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G Suite




Intro to G Suite

G Suite (formerly Google Apps for Work and Google Apps for Your
Domain) is a brand of cloud computing, productivity and collaboration
tools, software and products developed by Google, first launched on
August 28, 2006 as "Google Apps for Your Domain". G Suite comprises
Gmail, Hangouts, Calendar, and Google+ for communication; Drive for
storage; Docs, Sheets, Slides, Forms, and Sites for collaboration; and,
depending on the plan, an Admin panel and Vault for managing users
and the services.




G Suite Features

Connect Create

Reach your colleagues wherever they are. Everything you need to bring your project to life.
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Access Control

Store files and find what you need instantly. Manage users, devices, and data securely and easily.
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Create a Gmail Account

When you first visit th&oogle Gmailpage> | & (G KS dzLILISNI NRA IKG @& 2 dzQf €
where you car€Create An Account. Click it.

FOR WORK SIGN IN CREATE AN ACCOUNT

hy GKS ySEG LI 38y @&2dzQft aSS | &AAYLIX S FT2N¥Y {2
gender, phone number and email address, and of course your name, username, and
preferred password.


https://www.google.com/gmail/

Name

Choose your username

Create a password

Confirm your password

Birthday

Month

i

Just keep in mind that these days there are many thousands of
usersonGmaif. 2 5 & 2 dz Y 2 Zeét anfadchuBtiname 6 2 v
that matches your real name. To get around this, a lot of people
use their full name followed by a random sequence of numbers

Phone number and a secondary email address are optional, but
A0Qa | F22R ARSI G2 AyOfdzRS (K
Google can confirm your account should you ever get locked

out.

Once you accept the terms and conditions and cmktinue to

Gmail, you will find yourself looking at your brand new, empty
inbox.



The Gmail Inbox

Your inbox is by default sorted into three tabs. The primary tab will hold all of your
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social notifications or promotional emails, those will be sorit&d

the Social or Promotions tabs respectively.

Google =

Gmail - v (€ More

&a Primary 2 Sodal ¥ Promotions +

Inbox (1)

Binmed Andy from Google Carl, welcome to your new Google Account - 1 Carl, I'm so glad you dacidad 1o try oul
i

Sent Mail
Drafts

Mor= labels ~
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additional tabs if you want to.



Use Category Tabs

Whenever you get a new incoming email, you can click the label icon in the top menu,
and either select a category or create a new one for that email.

h 55 O B il - ® - More ~

Label as:
Carl, welcome to your new Google Accc

Andy from Google <andy-noreply@google.co v/ Updates
0me: = Social
Promotions

Forums

Create new

Manage labels
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and that will also show up as a new tab in your inbox.



Select tabs to enable

v’ Primary

v" Social

v’ Promotions
Updates

Forums

Starred messages

v’ Include starred in Primary

Updates

Personal, auto-generated updates including confirmations,

receipts, bills, and statements.

Examples

Confirmations Statements
Bills Shipments
Receipts Daily news
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help you keep a much cleaner, easier to maintain inbox.
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Compose an Email

To send your first email, click on the rédmpose box in the upper left corner of the
iInbox.
Google

Gmail ~ v & More ~
G Finer 22 Soc

Inbox

Starred \
Sent Mail

Drafts

More labels ~

aCarl - +



The email composer window is probably one of the more feafilled, powerful sections of the entire
DYIFAET AYUSNFIFIOST a2 AdQa ¢2NIK &aLISYRAYy3I | fAGGES
this view

First of all, a littleknown secret is that even though the email composer window opens up attached to
the lower right corner of your screen, you can easily open it up into a new window by holding down
the Shift key and clicking on the resize arrows at the upper right corner of the composer window.

