


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



GMAIL



Create a Gmail Account

When you first visit theGoogle Gmail pageΣ ŀǘ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ȅƻǳΩƭƭ ǎŜŜ ŀ ƭŀǊƎŜ ǊŜŘ ōƻȄ 
where you canCreate An Account. Click it.

hƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǎƛƳǇƭŜ ŦƻǊƳ ǘƻ ŜƴǘŜǊ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ŘŜǘŀƛƭǎ ƭƛƪŜ ōƛǊǘƘŘŀȅΣ 
gender, phone number and email address, and of course your name, username, and 
preferred password.

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


Just keep in mind that these days there are many thousands of 
users on Gmail.{ƻΣ ȅƻǳ Ƴƻǎǘ ƭƛƪŜƭȅ ǿƻƴΩǘget an account name 
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 
ƛǘΩǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ƛƴŎƭǳŘŜ ǘƘŜƳ ǎƛƴŎŜ ǘƘŜǎŜ ǿƛƭƭ ōŜ ǘƘŜ ƻƴƭȅ ǿŀȅ 
Google can confirm your account should you ever get locked 
out.
Once you accept the terms and conditions and clickContinue 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 
ƎŜƴŜǊŀƭ ƛƴŎƻƳƛƴƎ ŜƳŀƛƭǎΦ IƻǿŜǾŜǊΣ ƛŦ ǘƘŜǊŜΩǎ ŀƴȅ ŜƳŀƛƭ ǘƘŀǘ DƻƻƎƭŜ ƛŘŜƴǘƛŦƛŜǎ ŀǎ ŜƛǘƘŜǊ 
social notifications or promotional emails, those will be sorted into 
the Social or Promotions tabs respectively.

¢ƘŜǎŜ ŀǊŜ ŀŎǘǳŀƭƭȅ ŜƳŀƛƭǎ ƻǊƎŀƴƛȊŜŘ ōȅ άŎŀǘŜƎƻǊȅέΣ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ŎǳǎǘƻƳƛȊŜ ŀƴŘ ŀŘŘ 
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.

.ŀŎƪ ƛƴ ǘƘŜ Ƴŀƛƴ ƛƴōƻȄΣ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ άҌέ ǘŀō ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ŀƭƭ ƻŦ ǘƘŜ ŜȄƛǎǘƛƴƎ ǘŀƎǎΣ 
ȅƻǳΩƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ȅƻǳǊ ŎǳǊǊŜƴǘ ƳŜǎǎŀƎŜ ŎŀǘŜƎƻǊƛŜǎΦ {ŜƭŜŎǘ ǘƘŜ ƴŜǿ ŎŀǘŜƎƻǊȅ ȅƻǳ ŎǊŜŀǘŜŘ 
and that will also show up as a new tab in your inbox.



¢Ƙƛǎ ƛǎ ŜǎǇŜŎƛŀƭƭȅ ǳǎŜŦǳƭ ƛŦ ȅƻǳ ƘŀǾŜ ŀ ƭƻǘ ƻŦ ǇǊƻƧŜŎǘǎ ƻǊ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ŎƭƛŜƴǘǎ ȅƻǳΩǊŜ ǿƻǊƪƛƴƎ ŦƻǊΣ ŀƴŘ 
ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƪŜŜǇ ŀƭƭ ǘƘƻǎŜ ŜƳŀƛƭǎ ǎƻǊǘŜŘ ƛƴǘƻ ŘƛŦŦŜǊŜƴǘ ǘŀōǎΦ ¦ǎƛƴƎ ŎŀǘŜƎƻǊƛŜǎ ŀƴŘ ǘŀōǎ ƛƴ ǘƘƛǎ ǿŀȅ Ŏŀƴ 
help you keep a much cleaner, easier to maintain inbox.



Compose an Email

To send your first email, click on the redCompose box in the upper left corner of the 
inbox.



The email composer window is probably one of the more feature-filled, powerful sections of the entire 
DƳŀƛƭ ƛƴǘŜǊŦŀŎŜΣ ǎƻ ƛǘΩǎ ǿƻǊǘƘ ǎǇŜƴŘƛƴƎ ŀ ƭƛǘǘƭŜ ōƛǘ ƻŦ ǘƛƳŜ ǊŜŀƭƭȅ ŜȄǇƭƻǊƛƴƎ ŀƭƭ ƻŦ ǘƘŜ ǘƘƛƴƎǎ ȅƻǳ Ŏŀƴ Řƻ ƛƴ 
this view.

First of all, a little-known 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.

¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǿƘŜƴ ȅƻǳ ƘƻǾŜǊ ǘƘŜ ƳƻǳǎŜ ƻǾŜǊ ǘƘŜ ŘƻǳōƭŜ-arrow icon with the Shift key pressed, the icon 
ŎƘŀƴƎŜǎ ǘƻ ŀ ōƻƭŘ ǎƛƴƎƭŜ ŀǊǊƻǿΦ /ƭƛŎƪ ƻƴ ƛǘ ŀƴŘ ƛǘΩƭƭ ǇƻǇ ǳǇ ǘƘŜ ŜƳŀƛƭ ŎƻƳǇƻǎŜǊ ƛƴǘƻ ƛǘǎ ƻǿƴ ǎŜǇŀǊŀǘŜ ǿƛƴŘƻǿΦ



Format Email Text

¢ƘŜ ǘƻǇ ƻŦ ǘƘƛǎ ǿƛƴŘƻǿ Ƙŀǎ ǘƘŜ ǎǘŀƴŘŀǊŘ ¢ƻΣ /ŎΣ .ŎŎΣ ŀƴŘ ǎǳōƧŜŎǘ ŦƛŜƭŘǎ ȅƻǳΩǊŜ ǇǊƻōŀōƭȅ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ƛŦ ȅƻǳΩǾŜ ǳǎŜŘ 
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 format your 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 quotes.

The next menu under this includes other top-level menu items. By default, the formatting menu is selected, but 
from left to right you can:
ÅInclude an attachment (paperclip icon)
ÅInsert files from Google Drive (Google Drive icon)
ÅSend or request money with Google Wallet (the dollar icon)
ÅInsert a photo (the camera icon)
ÅInsert a hyperlink (the chain icon)
ÅInsert an emoticon (the smiley icon)



Sent Mail, Spam, Trash and More

!ƭƻƴƎ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ȅƻǳǊ ƛƴōƻȄ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ ǊŜǎǘ ƻŦ ȅƻǳǊ ŜƳŀƛƭ ŦƻƭŘŜǊǎΦ ! ƭƛǘǘƭŜ ƭŀǘŜǊ ǿƘŜƴ ȅƻǳ ŎǊŜŀǘŜnew labels, this is 
where those will show up as well.

²ƘŜƴ ȅƻǳΩǊŜ ŦƛǊǎǘ ƎŜǘǘƛƴƎ ǎǘŀǊǘŜŘΣ ŀƭƭ ȅƻǳΩƭƭ ŦƛƴŘ ƘŜǊŜ ǿƛƭƭ ōŜ ŦƻǳǊ ŀŘŘƛǘƛƻƴŀƭ ŦƻƭŘŜǊǎ ōŜǎƛŘŜǎ ǘƘŜ ƛƴōƻȄΦ
Å Starred: Any email you star (click the star icon) will show up in this folder
Å Important: Any email you mark as important will show up here
Å Sent Mail: Whenever you send any email to anyone, a copy of it will be stored in this folder
Å 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 twogood ways of sorting and organizing your emails, but there are many other ways as 
ǿŜƭƭΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ǘƻǇƛŎ ǘƘŀǘ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ŘƛǾŜ ƛƴǘƻ ƴŜȄǘΦ



Contacts

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

¢ƘŜǎŜ ŎƻƴǘŀŎǘǎ ŀǊŜ ƳŜǊƎŜŘ ōŜǘǿŜŜƴ ŜƳŀƛƭ ŎƻƴǘŀŎǘǎ ȅƻǳ ŀŘŘΣ ŀƴŘ ǇƘƻƴŜ ŎƻƴǘŀŎǘǎ ȅƻǳΩǾŜ ŀŘŘŜŘ ŦǊƻƳ ȅƻǳǊ !ƴŘǊƻƛŘ 
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.



Stars

One of the fastest and easiest ways to deal with incoming emails is by starring them. You 
άǎǘŀǊέ ŀƴ ŜƳŀƛƭ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎǘŀǊ ƛŎƻƴ ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ ŜƳŀƛƭ ǿƘŜƴ ȅƻǳΩǊŜ ǾƛŜǿƛƴƎ ƛǘ 
in your inbox.

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.



Labels

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

When you have an email open, you can sort it into any one of those labels by clicking on the same icon and clicking 
ǘƘŜ ŎƘŜŎƪōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ ƭŀōŜƭ ǿƘŜǊŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎǘƻǊŜ ǘƘŜ ŜƳŀƛƭΦ ¢Ƙƛǎ ǿƛƭƭ ǎƻǊǘ ǘƘŜ ŜƳŀƛƭ ǳƴŘŜǊ ǘƘŀǘ ƭŀōŜƭ ƛƴ ǘƘŜ ƭŜŦǘ 
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.



