent is great, but | think some illustrations like this would really help.
choose from.

o Photos will let you choose
from your Google Photos
library.

e Albums lets you browse
your Google Photos library
by album. o~ SensSeil - fT- B I U A-

e Upload lets you upload an El:cccemo
image from your computer.

o Web Address lets you
specify a URL for an image on
the internet to insert it.

You can also choose whether
to insert the image in line in
the email, or to include it as an
attachment.

e Click Choose photos to upload.

Insert Photo

Photos Albums Upload Web Address (URL) I

A file browser window opens.

&

Insert images | [ inline | (] As attachment

LB SR - B O]
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o Select a photo.

e Click Open.

The image is uploaded and inserted
into your email message.

G' Open
“« v A4 &l » ThisPC » Pictures

Organise v New folder
~

> s Quick access

> @ OneDrive

v [ ThisPC

> J 3D Objects

> [ Desktop
Documents
¥ Downloads
B Movies
b Music
[&] Pictures
“ams Local Disk (C:)

Saved Pictures

v

x
Search Documents 2

=~ m @

~

= Sl
Bee on Flower

File name: | Bee on Flower

| Al Files ~

© 2020 CustomGuide, Inc.
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Insert Links into Emails

You can insert a links in your email message, directing recipients to a web address.

Insert a Link

n Select the text to use as a link.
e Click the Insert link button. flesearch Report Resources

robin@customguide.com

The Ed't L|nk d|a|0g bOX OpenS, Research Report Resources
Where yOU can Set Up the I|nk. In addition to the illustrations | sent, here are BN CT e Rl for the sample report.

e Set the text to display as the 6

link, if necessary.

The Text to display field starts
with the selected text already
filled in, which means that text
will be the clickable part of the

link.
o Choose whether to link to a o~ samsseit + T+
w r r email ress.
eb address or email address “A&@@a!b

e Enter the link address.

e Click OK.

The link is inserted onto the selected
text that, when clicked, will open the
linked address.

Edit Link

Text to display: ‘some more great resources ‘

Link fo: To what URL should this link go?
= Web address https:// W, neelaD,umn,edujresources-beekeepers;‘free—heeinlorm=|
O Email address

Test this link

Not sure what to put in the box? First. find the page on the web that you want to

fink to. (4 ssarch sngine might be ussful) Then, copy the wek address from the

box in your browser's address bar, and paste it into the box above.

cancel “
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Check Spelling

Your spelling will be automatically checked as you compose messages. Common mistakes will be
automatically fixed as you type, while other misspelled words will be underlined in red.

Fix Spelling Errors

When you do misspell a word, and see that it’s been underlined in red, you can fix it yourself by going back
and fixing it manually. You can also get help to fix a misspelled word if you’re not sure of the correct spelling.

c Right-click a misspelled word.
e Select the correct spelling from R

pepe@customguide.com

the menu.

Staff Meeting Notes

Here al lotes from the meeting this moming

The misspelled word is fixed using the
. . . Ate icy - The district is working on a new attendance policy to address some
dICtlonary Spe”'ng o * draft will be sent out to staff once it's finilized.

w ~ SansSerif v 7T~ B I U A~ E~ = = &

UG A ) o @ & A D

Check Spelling

If you have a longer email with formatting that makes it tougher to see red underlines, you can run a spell
check to highlight misspelled words.

0 Click the More options :
buttO n. Staff Meeting Notes

o Select Check spelling. pepeeustemguice com
Staff Meeting Notes

Here are the notes from the meeting this moming

Misspelled words are now highlighted
in red, in addition to the underline,
making it easier to identify mistakes.

New Attendance Policy - The district is working on a new attendance policy to address some

Default to full-screen

Label

Plain text mode

Print

Check spelling
w -~ SansSerif ~ ¥~ B

Smart Compose fesdback

S A D o @ AR D
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Schedule an Email

When you're writing an email, you can schedule it to be sent out at a later time. This can be handy if you're
writing to someone in a different time zone, or if you just want to time an email to arrive at a more
convenient time than when you're writing it.

Schedule an Email

a After writing an email, click the
Send button list arrow. Reminder

t jid
o Select Schedule send. S

Reminder

The Schedule Send dlalog box Don't et me forget to bring in breakfast tomorrow!
presents you a few suggested
times. If one of these works,
you can select it, or you can
choose your own date and
time.

o Click Pick date & time.

The Pick Date & Time dialog
box opens, with a calendar to
select a date.

Schedule send
Central Standard Time

Tomorrow morning Nov 12, 8:00 AM

This afternoon Nov 11, 1:00 PM

Monday morning Nov 18, 8:00 AM

3] Pick date & time o
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o Select a date.
e Enter a time.

G Click Schedule send. Pick date & time

November 2019 Nov 14, 2019

The email is scheduled, and you return
to your inbox.

©

1 o1z 13 015

17 18 19 20 21 22

24 25 26 27 28 29

Cancel Schedule send
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Cancel a Scheduled Email

One benefit of scheduling an email to send later is the ability to change your mind and cancel it.

0 Click the Scheduled category in
the left pane.

All of the emails you have
scheduled to send are shown.

o Select the email you want to
cancel.

e Click the Cancel send button.

The scheduled send is cancelled, and
the email is returned to your Drafts
folder. From there, you can schedule it
for another time, send it now, or
delete it.

= M Gmail Q  searchmai - o @ @
o- ¢ 1-10f1 E ]
l— Compose
XD Messages in Scheduled will be sent at their scheduled time.
[J  Inbox 1
%  Starred To: pepe Reminder - Don't let me forget to .. Nov 14
© snoozed é
> Sent
B Drafis
» T
B Library
B Newsletters
%o  Scheduled 1 0
¥ More 1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies
Manage
2 9
= IV] Gmail Q,  in:scheduled X - ® F
~  Cancel send [] = » H < -]
i— Compose
Hol Messagéheduled will be sent at their scheduled time
[J Inbox
%  Starred ’ To: pepe Reminder - Don't let me forget to . Nov 14
© snoozed
> Sent
B Drafts
» T
B Library
B Newsletters
%o Scheduled 1
¥ More 1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies
Manage
2 98
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View Drafts and Sent Items

If you're not ready to send an email you're writing, you can save it as a draft to come back to later. Saving an
email as a draft happens automatically—as soon as you start writing an email, Gmail begins saving it as a

draft that gets updated as you type.

Save an Email as a Draft

n Close an email that you've
started writing without
sending it.

Closing an email without sending it
automatically saves it as a draft.

View Email Drafts

Library Schedule
pepe@customguide.com
Library Schedule

I'll be using the library for my class on Thursday, from

w ~ SansSerif - T~ B I U A~

T A l oc@ 2 A D

0 Click the Drafts category in the
|eft pane = M Gmail Q, Search mail - @ BH 'g
l' e o- ¢ 1-10f1 'S - ]
. ompose
All of the emails that haven't been sent Dratt bibvary Schedule-fll beusing. 1077 aM
yet are shown here. Q mbox ’
% Starred
© Snoozed
> Sent
B orafis 1 0
» T
B Library
B Newsletters
v More
1.64 GB (10%) of 15 GE used Terms - Privacy - Program Policies
Manage
298 ‘
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Edit and Send Email Drafts

When you're able to finish writing an email that you started earlier, you can resume writing it so that you

can finally send it.

Click an email in your Drafts.
Edit the message.

You have all of the same
options when editing a draft
that you did when first writing
it.

Click Send.

The email is sent and is removed from
your Drafts.

-

e eEYVY e *(0O

<

M Gmail

Compose

Inbox
Starred
Snoozed
Sent

Drafts

T

Library
Mewsletters

More

Je
o
'y

Q, Search mai -

1.64 GB (10%) of 15 GB used

Manage

c 1-10f 1

Draft Library Schedule - Il be using..

Terms - Privacy - Program Policies

® # §

-]

10:17 AM

ves®Vvexno +

<

™ Gmail

Compose

Inbox
Starred
Snoozed
Sent

Drafts

T

Library
Newsletters

More

Q, Ssearch mai - @

D'

c 1-10f 1

Draft Library Schedule - Il be using.

Library Schedule —

pepe@customguide.com

Library Schedule

o I'l be using the library for my class on Thursday, from 2:00 to 2:45

1.64 GB (10%) of 1

Manage

o @ 4a AD

|>
=

|

o

10:17 AM

L1}
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View Sent Emails

Once you send an email, you can find it again in the Sent view.

0 Click the Sent category in the
left pane.

All of the emails you have sent are
shown.

M Gmail

l— Compose

g e eEY O *x(0O

<

Inbox
Starred
Snoozed
Sent

Drafts

T

Library
Newsletters

More

)
o
I

Search mai

To: pepe

To: pepe

1-20of 2

Library Schedule - Il be using..

Reminder - Don't let me forget...

1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies

Manage

S o
o

10:17 AM

8:00 AM
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Send and Receive Confidential Email

If an email contains sensitive information, and you want to control who can see it, you can use confidential
mode. Confidential emails cannot be forwarded, copied, or downloaded, and you can also give an email an
expiration date, after which it can no longer be accessed.

Send a Confidential Email

While composing an email,
click the Confidential mode
button.

Choose when the confidential
email will expire.

Choose whether to require an
SMS code.

Click Save.

The confidential settings are
applied, and once you finish

writing it, you're ready to send

it.

Erika's surprise party

pepe@customguide.com, reed@customguide.com 1 more
Erika's surprise party

Remember everyone, arrive at Rudy's before 5:30 on the 15th so that we can have time fo
prepare before Erika gets there!

 ~ SansSerif v 7T+ B I U A~ E~ = 1= &

Send A@c—:@ﬂ!ﬁ)o

Confidential mode

Recipients won't have the option to forward, copy, print, or download
this email. This message may still be visible to your employer or
school. Learn more

SET EXPIRATION

Expires in 1 month » Thu, Dec 12, 2019

REQUIRE PASSCODE
All passcodes will be generated by Google.

(® NoSMS passcode () SMS passcode

Cancel Save
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e Click Send.

The email is sent with the confidential pepe@customguide com, reed@customguide.com 1 more
settings applied. Erka's surpise party

Remember everyone, arrive at Rudy's before 5:30 on the 15th so that we can have time to
prepare before Erika gets there!

Erika's surprise party

Content expires Dec 12, 2019.

Recipients won't have the option to forward, copy, print, or
download this email. This message may still be visible to
your employer or school.

SansSerif ~ T+ B I U A~ =~

Send AjleoeaBnbD
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Read a Confidential Email

Click a confidential email in
your inbox.

It opens up, with the message inside a
confidential text box. You can also see
that the options to forward, print,
copy, and download the message are
unavailable.

Finally, it's important to note that you
can send a confidential email to
someone who doesn't use a Gmail
account, although it won't be as easy
for them to view it. Instead of seeing
the confidential message within a text
box, they'll instead be required to click
a link to open the message in a
browser window.

= M Gmail Q -0 f
o- ¢ 1-100f 194 P + 3
l— Compose
0 Primary 2+ Social @ Promotions o Updates
[J Inbox
%  Starred me, Reed 2 Erika’s surprise party - This m... 11:05 AM
@ snoozed P; Joni Breakfast? - Weren't you sup. 10:03 AM
Sent 4
> Erika Araujo Updated Absence Palicy - Good.. 9:45 AM
B Drafts
Rabin Banks Sample Research Report - Hi 9:37 AM
» T
) Bees and Honey.
B Library
B Newsletters Me, Reed, Erika 4 Testing schedule - | think we ha.. 915 AM
v More
Paul Tron Jeff Out Today - Jeff has a doc. 8:29 AM
Reed Stephens IT Software Updates - We're go 8:23 AM
Nena Maran Parking Restrictions - Good maor.. 8:15 AM
Lucas, Erika, Me 3 Conference Week - Thanks forle...  8:15AM
Erika, Me 2 IT Library Projector Cables-M 8:10 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies
A I Manage
= M Gmail Q  search mai - @
€ O 0 § 0 D ® i iz L
I— Compose
Erika's surprise part nbox x &5 2
[J Inbox P party
% Starred % Kayla Claypool 11:05 AM (Iminute ago) ¥y 4w
o Snoozed ) 10 pepe, reed, robin -
= Sent Remember everyone, arrive at Rudy's before 5:30 on the 15th so that we can have tim
Drafts
i Reed Stephens 11:08 AM (3 minutes ago) Yy 4w
» T wome -
B Library
B Newsletters Would it be OK if Lucas came along as well?
v More
b Content expires Nov 19, 2019,
You do not have the option 1o forward, copy, print, or download this email
4. Reply
2 95
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Organize Your Inbox

Gmail’s ability to keep your inbox organized is one of
the reasons it’s so widely used. Labels allow you to
effectively sort messages into several categories at
once, making it easy to find just what you’re looking
for.

In this module, you’ll learn how to use labels to
organize your email, how to search and filter your
email, and how to keep track of important messages.
You’ll also learn how to archive and delete email, how
to mute conversations, and how to snooze a message
for later.

Objectives

Create and Apply Labels
View and Manage Labels
Search for Emails

Filter Emails

Flag Important Emails
Archive and Delete Emails
Mute Email

Snooze Email

© 2020 CustomGuide, Inc.
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Create and Apply Labels

If you've used other email services, you may have used folders to organize your inbox. You could move
emails into a folder manually, or by creating a filter to automatically sort everything that came in.

Labels in Gmail are similar to folders, allowing you to manually or automatically sort your email. Just like
folders in other email services, your labels will be listed in the left pane, allowing you to click a label to view
all of its emails. Unlike folders, however, you can apply multiple labels to a single message, allowing you to

effectively keep it in several places at once.

Create a Label

Click the More link in the left
pane.

The left pane expands,
showing more categories and
options.

Click Create new label.

= ™| Gmail Q  Searchmai - @ F
Oo- ¢ -100f 194 >
I— Compose
L] Primary &% Social @ Promotions @ Updates
[J Inbox
%  Starred Pepe Roni Breakfast? - Weren't you sup 10:03 AM
© snoozed Erika Araujo Updated Absence Policy - Good 9:45 AM
> Sent
Robin Banks Sample Research Report - Hi 9:37 AM
Drafts
E [ Bees and Honey.
» T
B Library Me, Reed, Erika 4 Testing schedule - | think we ha 9:15 AM
B Newsletters Paul Tron Jeff Out Today - Jeffhasadoc.. 829 AM
B Parents .
Reed Stephens IT Software Updates - We're go. 8:23 AM
~  More
Nena Moran Parking Restrictions - Good mor 8:15 AM
Lucas, Erika, Me 3 Conference Week - Thanks for le. B:15 AM
Erika, Me 2 IT Library Projector Cables - M 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies ¢
a @ Manage
= M Gmail Q,  Search mai - @ F
o- ¢ -100f 194 E « ]
I— Compose
] Primary 2+ Social @ Promotions o Updates
L] Inbox
= Sent Pepe Roni Breakfast? - Weren't you sup 10:03 AM
B Drafts Erika Araujo Updated Absence Policy - Good.. 9:45 AM
» T
Robin Banks Sample Research Report - Hi 9:37 AM
B Librar
Y [ Bees and Honey.
B Newsletters
B Faents Me, Reed, Erika 4 Testing schedule - | think we ha 915 AM
~  Lless Paul Tron Jeff Qut Today - Jeff hasadoc..  8:29 AM
Chat:
a At Reed Stephens IT Software Updates - We're go 8:23 AM
o Scheduled
Nena Maran Parking Restrictions - Good mor 8:15 AM
® sSpam
§ Trash Lucas, Erika, Me 3 Conference Week - Thanks for le. 8:15 AM
£ Manage labels Erika, Me 2 IT (Library Projector Cables - M 8:10 AM
Create new label
+ reate new labe Educator's Weekly Newslenters Modern Nonfiction 2:00 AM

)
2]
I

1.64 GB (10%) of 15 GB used
Manage

Terms - Privacy - Program Policies
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The New Label dialog box
appears.

o Give the label a name.
(4

Choose another label to nest New label
thls Iabel under (Optlonal). Please enter a new label name:

|Absences

You don’t need to nest labels, 3 Nest label under.

but it can be useful if you want ' 6

Cancel Create

to subcategorize email.

° Click Create.

The label is created and can be applied
to email messages.
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Apply a Label to an Email

You can apply one or more labels to an email to categorize it.

Select an email.

Click the Labels button on the
toolbar.

A menu appears, listing all of
the labels you've created so
far. You can also create a new
label directly from this menu, if
you don't have one that fits.

Select the labels you want to
apply.
Click Apply.

The label is applied to the email
message, appearing as a tag next to
the subject.

™1 Gmail

l— Compose

P9 PR PRV Ee*xO

<

Inbox 1
Starred

Snoozed

Sent

Drafts

IT

Library

Newsletters

Parents

Absences

More

Search mai

g 0o 8 ] (]
Jeff OQut Today 3> inbor x

Paul Tron <paultron@customguide. com:

ome -

Jeff has a doctor appointment this morning and we

. Reply m Forward

y - @
» 10f 10

Label as:

Absences
[ Parents
[ social
[0 updates
[J Forums

[0 Promotions

Apply
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View and Manage Labels

Once you've created labels, and applied those labels to email, you can view a label to see all of its emails at

once.

View Labeled Email

Labels that you’ve created appear in the list in the left pane.

Click a label in the left pane.

All of the emails with that label applied
are displayed.

Show or Hide Labels

™ Gmail

|— Compose

Inbox
Starred
Snoozed
Sent
Drafts
T
Library

Newsletters

s s e e EYVEexO

Parents

<

More

e
o
'y

Q, Search mai
Oo- c
[J Primary &% Social

Reed Stephens
Reed, Me

Erika, Lucas, Me
Reed Stephens
Erika, Me

Reed, Pepe, Me
Lucas Bodine
Lucas, Me
Erika, Reed, Me

Reed, Me

1.64 GB (10%) of 15 GB used Terms

Manage

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

- ® F
1-10 of 10 > 0
@ Promotions © Updates

Software Updates 8:23 AM
Wifi Problems - Thanks... B:20 AM
Library Library Printers -... 8:18 AM
0S Update Policy - J 8:15 AM
Library Projector Cables -... B:10 AM
Google Classroom Help!!l. . 8:00 AM
Projector - Hi Kayla! 7:21 AM
USB-C Chargers? -C 712 AM
New Projector Training .. 7:10 AM
Library Projector Setup?- .. 7:06 AM

Inbox

Privacy - Program Policies

You can also control how the labels you've set up appear in the left pane.

Click a label's More options :
button in the left pane.

You can choose to always show a label,
hide it, or only show a label if there are
unread email messages with that label
applied.

Select a label option.

M Gmail

|— Compose

Inbox
Starred
Snoozed
Sent
Drafts
T
Library

Newsletters

P9 PR EY O xO

Parents

<

More

a  Label color

In label list

~ Show

Show if unread B

Hide

In message list

+  Show

Me
Hide

Edit

Remove label
Ae

Add sublabel
Lucas Bodine
Lucas, Me

Erika, Reed, Me

Reed, Me

1.64 GB (10%) of 15 GB used
Manage

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

1-10of 10 >
@ Promotions @ Updates

Software Updates.. 8:23 AM
Wifi Problems - Thanks... 8:20 AM
Library Library Printers 8:18 AM
0S Update Pelicy - J. B8:15 AM
Library Projector Cables -... 8:10 AM
Google Classroom Help!!! 8:00 AM
Projector - Hi Kaylal 7:21 AM
USB-C Chargers? -C... 712 AM
New Projector Training .. 710 AM
Library Projector Setup? 7:06 AM

Terms - Privacy - Program Policies
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Change a Label Color

You can also change the color of a particular label when it appears on tagged email.

Click a label's More options :
button in the left pane.

That label’s tags will now appear in the
selected color.

Select Label color.

Select a color from the menu.

M Gmail
Q-

l— Compose

P9 9P EV OO

<

Inbox
Starred
Snoozed
Sent
Drafts

IT
Library

Parents

More

)e
2=}
o

Q  Search mail

Label color 3
In label list
v Show

Show if unread

Hide

In message list
+  Show

Hide

Edit

Remove label

Add sublabel

Lucas, Me

Label color

o

alafa a ala

00

a a'a a‘afa

2000

Add custom color

Remove color

Me

ns

Me

Erika, Reed, Me

Read, Me

1.64 GB (10%) of 15 GB used

Manage

Inbex

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Inbox

Terms - Privacy - Program Policies

> @

-100f 10 > 0
20

@ Updates
idates.. 8:23 AM
ns - Thanks.. 8:20 AM
Library Library Printers - 8:18 AM
0S Update Policy - J... 8:15 AM
Library Projector Cables -... 8:10 AM
Google Classroom Help!!l 8:00 AM
Projector - Hi Kayla! 7:21 AM
USB-C Chargers? -C... 712 AM
New Projectar Training 710 AM
Library Projector Setup? - 7:06 AM
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Manage Labels

In addition to showing or hiding one label at a time, you can manage them all at once in your Gmail settings.

Click the More button in the
left pane.

Click Manage labels.

The Settings page opens
directly to the Labels tab. Here
you can see all of the built-in
system labels, the default mail
categories, and the custom
labels you've created.

Click Show or Hide to show or
hide a label from the list.

Click Remove or Edit to
remove a label from the list or
edit a label’s name.

F

P s e EPVOe*[0O

<

™ Gmail

Compose

Inbox
Starred
Snoozed
Sent
Drafts

IT
Library

Parents

More

@

)e
e
o

Q Search mail - @ :g

o- ¢ 1-100f10 < > £

] Primary 2+ Social § Promotions B Updates
Reed Stephens Inbox Software Updates. 8:23 AM
Read, Me Inbox  Wifi Problems - Thanks 8:20 AM
Erika, Lucas, Me inbox (EEIERY Library Printers -... B8:18 AM
Reed Stephens Inbox  0S Update Policy - J... 8:15 AM
Erika, Me Inbox Projector Cables - 8:10 AM
Reed, Pepe, Me Inbox Gpogle Classroom Help!!!... 8:00 AM
Lucas Bodine Inbex Projector - Hi Kaylal.. 7:21 AM
Lucas, Me Inbox USB-C Chargers? -C 712 AM
Erika, Reed, Me Inbex Mew Projectar Training 710 AM
Reed, Me Inbox Projector Setup?-...  7:06 AM

1.64 GB (10%) of 15 GB used

Manage

Terms - Privacy - Program Policies

s seE®VvVe -+ 1l

>

+ 4 mey e

M Gmail

Compose

Snoozed
Sent
Drafts

IT

Library
Parents
Less
Chats
Scheduled
Spam
Trash
Manage labels

Create new label

e
o
P

4

Q.  Ssearch mail

Settings

General Labels Inbox Accounts

Forwarding and POP/IMAP

Labels

Create new label

IT
10 conversations

Library
1 conversation

Newsletters
3 conversations

Parents
1 conversations

- o @ §

Filters and Blocked Addresses

o

Add-ons Chat Advanced Offline Themes

stww e St e
Show in label Show in .
N - Acti
list message list
show hide show hide remove edit
show if unread
show hide show hide remove edit
o show if unread
show hide show hide remove edit
show if unread
show hide show hide remove edit

show if unread

Note: Removing a label will not remove the messages with that label.

1.64 GB (10%) of 15 GB used

Manage

Terms - Privacy - Program Policies
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Search for Emails

If you have a lot of email, and you're trying to find a specific one, you can easily search through everything

using the search field.

Search a Search

Click in the Search field.
Start typing a search term.

Some suggestions will
automatically pop up as you
type below the search field.

Select a search result from the
suggestions, or press Enter to
display a full list of search
results.

|— Compose

Inbox
Starred
Snoozed
Sent
Drafts

IT
Library

Newsletters

s 9 9P EYVOexO

Parents

<

More

M EIED  roree

Oo- c

[ Primary &% Social
Pepe Roni
Erika Araujo
Robin Banks

Me, Reed, Erika 4
Paul Tron

Reed Stephens
Nena Moran
Lucas, Erika, Me 3
Erika, Me 2

Educator's Weekly

1.64 GB (10%) of 15 GB used
Manage

X - @ = P
1-100f 194 < > 0
@ Promotions © Updates
Breakfast? - Weran't you sup. 10:03 AM
Updated Absence Policy - Good.. 9:45 AM
Sample Research Report - Hi 9:37 AM
[ Bees and Honey..
Testing schedule - | think we ha.. 9:15 AM
Jeff Out Today - Jeffhasadoc...  8:29 AM
IT Software Updates - We're go 8:23 AM
Parking Restrictions - Good mor 8:15 AM
Conference Week - Thanks for le..  B:15AM
IT Library Projector Cables-M.. 8:10 AM
Newsletters Modern Nonfiction 2:00 AM

Terms - Privacy - Program Policies
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sessemEVvVexOo +

Parents

<

More

©

Q,  projector X - @
= Projector Cables 810 AM
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= Projector Nov 13

= Projector Setup?
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Q. categoryprimary
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Novs [) Updales

p...

ood..

Search the web for "projector”

(7]

Me, Reed, Erika 4
Paul Tron

Reed Stephens
Nena Moran
Lucas, Erika, Me 3
Erika, Me 2

Educator's Weekly

1.64 GB (10%) of 15 GB used Terms

Manage

Testing schedule - | think we ha..

Jeff Out Today - Jeff has a doc
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Conference Week - Thanks for le
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Refine a Search

If you end up with too many search results, you can narrow your search using a variety of options.

0 Click the ™ N P
. . = Gmail projector X v ) :
button in the Search field.
. From
The Search Options menu F compose i
appears. You can refine a O e 1
. . Subject
search by using the following *  Starred
f|e|d5 © snoozed Has the words projector
) =  Sent Doesnt have
o From B Drafis Size greater than - MB -
BT Date within 1 week - =
hd To ® Library
. B Newsletters searen Loty =
(] SUbjeCt B Paents [0 Has attachment Don't include chats
e Has the words will search voeE cenener ([N
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o Search lets you specify a
search scope to search all of
your mail, just your inbox, or
other mail categories

e Has attachment will let you
search for only messages
with attachments

e Don’t include chats will
exclude chat messages from
the search

e Use the options to narrow
down the search criteria.

o Click the button.

Only the messages that fit the search
criteria will appear in search results.
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Filter Emails

Filters are a way to help you organize incoming email. By creating a filter, you can trigger certain actions

when an incoming email meets the requirements you set.

Create a Filter

0 Click the Show search options
button in the Search field.

e Set up search criteria that the
filter will be based on.

e Click Create filter.

A list of actions appears, where
you can choose one or more
actions to apply to email
messages that match the
criteria you set.

o Set up the actions that the
filter will apply.

e Click Create filter.

The filter is created, and all email
messages that meet the criteria you set
will have the actions you selected
applied automatically.

™ Gmail

l— Compose

e ePEBYOGe*xO

<

Inbox
Starred
Snoozed
Sent

Drafts

IT

Library
Newsletters

Parents

More

e
e
'

Q. Searchmail 'o I

From reed@customguide.com
To
Subject

Has the words update

Doesn't have

Size greater than = MB -
Date within 1 day - o)
Search All Mail ~

[0 Hasattachment [J Don'tinclude chats

Create filter m

Lucas, Erika, Me 3 Conference Weekés forle. 8:15 AM

Erika, Me 2 IT Library Projector Cables-M... 8:10 AM
Educator's Weekly Newsletters Modern Nonfiction. 2:00 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies

Manage

sessemBVexO  +

<

™ Gmail

Compose

Inbox
Starred
Snoozed
Sent

Drafts

IT

Library
Newsletters

Parents

More

be
£:)
c

o

Search mail - @ HH g

When a message arrives that matches this search:

Skip the Inbox (Archive it)
Mark as read

Star it

Ooaf«+

[<]

Apply the label: |IT -
Forward it add forwarding address
Delete it

Never send it to Spam

Always mark it as important

Mever mark it as impertant

Categoerize as: Choose category... =

0O00O0O0O0a0o

Also apply filter to 0 matching conversations.

Learn more Create filter

1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies

Manage

58




Create a Filter Using Example Email

You can create an email filter based on an email you’ve already received. This will start a new filter with the
first criteria, the From field, already filled in.

Select the email(s) you want to
base a filter on.

Click the More actions button
on the toolbar.

Select Filter messages like
these.

A new filter is started with the
From field filled in with the
sender of the selected email.

Set up any additional search
criteria you need.

Click Create filter.
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Set up the actions that the
filter will apply.

The filter is created and will be applied
to new email messages that you
receive.

Click Create filter.
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Manage Filters

Once you've created some filters, you can always go back and edit or remove them.

Click the Settings icon on the
toolbar.

Select Settings.

Click the Filters and Blocked
Addresses tab.

This Settings page displays all
of the filters that you’ve
created.

Click a filter's Edit button to
edit its settings (optional).

Click a filter's Delete button to
remove it (optional).
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Flag Important Emails

Gmail lets you mark certain emails as important using the star icon, similar to how other email services use a
flag. Marking an email as important using the star icon lets you find it easily later on.

Star an Email
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Toggle Importance Marker

The other icon that marks an email's importance is just called the importance marker. Unlike the star, the
importance marker will be automatically applied whenever an email comes in that Gmail thinks will be

important to you. Some of the criteria that Gmail uses in this decision is which emails you open and which
you don't, which emails you reply to, and who you regularly email the most.

Click an email's importance
marker to turn it on or off.

Manually marking an email as
important will help train Gmail to
automatically mark important emails in
the future.

Manually marking an email as not
important will likewise help train Gmail
to leave unimportant emails
unmarked.
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You can view a list of every email that you’ve marked with a star, to help find messages later.

Click the Starred category in
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View Important Emails

You can also view a list of all the email messages that you (or Gmail) have marked as important.

0 Click the Important category in
the left pane.

All of the important messages are
listed.
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Archive and Delete Emails

Gmail has two different ways to remove emails from your inbox:

e Archiving removes an email from your inbox, while still keeping it around in the All Mail category.
While you won't see it in the inbox anymore, you will still be able to see it in search results. Archived
emails will never be automatically deleted.

o Deleting an email sends it to the Trash folder, where it will still be accessible for 30 days before it's

removed entirely.

Archive an Email

The email is archived. It's removed
from the inbox, but can still be found
by viewing the All Mail category, or by
searching for it.

Select an email.

Click the Archive button on the
toolbar.

Delete an Email

The email is moved to the trash, where
it will still be accessible for 30 days
before being automatically deleted.

Select an email.

Click the Delete button on the
toolbar.
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View the Trash

If you've accidentally deleted an email, or just want to take a look at what you've recently deleted, you can

view the Trash folder.

a Click More in the left pane.

o Click Trash.

Everything you've deleted within the
last 30 days appears. Anything older
than that will have been automatically
deleted.
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Restore a Deleted Email

The selected message is moved back to
the Inbox.

Select an email in the trash.

Click the Move to button on
the toolbar.

Select the Inbox.
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Empty the Trash

Even though messages are automatically removed from the trash after 30 days, you can empty it out

entirely as well.

While viewing the Trash, click
Empty Trash now.

e Click OK.

Everything in the trash is deleted
permanently.
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Mute Email

If you're part of an email conversation that's no longer relevant to you, but is still seeing a lot of activity, you
can mute it so that you don't keep getting notifications from it.

Mute an Email Conversation

The conversation is muted. It moves
out of your inbox, and any more
messages that arrive as part of it will
skip your inbox entirely.

Select an email conversation.

Click the More actions : button
on the toolbar.

Select Mute.

View a Muted Conversation

Muted conversations will still be accessible in All Mail.

Click the All Mail category in
the left pane.

Tip: You can also search for
“is:muted” in the Search field.

All of your mail is now listed, whether
it's in the inbox or not. Any muted
conversation is marked with a Muted
tag.
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Unmute an Email Conversation

If you’ve muted a conversation by mistake, or are just taking interest in it again, you can unmute it.

Select a muted email
conversation.

The conversation is unmuted, although
it remains only visible in All Mail view
until you move it back to the Inbox, or
until a new message in it arrives.

Click the More actions : button
on the toolbar.

Select Unmute.
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Snooze Email

If you've received some email that you can't get to right now, you can get reminded of it later by snoozing it.

Snooze an Email
o Select an email.

e Click the Snooze button on the
toolbar.

e Select how long you want to
snooze the email.

Once you've snoozed an email, it will
disappear from the inbox. At the
specified time, it will reappear, and
you’ll get a notification for it, as if it
were a newly-arriving message.

View Snoozed Email
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If you find the time to deal with that email after all, you can find it in the Snoozed category.

o Click the Snoozed category in
the left pane.

Every snoozed message appears in the
list.
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Unsnooze an Email

You can unsnoozed an email that you’ve snoozed but still were able to deal with.

Select an email in the Snoozed
category.

Click the Snooze button on the
toolbar.

The Snooze menu appears
again, and in addition to
unsnoozing, you could
reschedule the email to instead
reappear at another date or
time, using the same options
as before.

Select Unsnooze.

The email is unsnoozed and reappears
in the Inbox.
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Customize Email Settings

Once you've gotten the hang of reading, sending, and
organizing your email, you can customize Gmail’s
settings to personalize how it works.

In this module, you’ll get an overview of Gmail’s
settings page and learn how to enable notifications.
You'll also learn how to add a signature or automatic
vacation response, how to access other email accounts
in your Gmail inbox, and learn how to use Gmail’s
keyboard shortcuts.

Objectives

Change Email Settings

Enable Desktop Notifications

Add a Signature

Add a Vacation Response

Add Other Email Accounts to Gmail
Enable Keyboard Shortcuts
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Change Email Settings

The Gmail settings screen is where you'll find a variety of settings that control how email is sent, received,

and appears in your inbox.

View and Modify Settings
o Click the Settings icon.
e Select Settings.

The settings screen opens, with
the categories broken up into
several tabs at the top.
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Settings Categories

General

Labels

Inbox

Accounts and Import

Filters and Blocked
Addresses

Forwarding and
POP/IMAP

Add-ons
Chats

Advanced

Offline

Themes

This section covers a variety of general settings that don’t fit in the other
categories. It includes some of the most commonly-changed settings, such as how
many emails to display per page, spelling, grammar, and autocorrect settings,
your email signature, and vacation autoresponses.

This page lets you manage the labels you’ve created, and control which labels
appear in the left pane and in the Labels menu.

This page lets you change which categories appear at the top of the inbox, as well
as whether importance markers are used.

This settings category is where you can change your account settings, including
your password. It's also where you can link another email account to access it
from Gmail.

This category lets you manage all of the filters that you've created and the email
addresses that you've blocked.

This page is where you set up email forwarding, as well as configure server
settings to use Gmail with other email clients.

This settings page is where you manage the add-ons you've installed.
This page contains a toggle for enabling or disabling chat.

This settings page contains a variety of more advanced settings, such as custom
keyboard shortcuts and message templates.

These settings let you toggle, and learn more about, offline access to Gmail.

This settings page is another place to change your inbox's theme.
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Enable Desktop Notifications

If you’re using either Chrome, Firefox, or Safari as your browser, you can enable desktop notifications. While
enabled, a notification will appear whenever a new email message arrives in your inbox as long as you have

Gmail open in a browser tab.

Enable Desktop Notifications
o Click the Settings icon.
o Select Settings.

The Notification settings are
found on the General tab.

e Click the Click here to enable
desktop notifications for
Gmail link.

After enabling notifications,
your browser will ask for
permission to show them.

o Click Allow.

Once notifications are enabled
in the browser, you can choose
when you want notifications to
appear.

The first option is for New mail
notifications. This will pop up
a notification whenever a new
email hits the Primary category
of your inbox.

You can also choose to receive
Important mail notifications.
These will appear when a new
email comes in that Gmail
assigns the important marker
to, no matter which category
they appear in.
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e Select a notifications setting.
o Click the Save Changes button.

Notifications are enabled and will
appear when a new email message
comes in, as long as your Gmail inbox is
open in a browser tab.
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View a Gmail Notification

While desktop notifications are enabled, you'll receive a notification as long as Gmail is openinatabina
supported browser, such as Chrome, Safari, Edge, or Firefox. That tab doesn't need to be the one you're
currently browsing in. Notifications will appear in the style of your operating system; in Windows, they’ll
appear in the bottom-right corner, and in macOS they’ll appear in the upper-right corner.

Click a notification when it O _ , ~ o =x
M Inbox (1) - kaylaclaypool@custo: %X = @ Microsoft Office Training - Excel - X+
appears. &« C @ customguide.com w @ 8
The email that triggered the Custom@

notification opens in a browser pop-up
window.

Interactive eLearning

Learn by doing—not by watching—with interactive simulations.

Sign up & start learning

Courseware Quick References

Nena Moran
Proven Learning Method “ 3
Parking Updates
Measure existing skills with G
simulation-based assessments.
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Add a Signature

Mail signatures are reusable text or images you can include in outgoing mail. Signatures typically provide
additional methods of contacting the sender, such as website links, phone numbers, or email addresses.

Create a Signature
Click the Settings icon.
Select Settings.

View the General settings
category.

Click the Signature option
button.

Enter signature text in the text
field.

By default, a signature will only
be added to new emails, not
replies.
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0 Click the Save Changes button
at the bottom of the General
settings page.

If you want to leave your signature out
of a single email, you can just select it
and delete it like any other text.

If you want to turn off the signature for
all of your emails, you can return to the
General Settings screen and select the
No Signature option.
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Add a Vacation Response

If you're going to be unable to respond to email for a while, it's nice to let people who email you know. You
can set a vacation response to automatically reply to messages while you're away, so that people who email

you know not to expect a quick response.

Add a Vacation Response

Click the Settings icon.
Select Settings.

Click the Vacation responder
on option button.

The vacation responder is
enabled, and now just needs to
be configured.

Click in the First day field.
Select a start date.

Once the vacation responder
has a start date, you can leave
the end date open and turn it
off manually. If you don’t want
another thing to remember
when you get back, you can
enable an end date as well.
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Check the Last day checkbox.
Click in the Last day field.

Select an end date.

0006

The vacation responder will
automatically stop at the end
of the selected last day.

0 Enter a reply email subject and
message.

After the email subject and
body are set, you can choose
to restrict who will get an
automatic response.

@ Check the Only send a
response to people in my
contacts checkbox or the Only
send a response to people in
[my organization] checkbox.
(optional).

Q Click Save Changes.

The vacation responder is set. While
you're away, anyone that emails you (if
in your contacts or organization, if you
specified so), will get the automated
response, letting them know when
you'll be back.
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Add Other Email Accounts to Gmail

If you have another email account on a service that Gmail supports, you can use that email account inside
Gmail. This allows you to see messages from both accounts together, as well as use Gmail's sorting and

searching options. While not all email accounts are supported, most common webmail providers can be
added to Gmail.