New Message =

X

£0) |

Subject
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Format Email Text

¢CKS (2L 2F (KAA 6AYR2¢ Kla (GKS adlFyRINR ¢23% /03X . Of
any other web client. However unlike most web clients where the text formatting menu is at the top, in Gmail this
menu can be found at the bottom of the window

This formatting bar lets you formgbur email text just as you would in a document editor like Microsoft Word. You
can change font size, style and formatting, indent text, create numbered or bullet lists, or even include block quote

The next menu under this includes other tlgvel menu items. By default, the formatting menu is selected, but
from left to right you can:

Alnclude an attachment (paperclip icon)

Alnsert files from Google Drive (Google Drive icon)

ASend or request money with Google Wallet (the dollar icon)

Alnsert a photo (the camera icon)

Alnsert a hyperlink (the chain icon)

Alnsert an emoticon (the smiley icon)
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Sent Mail, Spam, Trash and More

~
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where those will show up as well.

Google

Gmail ~

COMPOSE

To: me Alert from WordPress Firewa

Inbox (13,595) To: me Alert from WordPress Firewa
Stamred

To: me Alert from WordPress Firewa
Important

To: me Alert from WordPress Firewa

TAa" me Alort froom WardProce Cirow:-

2 KSYy @2dzQNB FANRG 3ISGaGAYy3 a0FNISRZ |ttt e2dQff FAYR KSNB 6A
A Starred: Any email you star (click the star icon) will show up in this folder

A Important: Any email you mark as important will show up here

A Sent Mail: Whenever you send any email to anyone, a copy of it will be stored in this folder

A Drafts: If you start writing an email and then close the composer window, a copy of that draft will be in this folder

The Starred and Important folders are tyyood ways of sorting and organizing your emdild there are many other ways as )
gSttd ¢KAA Ad GKS (02LAO 0KFG ¢6SQONB 3F2Ay3 2 RAGS Ayd2 ySEI



Contacts

Google Contacts is a surprisingly powerful tool that lets you sync your contacts on many different apps and devices
access contacts, just click on the arrow beside the word Gmail at the upper left cornenvahthemy.

tKSasS O2yil OGa NBF YSNHSR 0S06SSy SYIFAt O2yidl Oda @2
phone, or any other service where you log in with your Google account, with Contacts integration. You can easily
organize your contacts using labels like Friends, Family, Work Colleagues, and more.

Google

Gmail ~

Gmail

: Social BI=3
°
Contacts Q Primary “ER  1itter, Nextdoor Arbor Grove
Zillow Road-Tripping Homes - 3 nor
Important v Indeed [osi pi] - Johnson Service Gr

Sent Mail

Indeed [remote managing editor] - Ti



Stars

One of the fastest and easiest ways to deal with incoming emails is by starring them. You
GadlrNE |y SYIFAf o0& OfAOlAY3 2y GKS aidl NI AO2y 2y
in your inbox.

== o & e

LIICK nere 1o enanie

L Primary .2 fodal @ Promotions ﬂ
witter, Nexidoor Arbor Grove, Twitte Groupon Goods, Jack

Zillow Road-Tripping Homes - 3 non-traditional homes seeking adventur

v Indeed [osi pi] - Johnson Service Group Inc, Kavaliro, and Matrix Tech
Indeed [remote managing editor] - Tribune Media Company, VH LLC, al

Google Voice .../TSW_Responses_Needed New voicemail fron’ ot

The idea with this is that you can quickly scan through your emails, and just tap the star icon
on the items that you know you need to follow up on later. This way when you return later,
you only need to visit the starred folder to see all of those items in one place.
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1 Recommended Home For You LADat e

~
Q

Zillow <no-reply@mail zillow.com> Unsubscrit v/ Updates
et [Gmail)/Trash/Sound Sunday Report
[Gmail)/Trash/Sound Sunday Report/Sound Sunday Timeon|
L abe I S [Gmail)/Trash/Sound Sunday Report/Sound Sunday Traffic

[Imap)/Trash
[Mailstrom]

Probably one of the most powerful tools on Gmail is the ability to apply labels maistomychited
to emails. This lets you organize incoming emails at a granular level. Pakay e
. . . ADD-SPREADSHEET
To create a new label, just click on the label icon at the top menu, and
chooseCreate new from the list. i Iy '

Manage labels

When you have an email open, you can sort it into any one of those labels by clicking on the same icon and clickin
iKS OKSOl102E ySEU (2 G(KS t106Sf 6KSNB &2dzQR fA1S G2
navigation bar, and you can also add the label as an individual tab in your main Gmail display, as mentioned at the
start of this article.