¢ƘŜ DŜƴŜǊŀƭ ǘŀō ƛƴǎƛŘŜ ǘƘŜ ǎŜǘǘƛƴƎǎ ƳŜƴǳ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ŦƛƴŘ ŀ ǿƘƻƭŜ ŀǎǎƻǊǘƳŜƴǘ ƻŦ ǘƘƛƴƎǎ ȅƻǳ Ŏŀƴ ŎǳǎǘƻƳƛȊŜ ǿƛǘƘ ȅƻǳǊ DƳŀƛƭ 
account. These include the following:

Å Language and country: Set the local language and default phone country code settings for your account
Å Images:[ŜǘΩǎ ȅƻǳ ōƭƻŎƪ ǿƘŜǘƘŜǊ ƛƴƭƛƴŜ ƛƳŀƎŜǎ ƎŜǘ ŘƛǎǇƭŀȅŜŘ ƛƴ ŜƳŀƛƭǎ
Å Undo Send: Allows you to cancel sending an email if you cancel it within the time frame specified
Å Default Reply: When you press the Reply button, do you want to automatically reply all or reply to sender only?
Å Conversation View: Conversation view groups similar topic threads together ςyou can turn this off if you like
Å Send and Archive:¢Ƙƛǎ ǿƛƭƭ ǎƘƻǿ ƻǊ ƘƛŘŜ ǘƘŜ ά{ŜƴŘ ϧ !ǊŎƘƛǾŜέ ōǳǘǘƻƴ
Å Stars: When you star a message, there can be multiple star colors and icons ςthis setting is where you define what colors or icons show up 

depending how many times you click the star icon
Å Desktop Notifications: Enable or disable notifications, or set them for important mail only
Å Button Labels: Labels for buttons can be set to be either icons or text
Å My Picture: Load your profile picture and make it visible to everyone or only certain people
Å Signature: Do you want to create a customized signature for your email footers ςthis is where you create it
Å Personal level indicators:¢Ƙƛǎ ǿƛƭƭ ŜƴŀōƭŜ ŀ ǎƛƴƎƭŜ ŀǊǊƻǿ ƴŜŀǊ ƳŜǎǎŀƎŜǎ ǘƘŀǘ ŀǊŜƴΩǘ ǎŜƴǘ ǘƻ ŀ ƳŀƛƭƛƴƎ ƭƛǎǘΣ ŀƴŘ ŀ ŘƻǳōƭŜ ŀǊǊƻǿ ƴŜȄǘ ǘƻ 

messages sent directly to you
Å Vacation Responder:¢Ƙƛǎ ƭŜǘǎ ȅƻǳ ŎǳǎǘƻƳƛȊŜ ŀƴŘ ǎŜƴŘ ǎŎƘŜŘǳƭŜ ǾŀŎŀǘƛƻƴ ǊŜǎǇƻƴǎŜǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǿƘŜƴŜǾŜǊ ȅƻǳ ŀǊŜƴΩǘ ŀǊƻǳƴŘ ǘƻ ŀƴǎǿŜǊ 

emails



Accounts and Import

The Accounts and Import menu is the place to update your password or Google settings (underChange 
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 on theAdd a mail account in the Check mail from other 
accounts: section.

Gmail will attempt to import emails using GmailifyΦ LŦ ǘƘƛǎ ƛǎƴΩǘ ǇƻǎǎƛōƭŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ bŜȄǘ ǘƻ ƛƳǇƻǊǘ ǳǎƛƴƎ thtо 
settings. On the POP3 setting page, make sure to enter the appropriate POP3 server and port number provided 
ōȅ ǘƘŜ ŜƳŀƛƭ ŀŎŎƻǳƴǘ ǎŜǊǾƛŎŜ ǘƘŀǘ ȅƻǳΩǊŜ ƛƳǇƻǊǘƛƴƎ ŦǊƻƳΦ



5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǘŜƭƭ DƳŀƛƭ ǿƘŀǘ ǘƻ Řƻ ǿƛǘƘ ǘƘƻǎŜ ƛƴŎƻƳƛƴƎ ŜƳŀƛƭǎΣ ƭƛƪŜ ŀǇǇƭȅƛƴƎ ŀ ǎǇŜŎƛŦƛŎ ƭŀōŜƭ όǿƘƛŎƘ Ŏŀƴ ƘŜƭǇ ȅƻǳ 
with organizing those better, without cluttering your main inbox).