Link Another Email Account

Click the Settings icon.
Select Settings.

Click the Accounts and Import
tab.

This settings screen has a few
options that sound similar, that
all allow you to use another
email account in different
ways.

e Send mail as allows you to
send mail from Gmail using
another email address.

e Check mail from other
accounts links another mail
account to Gmail, allowing
you to check mail from that
account from within Gmail.

e Grant access to your
account gives another Gmail
user limited access to your
mail.

Click the Add a mail account
link next to the Check mail
from other accounts heading.
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Enter your other account's
email address, then click Next.

Here, you can either link the
account or simply import email
from the other account into
your Gmail inbox and not
enable the other features of
linking.

Choose whether to link
accounts or import emails,
then click Next.
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Enter your other account's
password, then click Sign In.

Review the requested
permissions and click Yes.
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o Click Close.

The other account is linked to your
Gmail account, and you can now send
and receive emails from that account
through Gmail.
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Send Email from Another Address

When you've linked another email account to your Gmail, you'll have the option to send mail from either

account. The recipient will see whichever account you select as the sender of the email.

o Click the Compose button to
start a new email.

When you have more than one
account, the From field will
have a list arrow.

o Click the From field list arrow.
e Select an email address.

Now, when you send this email, it will
be sent from the linked account's

address, instead of your Gmail account.

M Gmail
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Starred
Snoozed
Important
Sent
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Scheduled
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Change Linked Account Settings

Once you've linked another email account, you have some settings you can adjust to change how linked

accounts work.

o Click the Settings icon.

e Select Settings.

o Click the Accounts and Import
tab.

After another account has
been linked, some new settings
will be available here.

e The Send mail as section
lists the accounts that you
can send email as, with the
default account labeled as
default. You can click the
make default link for
another account to change
the default.

e Select a default reply
behavior by selecting an
option under the When
replying to a message
heading. You can reply from
the email address that a
message was sent to, or
always reply from your
default account.

e Edit or Unlink accounts from
the Check Mail from Other
Accounts section.
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Display density
[J Primary &% Social ¥ Promotic
L nbox Configure inbox
%  Starred Pepe Roni Breakfast? - We
Settings
© Ssnoozed Erika Araujo Updated Absel
Th
» Important . emes
Microsoft Updates to our 1
> Sent Get add-ons
i Drafts Robin Banks Sample Researc
Send feedback
_— ) Beesand|
) Help
®  Library Microsoft Outlook Calendar  Daily Schedule fu. sy SR—
B Newsletters
Me, Reed, Erika 4 Testing schedule - | think we ha.. 2:15 AM
B Parents
Paul Tron Jeff Out Today - Jeff has a doc 8:20 AM
%o  Scheduled
B AlMa Reed Stephens IT Software Updates - We're go... 8:23 AM
v More Nena Moran Parking Restrictions - Good mor.. 815 AM
Lucas, Erika, Me 3 Conference Week - Thanks for le 8:15 AM
1.64 GB (10%) of 15 GB used Terms - Privacy - Program Policies
2 9 % Manage
= | w I Gmail Q  Searchmai - @ HH F
Settings o
I— Compose ]
General Labels Inbox Accountsand Import Filters and Blocked Addresses
[J Inbox ) X
Forwarding and POP/IMAP Add-cns Chat Advanced Offline Themes
% Starred
© snoozed Send mail as: Kayla Claypool default edit info
»  Important ;Use Grnail 1o send , y ypool ide.com>
5 sent rom your cther emai Kayla Claypool make default edit info
addresses) <kaylaclaypool@outlook.com>
B Drafts Leam more Mail is sent through: smtp-
mail.outlook.com
Ll Secured connection on port 587
® Library using TLS
B  Newsletters Add another email address
When replying to a message:
P it
= arents Reply from the same address the message was sent to
%9  Scheduled ® Always reply from default address (currently
kaylaclaypool@outlook.com)
All Mail (Note: You can change the address at the time of your reply. Learn more)
¥ More . o .
Check mail from  kaylaclaypool@outlook.com (Gmailify) editinfo unlink
other accounts: Last sync: Successful (0 minutes
Learn more ago) Check mail now
Add a mail account
2 98

88




Enable Keyboard Shortcuts

Gmail supports a large number of keyboard shortcuts to help make reading and composing your email

easier.

Enable Keyboard Shortcuts

Most keyboard shortcuts won’t work unless you enable them on the Settings page.

a Click the Settings icon.
e Select Settings.

Scroll down the General
settings tab until you find the
Keyboard shortcuts category.

e Click the Keyboard shortcuts
on option button on the
General tab.
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o Click the Save Changes button.

The Settings page closes and you
return to the Inbox.

Once keyboard shortcuts have been
enabled, a blue vertical bar appears
next to the top email in your inbox; this
bar indicates which email will be
affected by whichever keyboard
shortcut you use.

Ey s v E@®PVYEe*xDO |+
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M Gmail
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Important
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Use Keyboard Shortcuts

Once keyboard shortcuts are enabled, you can start using shortcut keys. You can see even more keyboard
shortcuts in Gmail by pressing ? (Shift + /) while in your Inbox.

The following table lists some common actions you can perform in your Inbox or other email lists, and their

keyboard shortcuts.

Select Conversation
Open Message
Toggle Star

Archive

Delete

Mute Conversation
Reply

Forward

Mark as Read

Mark as Unread

Return to List

You can also jump directly to your Inbox, other lists, by pressing the G key followed by the appropriate

shortcut key.

Inbox

Starred Conversations
Sent Messages

Drafts

All Mail

Tasks

Select a Label

Shift + |
Shift + U

u

G, then |

G, then S
G, thenT
G, thenD
G, then A
G, then K

G, then L
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