General Settings

To get to these advanced settings, just click the Gear icon at the top right corner of the window, and then

click onSettings.

1-50 of 20,404

Display mode:
v/ Touch-enabled

5i pi jobs MES Developer Matrix Technologies, Inc. - Maumee,
wditor jobs indeed 4 new remote managing editor jobs Digital M
1e number @RS | have proof of each e, | have an 80
llytics are listed in the table below. To see more details or to ac

E ONE OF A SELECT FEW!1 © 2017 RV Repair Club This em

9:16 pm
8:32 pm
8:18 pm
1:21 pm
1:07 pm

9:03 am

Comfortable

Cozy
Compact

Configure inbox

y

Themes

Share your theme

Customize address
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account. These include the following

Language and country: Set the local language and default phone country code settings for your account

Images:[ SG Qa @2dz 0f 201 UKSUKSNI AYyftAYyS AYlFI3ISa 3ISH RAALIFE@SR AY
Undo Send: Allows you to cancel sending an email if you cancel it within the time frame specified

Default Reply: When you press the Reply button, do you want to automatically reply all or reply to sender only?

Conversation View: Conversation view groups similar topic threads togethgou can turn this off if you like

Sendand Archive: ¢ KAa @gAff aK2g 2NJ KARS (KS G{SYyR 9 ! NOKA@S¢ odzidz2y
Stars: When you star a message, there can be multiple star colors andqdbissetting is where you define what colors or iconswghup
depending how many times you click the star icon

Desktop Notifications: Enable or disable notifications, or set them for important mail only

Button Labels: Labels for buttons can be set to be either icons or text

My Picture: Load your profile picture and make it visible to everyone or only certain people

Signature: Do you want to create a customized signature for your email foajeéinss is where you create it

Personal level indicators: ¢ KA & @gAff SylofS | aAay3atsS INNRPg ySIFENI YSaal3asa G
messages sent directly to you

VacationResponder: ¢ KA & f SGa @2dz Odzald2YAT S yYyR 4SyR aOKSRd
emails

To oo To Do To T Do Do Do o Do I
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Accounts and Import

The Accounts and Import menu is the place to update your password or Google settingsQiuarcher
account settings), or control how emails and contact information is imported from any of your external
accounts like Yahoo!, Hotmail, or any other POP3 email account you may have.

To have Gmail check external POP3 accounts, just click éwth&mail account in the Check mail from other
accounts: section.

When replying to a message:
» Reply from the same address the message was sent to

Always reply from default address (currently “@gmail.com)
(Note: You can change the address at the time of your regly Leamn more)

support@automatedgoals.com (POP3)
Last checked: 15 minutes ago. One mail fetched. View history Check mail now

Add a mail account

Gmail will attempt to import emails usimgmailiifp L ¥ GKA & AayQid LlRaaAiof Sz &2dz
settings. On the POP3 setting page, make sure to enter the appropriate POP3 server and port number provided

0 UKS SYIAf | O02dzyi aSNIWAOS GKIG €2dzZQNBF AYLIEZNIAyY3
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with organizing those better, without cluttering your main inpox
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sending it from the remote POP3 email account.

Add a mail account
Enter the mail settings for ryan@topsecretwriters.com. Learn more

Email address: ryan@topsecretwriters.com W
Usemame: Igg__r_\ = |
Password: | -
.| Leave a copy of retrieved message on the server. Learn more re
hen retrieving mail. Learn more
Label incoming messages: | . s
' ryan@topsecretwriters.com v

_ Archive incoming messages (Skip the Inbox)

 Cancel || « Back || Add Account |
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window.
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Send mail as:
{Use Gmall to send from your other emad addresses)
Learn more

@82dz aSi dzLJ KSNB gAff aKz2g

Ryan Dube <rdube02@gmail.com>
Ryan Dube <ryan@freewritingcenter.com>

Ryan Dube <ryan@topsecretwriters.com>
Mail is sent through:: 3.inmotionhosting.com