5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǎŜƴŘ Ƴŀƛƭ ǎŜǘǘƛƴƎǎ ƛƴ ǘƘŜSend mail as:ǎŜŎǘƛƻƴΦ ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ŎƻƴŦƛƎǳǊŜ ǘƘŜ {a¢t 
ǎŜǊǾŜǊ ǎŜǘǘƛƴƎǎ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǎŜƴŘ ŜƳŀƛƭ ǘƘǊƻǳƎƘ ȅƻǳǊ DƳŀƛƭ ŀŎŎƻǳƴǘΣ ōǳǘ ƳŀƪŜ ƛǘ ŀǇǇŜŀǊ ŀǎ ǘƘƻǳƎƘ ȅƻǳΩǊŜ 
sending it from the remote POP3 email account.



9ǾŜǊȅ ŜƳŀƛƭ ŀŎŎƻǳƴǘ ȅƻǳ ǎŜǘ ǳǇ ƘŜǊŜ ǿƛƭƭ ǎƘƻǿ ǳǇ ƛƴ ŀ ŘǊƻǇŘƻǿƴ ōƻȄ ƴŜŀǊ ǘƘŜ άCǊƻƳέ ŦƛŜƭŘ ƛƴ ȅƻǳǊ ŜƳŀƛƭ ŎƻƳǇƻǎŜǊ 
window.

To add the SMTP settings for your external POP3 account, click onAdd another email address.



¢Ƙƛǎ ǿƛƴŘƻǿ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ǘȅǇŜ ƛƴ ǘƘŜ {a¢t ǎŜǊǾŜǊ ŀŘŘǊŜǎǎΣ ǇƻǊǘ ƴǳƳōŜǊΣ ŀƴŘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ L5 ŀƴŘ tŀǎǎǿƻǊŘ 
for the account, as well as selecting the correct security options.



hƴŎŜ ȅƻǳΩǊŜ ŘƻƴŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀƭƭ ǘƘŜ ŀŎŎƻǳƴǘǎ ȅƻǳΩǾŜ ŀŘŘŜŘ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ƛƴ ǘƘŜFrom field for any new email 
message you create.

This makes it as convenient as ever to manage all of your different email accounts around the web from a single point 
ςyour 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.



Email Forwarding and POP/IMAP

The next tab in the Settings menu worth mention is theForwarding 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 the day ςsuch as their work email ςand 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 thePOP DownloadΦ tht ǎǘŀƴŘǎ ŦƻǊ tƻǎǘ hŦŦƛŎŜ tǊƻǘƻŎƻƭΦ LǘΩǎ ƻƴŜ ǇǊƻǘƻŎƻƭ Ƴƻǎǘ 
email service providers use to transmit email. In this area, you can enable POP in your Gmail account.This lets 
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.



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 onConfiguration instructions, you can read specific server and port settings to use when setting 
up your email client to obtain your Gmail emails.

¢ƘŜ La!t ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ǘŀō ƛǎ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ tht ǎŜŎǘƛƻƴΣ ǿƛǘƘ ŀ ŦŜǿ ǾŀǊƛŀǘƛƻƴǎΦ La!t ǎǘŀƴŘǎ ŦƻǊ άLƴǘŜǊƴŜǘ 
aŜǎǎŀƎŜ !ŎŎŜǎǎ tǊƻǘƻŎƻƭέΣ ŀƴŘ ƭƛƪŜ tht ƛǘΩǎ ǎƛƳǇƭȅ ŀƴƻǘƘŜǊ ŜƳŀƛƭ ǘǊŀƴǎƳƛǎǎƛƻƴ ǇǊƻǘƻŎƻƭΦ



¢ƻ ŀƭƭƻǿ La!t ŜƳŀƛƭ ŎƭƛŜƴǘǎ ǘƻ ŀŎŎŜǎǎ ȅƻǳǊ DƳŀƛƭ ŀŎŎƻǳƴǘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻEnable IMAP in here.

IMAP is a two-way exchange, so you can set up Gmail to copy the actions that you use in an IMAP client. So, when you 
delete it there, you can configure Gmail to delete it on your local Gmail account as well.

Again, click onConfiguration instructionsŦƻǊ ǘƘŜ ŜȄŀŎǘ La!t ǎŜǊǾŜǊǎ ŀƴŘ ǇƻǊǘǎ ǘƻ ǳǎŜ ǿƘŜƴ ȅƻǳΩǊŜ ŎƻƴŦƛƎǳǊƛƴƎ ȅƻǳǊ 
IMAP email client to connect to your Gmail account.