Secured connection on port 465 using SSL

Ryan Dube <support@automatedgoals.com>
Mail is sent through: «* 275, inmotionhosting.com
Secured connection on port 465 using SSL

Add another email address

When replying to a message:
» Reply from the same address the message was sent to

Always reply from default address (currently rdube02@

{Note: You can change the address at the time of your reply. Leam more)

To add the SMTP settings for your external POP3 account, cliddamother email address.

dzLJ
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for the account, as well as selecting the correct security options.

0 KS

{act

Add another email address you own
Send mail through your SMTP server

Configure your mail to be sent through automatedgoals.com SMTP servers Learn more

SMTP Server: qutomatedgoals.com & Port: 587 v |
Username: lsupportZ -
Password:l =

'® Secured connection using TLS (recommended)
'’ Secured connection using SSL

l Cancel | } « Back [ Add Account »
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message you create

This makes it as convenient as ever to manage all of your different email accounts around the web from a single poi
¢ your Gmail account

These settings will also work when you connect to your Gmail account through your mobile (see below). All of these
accounts will be accessible for sending and receiving emails from your mobile device as well.

From |Ryan Dube <rdube02@gmail com> m! Cc Bcec E

Subice Ryan Dube <rdube02@gmail. com>
Ryan Dube <ryan@freewritingcenter. com>
Ryan Dube <ryan@topsecretwriters.com>

Ryan Dube <support@automatedgoals.com>

| &




Email Forwarding and POP/IMAP

The next tab in the Settings menu worth mention is Heewarding and POP/IMAP tab.
There are three sections in this area. The first is to automatically forward a copy of all incoming emails to a
specific email address

This is mostly for folks who use a different email client most of thecdaich as their work emailand want to
receive incoming Gmail emails at that address as well. This option lets you automatically delete the incoming
emails, or keep a copy in your Gmail inbox

The next section on this page is th@P Download® t ht adFyR&a FT2NJ t2ad hFTFFAOS t
email service providers use to transmit email. In this area, you can enable POP in your Gmail abeolats

you use any email client (even desktop ones) to import all of your Gmail emails, so long as the client is capable
of connecting to a POP server.

» Disable forwarding
Forward a copy of incoming mail to = 3 m (in use by a filter) v |and| keep Gmail's copy in the Inbox v

Add a forwarding address |

Tip: You can also forward only some of your mail by creating a filter!




This is where you configure Gmail to either keep a copy of the original email, mark it as read, delete it, or archive

it. If you click or€onfiguration instructions, you can read specific server and port settings to use when setting
up your email client to obtain your Gmail emails

o) aa f J 2 GKS tht
s YR £A1S8S tht AGQ&a aArAYLX e

1. Status: POP is enabled for all mail
Enable POP for all mail (even mail that's already been downloaded)

Enable POP for mail that arrives from now on
Disable POP

2. When messages are accessed with POP | mark Gmail's copy as read v

3. Configure your email client (e .g. Outlook, Eudora, Netscape Mail)
Configuration instructions
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IMAP is a twaway exchange, so you can set up Gmail to copy the actions that you use in an IMAP client. So, when y«
delete it there, you can configure Gmail to delete it on your local Gmail account as well

\\

Again, click o€onfigurationinstructions¥ 2 NJ 4§ KS SEI O0 La!t &aASNWSNB I yR L} NI
IMAP email client to connect to your Gmail account.

Status: IMAP is enabled
» Enable IMAP

Disable IMAP

When | mark a message in IMAP as deleted:
» Auto-Expunge on - Immediately update the server. (default)

Auto-Expunge off - Wait for the client to update the server

When a message is marked as deleted and expunged from the last visible IMAP folder:
Archive the message (default)

Move the message to the Trash
Immediately delete the message forever

Folder Size Limits
¢ Do not limit the number of messages in an IMAP folder (default)

Limit IMAP folders to contain no more than this many messages 1,000 v

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions




