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Important Notices

Gmail Labs

Some of the features you can add to make Gmail more user friendly are called Labs. This basically means they are not
permanent features and may change, break, or disappear at any time. Some of the features covered in this handout are
Labs.

*Remember*
If one breaks, you may not be able to access your inbox. Use the following link if you find you can’t access your inbox

because one of the Labs features broke.

http://mail.google.com/mail/u/0/?labs=0

Warning about forwarding and replying to emails in Gmail

In Outlook when replying or forwarding an email, it is very clear you are sending the entire thread of emails and you
have the opportunity to edit the email.

When forwarding or replying to an email in Gmail, you are actually forwarding the entire thread of emails of that
particular conversation. Recently the receiver of a forwarded email was accidently sent the entire thread of a
conversation and saw comments not meant for her.

Be aware of what threads you send when forwarding and replying to emails. When in doubt, compose a new email.



Adding a Preview Pane

1. Click on the gear icon in the right hand corner of Gmail

i 0 @
D

2. Then choose Settings, once in Settings choose Labs
Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

1-500f93 < >

I
<

3. In the Search for a lab box type in Preview. You should then see the image and description below.

N\ Enabled Labs \

. Preview Pane ' Enable
e — — by Peter B & Michael K  Disable
— _=_ —— === | Provides a preview pane to read mail right next to your
== === | list of conversations, making mail reading faster and

adding more context.

4. Choose Enable
5. Click Save Changes.
6. You can arrange the preview pane vertically or horizontally, using the drop-down menu on the right. See image below.

More ¥ C
1-120f12 4 b .
No Split
LL Vertical Split

Ig up as a big pine tree for the pai Horizontal Split




Change Gmail User Buttons from Icons to Text

This is the general appearance:

“ (4] (1] ]

If you would like for the icons to appear as text:

Back Archive Spam Delete

Follow these instructions:

1. Open Gmail (4.

2. In the top right, click Settings £}.

3. Click Settings.

4. Scroll down to the "Button labels” section.

5. Select Text.

6. At the bottom of the page, click Save Changes.

Move to ~ Labels ~

More ~

More ~



Create rules to filter your emails
1. Open Gmail (4.

2. In the search box at the top, click the Down arrow v .

Search  AlMail 2

e

From

To

Subject

Has the words

Doesn't have

O Has attachment

O Don't include chats

Size greaterthan % MB

4

Date within 1day 4 of
3. Enter your search criteria. If you want to check that your search worked correctly, see what emails show up by
clicking Search Q_ .

4. At the bottom of the search window, click Create filter with this search.
5. Choose what you'd like the filter to do.
6. Click Create filter.

When you create a filter to forward messages, only new messages will be affected.

Or create a new filter from Settings.

General Labels Inbox Accounts Filters Forwarding and POP/IMAP
Offline Themes
The following filters are applied to all incoming mail:

Select: All, None
Export Delete

Create a new filter | Import filters




Use a particular message to create a filter
1. Open Gmail (4.

2. Check the checkbox next to the email you want.
3. Click More.
4. Click Filter messages like these.

5. Enter your filter criteria.

Choose whether replies to emails are grouped in conversation threads (email
chains) or each email appears separately in your inbox.

When people reply to an email, Gmail groups responses together in conversations (i.e. email chains) with the newest
email on top. If you leave “Conversation View” on an email chain will break off into a new email only if the subject line
changes or the chain gets to more than 100 emails. To turn Conversation View off:

1. Open Gmail (4.

2. In the top right, click Settings £3.

3. Click Settings.

4. Scroll down to the "Conversation View" section.

5. Select Conversation view on (messages will be grouped) or Conversation view off (messages won't be grouped).

6. At the bottom of the page, click Save Changes.



Creating multiple signature and/or canned responses (email templates)

Enable Canned Responses
1: In Gmail, click the Gear Icon ¢, then click Settings:
T

Gmail -

[ oomom ™|
Inbox (17)

Starred

Important

Sert Mail

Drafts (31)
Sidekick

There are no conversations with this label.

2.77GB (18%) of 15 GB used

Terms - Privacy

~ Circles

e a s

2: Click the tab that says Labs.

Gmail -

==

Inbox (17)
Starred

Settings

General Labels Inbox Accounts and import Filters Fol

Language: Gmail display language: English (US)

Dispiay density:
v’ Comfortable (on larger displays)
Cozy (on larger displays)
Compact

Configure inbox
Settings

Themes
Help

-

Labs Offliine Keyboard Shortcuts Themes

Important Change language settings for other Google products

Sent Mail

Drafts (31)

Sidekick « Right-to-left editing support off
Right-to-left editing support on

Default country code:  United States

* Circles

Friends (24) Phone numbers:

“

Step 3: Search the term "canned responses," click Enable, then Save Changes.
Settings

Genoral Labels Inbox Accounts and import Filters Forwarding and POP/IMAP  Chat

i (when) a Labs feature breaks, and you're having trouble loading your inbox, there's an
0scape hatch, Use hitps://mail google comvmailu/1/7abs=0.

Search for a lab: |canned responses | .g. search, gadget, preview

Save Changes  Cancel

Labs Offiine Keyboard Shortcuts

¥ Enable input tools - Use various text input tocls to type in the language of your choice - Edit tools - Learn more

4 Enabled Labs
Q None of your enabled labs match this search. Show all labs,
Monque |
n:) ~ Available Labs
[ Canned Responses » Enable
borah, Sh
Refer to documentation Sy ' Disable
iretchen, Status report template Emai for the truly lazy. Save and then send your Send feedback
FAQ COMMON Messages using a button next to the compose
a L I e Alen -, Hm alle s @t lle sselmm fMare

10

O v

Themes



Save Canned Responses
We have activated Gmail canned responses. Now we need to save them to use for later. Instructions below:

Step 1: Start a new email by hitting Compose.

Gmail ~ = C iR
Inbox (17) 2.77 GB (18%) of 15 GB used

Starred Manage

Important

Sent Mail

Step 2: Type the email template, signature, or canned response you want to save as a template.

New Message

Recipients

Subject

This is my test email template to see how this works.

For more templates, see the text below.

Step 3: Click the down arrow on the bottom-right-hand corner of the compose window, hover over Canned responses,
then click New canned response...

mplate to see how this works.

e the text below. Default to full-screen
abe >

Follow up email

Plain text mode

Print
Check spelling

Follow up email 9 - VO n O

11



Step 4: A new window will pop up where we can name the canned response.

The page at https://mail.google.com says:

. Please enter a new canned response name:

| Example templatd |

Inserting Canned Responses into Email

Now here's how to insert the saved response into a new email:

Step 1: Start a new email by hitting Compose.
Step 2: Click the down arrow on the bottom-right-hand corner of the compose window, hover over Canned responses,

then click on the canned response name (in this case, "Example template") under the Insert section.

o

... nemai

Example template

Follow up email
Example template
New canned response...

Follow up email Default to full-screen

Example template

aADE <8

Plain text mode

Print
Check spelling

A D N S Moo O 70 io

12



Step 3: After the response is pasted, add your recipient, and click send!

Example template A%
Recipients

Example template

This is my test email template to see how this works.

For more templates, see the text below.

*Reminder*

Whatever name you give to a canned response (in this example it was “Example Template”), it will be entered into the
subject line. Be sure to edit the subject line if needed after inserting the canned response or complete the subject line
before using the canned response.

13



How to check spelling
You can check the spelling of your emails before you send them.

1. On your computer, open Gmail [4.

2. In the top left, click Compose.

3. Write your message.

4. In the bottom right corner, click the Down arrow ~ .
5. Click Check spelling.

New Message

Recipients
Subject
tell me the correc tway to type . sorry for the typeos. |

Default to full-screen

Label
Plain text mode

Print
Check spelling

El: o080

o)
Q
@
o
[

14



Understanding and using Labels (Gmail’s version of Outlook Folders)

Labels are much like folders in other email clients. The nice thing about labels is that a single email can have multiple
labels, so you don’t have to copy your message into various folders if it needs more than one category. You can also
“move” emails to labels have an empty inbox.

To create a label:

1. To create a new custom label that will be the main folder, click More in the list of labels on the left side of the main
Gmail screen.

COMPOSE

I Inbox
Starred
Important
Sent Mall
Drafts (1)

» Circles

Admin [ |
Google+ O
HTG Discussion

HTG School O
Junk

Junk E-mail
More +

@ -4
- Lori

2. When the list expands, click the Create new label link.

Clldls

All Mail 0 GB (0%
Spam Manage
Trash

» Categories
Manage labels
Create new |abel

® | o~
&

New Hangout L

° .
- Matthew Klein

s

~
https://mail.google.com/mail/u/0/?shva=1

15



3. Enter a name for the label in the Please enter a new label name edit box on the New Label dialog box. Click Create to
finish creating the new label.

New Label

Please enter a new label name:

lPersonaIl ‘
[] Nest label under:

Create % Cancel

To edit a label:

1. On a computer, open Gmail [£. You can't edit labels from the Gmail app.
2. On the left side of the page, hover your cursor over your label's name.
3. Click the Down arrow ~ .
4. Click Edit.
5. Make changes to your label.
6. Click Save.
Delete a label:

1. On a computer, open Gmail [Z. You can't edit labels from the Gmail app.

2. On the left side of the page, hover your cursor over your label's name.

3. Click the Down arrow ~ .
4. Click Remove label.
Add a label to a message you receive:
1. Open Gmail (4.
2. Open a message.
3. At the top, click Label @.

4. Add a label, or create a new label to add to the message.
5. Click Apply.

Tip: To add a label to multiple messages, select those messages in your inbox, then click Label .

16



Add a label to a message you are writing:
1. Open Gmail (4.

2. Click Compose.

3. In the bottom right corner, click More options ~ .
4. Click Label.

5. Choose a label to add.

Move a message to another label:
1. Open Gmail (4.

2. Open the email you want to move, or select it in your inbox.
3. Click Move to im.

4. Select the label you want to move the email to.

How to Mute or Ignore conversations from group emails

If you're part of a long message conversation that isn't relevant, you can mute the conversation to keep all future
additions out of your inbox.

How to mute a conversation:

1. Open Gmail (4.

2. Open or select the conversation.

3. Click the More button above your messages.

=I5 a (1] [] .- 9 - More ~

4. Select Mute.

When you mute a conversation, new messages added to the conversation bypass your inbox so that the conversation
stays archived.

Muted conversations will only pop back into your inbox ready for your attention if a new message in the conversation is
addressed to you and no one else, or if you're added to the "To" or "Cc" line in a new message.

Any relevant filters you have set up will still be applied to muted messages.

How to find a muted conversation:

If you need to find a muted conversation, or if you accidentally muted a thread, don't worry. Muted messages are not
marked as read, and are still searchable. You can type is:muted into your Gmail search box to find all muted
conversations.

How to unmute a conversation:
If you no longer want a conversation to be muted, there are two ways to unmute it so that future messages will be
delivered to your inbox:

Select the conversation, click the More button and select Unmute.

Click the X on the "Muted" label.

17



Archive a message in Gmail

If you want to clean up your inbox without deleting your emails, you can archive the emails. When you archive an email,
it gets moved from your inbox to a label called "All Mail" and isn't deleted. If someone replies to a message you've
archived, the message will come back to your inbox.

Archive an email:

1. Open Gmail.
2. Open the message or check the box to the left of it. To archive multiple emails, check the box next to all emails
you want to archive.

3. Near the top of the page, click Archive + }
Open the “All Mail” label:

The All Mail label is added to every message. If a message has been archived, you can find it by opening the All Mail
label.

Open Gmail.

On the left side of the page, hover your mouse over the label list.

At the bottom of the list, click More. You may need to scroll down to see it.
Click All Mail.

PwnNE

Move archived messages back to your inbox:

1. Open Gmail.
2. Open an email message.
3. Click Move to Inbox.

18



Sound Notifications for new email

Unfortunately, after some digging it appears that Gmail does not support a sound notification for new emails as Outlook
did. You can, however, download a web browser add on through Google Chrome
(https://chrome.google.com/webstore/category/extensions) or Firefox (https://addons.mozilla.org/en-US/firefox/) for
this feature. Be sure to read product reviews because add-ons are not always developed by Google or Firefox, and
sometimes are more trouble than they are worth.

19



Searching for Emails

To search for emails you simply enter or name or word into the search bar. You can also click on the drop down arrow to

enter parameters for a detailed search.

Search  AnMail 2

From

To

Subject

Has the words

Doesn't have

) Has attachment

J Don't include chats

Size greaterthan 2 MB

L1

Date within 1day 4 of

20



Recall an email with Undo Send

If you turn "Undo Send" on, you can retract a message right after you sent it.
First, turn on Undo Send

On your computer, open Gmail.

In the top right, click Settings Q

Click Settings.

In the "Undo Send" section, check the box next to "Enable Undo Send."

In the "Send cancellation period" section, set the amount of time you want to decide if you want to unsend an
email.

6. At the bottom of the page, click Save Changes.

A S

Undo sending your message

After you turn on Undo Send, you can cancel sending an email.
1. After you send a message, you'll see the message "Your message has been sent" and the option to Undo or View

message.
2. Click Undo.

21



Creating Contacts

There a few ways to save a contact.

How to enter a contact:
1. Click on the Mail dropdown arrow OR 1. Click the Waffle icon in the upper right Corner and choose Contacts.

v / o0
UNIVERSITY

o ALASKA
© G ®
My Account  Search Google+
Inbox (28) M L

Chmeensd

Mail Calendar Drive

2. From the dropdown choose Contacts.

3. Click New Contact to add Contact details. E 1
Contacts - Docs Sheets Slides
| /B

Sites Groups Contacts

v My Contacts (22)
Starred

More

How to enter a contact from an email:
1. Hover over the name of the sender with the cursor.
2. A new window should appear. See below.

Roxann O Valentine

tome |~ X
Roxann O Valentine

Here are rovalentine@uaa.alaska.edu . ¢

Roxi Vale

UAA, Sch -
3211 Pra

Anchoraj

P: 90%7¢ Contactinfo Emails E3

F: 907.78b.o52%

3. Click Contact info and then enter contact details.
4. Note: If you click Emails next to Contact Info all emails from the contact will then appear in your inbox.

22



Creating contact groups

How to create a contact group:
v My Contacts (24)
Go to Google Contacts. Starred

On the left, click N _ -
e e C e e BTotp Imported 7/22/16 (20)
Type a new group name.

Click OK. Most Contacted (20)
Other Contacts (314)

PwnNE

Add a contact to a group: New G
ew rOUp. ..

1. Go to Google Contacts. Import Contacts...

2. Next to the contact’s name, check the box.

3. At the top, click Group B

- v ;-{- v e®e More ~

4. Check the groups you want to add your contact to.

Remove a contact from a group:

Go to Google Contacts.
On the left under My Contacts, click a group.
Next to the contact name you want to remove, check the box.

At the top, click Group B
A checked box will be next to any group the contact is in. To remove a contact from a group, uncheck the group.
Click Apply.

ok wWwN e

Important Note about deleting contacts:

Remember that My Contacts is the main hub of all your contacts. The contact Robin Wahto, in the image below, is
checked for both My Contacts and AHS Directory. If My Contacts is unchecked and only AHS Directory is checked, Robin
Wahto is then only saved in AHS Directory. If the AHS Directory group is deleted, the contact Robin Wahto is deleted
entirely, including from My Contacts. So, long story short all contacts should be checked (saved) in My Contacts.

Vi 2+ 8. T
v/ Robin Wahto | B vahto@uaa.alaska.edu

v/ My Contacts
v/ AHS Directory
Imported 7/22/16

test -
Create new
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Rename a group

1
2
3.
4
5

Go to Google Contacts.

On the left under My Contacts, click a group.

At the top, click More ’ Rename group.
Type a new group name.
Click OK.

Delete a group

1
2
3.
4

Go to Google Contacts.

On the left under My Contacts, click a group.

At the top, click More ’ Delete group.
Click OK.
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Adding the Google Calendar widget to your Email inbox

1. Click on the gear icon in the right hand corner of Gmail

i 0 @
D

1-500f93 < >

I
4

2. Then choose Settings, once in Settings choose Labs
Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

PO AL IMRLIWRAIE ) W S Wl A et e

3. In the Search for a lab box type in Calendar. You should then see the image wption below.

Today (Tue, Jul 29) Google Calendar gadget ‘» Enable
by Ben K and Garry B - Disable
9a Dr. Appointment
1:30p Lunch w friends Adds a box in the left column which shows your Google
4p Pick up Eli at SFO Calendar. See upcoming events, locations, and details.

4. Choose Enable

5. Click Save Changes.

6. You can change the calendar to always show a mini calendar in addition to showing the current day’s events. To do
that Click Options and the check Show mini calendar. See images below.

Google Calendar [= Google Calendar |-

« August 2016 » « August 2016 »
S M T W T F 8 S M TWTF S
3111 2 3 4 5 8 111 2 3 4 5 6
7 8 9 10 11 12 13 7 8 9 10 11 12 13
14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 31 1 2 3 28 29 30 31 1 2 3
4 5 6 7 8 9 10 4 5 6 7 8 9 10
Showing events = Showing events ~ +
until 9/15. until 9/15.

Look for more Look for more

|#/ Show mini calendar
¥ Show pastevents

Editvisible calendars
Open Calendar »

Today | Add Options v Today ' Add Options a
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Changing your Inbox Type (e.g. separating emails between Read and Unread
Messages)

Inbox styles allow you to organize your Gmail inbox in the way that suits you best. You can organize your inbox into
sections such as “Unread,” “Starred,” and “Important.”

To change to a different inbox style, open the Settings screen and click the Inbox tab.

Settings

General Labels | Inbox |Accounts Filters Forwarding
Offline Themes @

Language: How-To Geek Mail display language:
Change language settings for other Goog

Enable input tools - Use various te

In the Inbox type section, select the type of inbox you want to use from the drop-down list.

Settings

General Labels Inbox Accounts Filters H
Offline Themes

Inbox type: Starred first | v |
Default

Categories: Important first

Learn more Unread first

Starred first

Priorit Inbox k

Forums

Each type of inbox has its own settings. Once you select the Inbox type, the settings for that type display below the
Inbox type selection. Make your changes to the settings and click Save Changes.
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Settings

General Labels Inbox

Inbox type:

Inbox sections:

Importance markers:

Filtered mail:

Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline

Starred first E]

1. Starred Options «
2. Everything else Options ~
Customize in Priority Inbox

(® Show markers - Show a marker () by messages marked as important
l’ﬁ'["‘}No markers

How-To Geek Mail analyzes your new incoming messages to predict what's
important, considering things like how you've treated similar messages in the
past, how directly the message is addressed to you, and many other factors
Learn more

(O Override filters - Include important messages in the inbox that may have been filtered out
(® Don't override filters

Save Changes Cancel

=

The|

You can also quickly change some of the inbox style settings right in your inbox clicking the down arrow that’s located at

the far right of each section heading.

noreply
HipChat
HipChat

Lowell Heddings

~ Starred 1-20f2 @
me, Matthew (4) Draft of Lesson 2 in the Gmail Senes [example emad) - | have ¢ Show more messages
me, Lowell, Matthew (13) Draft of Introduction - Matt and Lowell, | put my draft of the Intr0  Show up to
5 tems
~ Everything else 10 items
How.To Geek Discussion d. [How.To Geek Discussion] Forum Activity for 12.10.2013 -+ ¥ Zz items Y
tems

Your Google data archive is ready - Your Google data archive i

. Hide section when empty
Matthew Klein mentioned you in the room "How-To Geek™ - Hi |

Matthew Klein mentioned you in the room "How-To Geek” - Hi | View all Inbox settings

1 just created a HipChat account for you - Hi Lori_| st created an account for vou Dec 3

Feel free to experiment with the different inbox styles to see what works best for you. You can always switch back to the

default if you change your mind.
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Keeping Track of Important Emails Using the Star System

Gmail’s star system allows you to mark your most important emails so you can easily find them later. By default, starred
messages are labeled with a yellow star, but you can add other color and types of stars.

Stars display to the left of the sender’s name in your inbox.

& Primary 24 Social
Lowell Heddings | just creat
me, Matthew (2) Dealing wit
me, Matthew (2) Question -
me, Matthew (6) Screensho
me, Lowell, Matthew (13) Draft of Intr
me, Matthew (2) Width of inj
me, Matthew (2) Introductio
me Matthew (9) Sample in

Add a Star to a Message
To add a star to a message in your inbox, click the star icon next to the sender’s name, as pictured above.
You can also add a star to a message while it’s open. To do this, click the star icon in the upper-right corner of the

message to the right of the date. In conversations, it will be to the right of the first message at the top of the
conversation.

Draft of Introduction Inbox  x =

Lori Kaufman Matt and Lowell, | put my draft of the | Nov 22 (12 days ago)

10 older messages

Matthew Klein The normal.dot should be what wi & Nov 26 (8 days ago)

Lori Kaufman <lori@howtogeek c & Nov 26 (8 days ago) L v
to Matthew, Lowell |~

Matt,

| et finnired ant why miv Marmal temnlate was different | staded mv lessane
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To add a star to a message you are composing, click the “More options” arrow in the lower-right corner of the
“Compose” window.

Draft of Lesson 2 in the Gmail Senes

Matthew Klein

Draft of Lesson 2 in the Gmail Series

folder. Let me know what you think

Lori

@

=N o - = -

Move your mouse over the “Label” option and then select “Add star” from the submenu.

B) Label as:
Matthew KI i
Q

Draft of Les Admin

Google+
| have post¢ HTG Discussion the Gmail series to the Dropbox
folder. Let r HTG School
, Junk
L8 Junk E-mail
Personal

Personal/Friends

Add star @
Create new. \Default to full-screen

Manage labels Label

@

Flain text mode

Print
Check spelling

= o .




In your “Sent Mail” label, the message you sent is starred.

v C More ~
Tq: Matthew Klein

“ Tq: Matthew, Lowell (2)
- Matthew, Lowell (2)

To: Matthew, Lowell

To- Matthew | owell

Draft of Lesson 2 in thd
Inbox Dealing with se
Inbox Question - Pre

Gmail series status - |

Getting screenshots t

Use Multiple Star Designs on Your Messages

Gmail allows you to use multiple colors and types of “stars” to differentiate messages from one another.

This feature is useful if you want to mark multiple messages with varying levels of importance. For example, you might
use a purple star for messages you want to read again and a red exclamation point for messages you need to follow up

on.

Click the “Settings” button and select “Settings” from the drop-down menu. On the “General” tab, scroll down to the
“Stars” section. Drag icons from the “Not in use” section to the “In use” section to add different types of stars. If you
have more than one type of star in use, clicking the star icon next to an email message cycles through all the stars in use.

If you star a message while it’s open, only the first star type is applied.

Settings

Labels
Themes

General
Offline

(sets whether emais of the
Same 10pic are grouped
together

Learn more

Stars:

Desktop

Inbox

Send and Archive:

0 -

= -

Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs

S ONENSER Y R AR WA Y W

(0 Show "Send & Archive"” button in reply
® Hide "Send & Archive” button in reply

Drag the stars between the lists. The stars will rotate in the order shown below when you
click successively. To learn the name of a star for search, hover your mouse over the image

Presets 1 star 4 stars all stars
In use:

. * % % % % B = E B =
Not in use:

%e”o.n-beng i
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Find Starred Messages

To see all your starred messages, click the “Starred” label on the left side of the main Gmail window. You can also search
for starred messages by typing “is:starred” in the “Search” box.

‘ is:starred T “
is:starred
14
Search the web for "is:starred"” Shift + Enter
& Primary 2= Social ¥ Promof
Lowell Heddings | just created a HipChat
me Matthew (2) Nealinn with ssttinng ha

Find Messages with a Particular Type of Star

If you’ve used several different types of stars to mark your messages, you can search for a particular type of star. To do
this, search using “has:” with the star’s name (e.g., “has:red-bang”).

‘ has:red-bang | n

O, hasred-bang

1-1
g Search the web for "has:red-bang" Shift + Enter
& Primary 24 Social ® Promoti

To find out the name of a particular star, access the “General” tab on the “Settings” screen and hover your mouse over
the desired star type. The name of the star displays in a popup.

General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat We
Offline Themes

Send and Archive: () Show "Send & Archive" button in reply
Learn more (® Hide "Send & Archive" button in reply
Stars: Drag the stars between the lists. The stars will rotate in the order sho
click successively. To learn the name of a star for search, hover your mg
Presets: 1 star 4 stars all stars
1 H
In use:

* K Kk Kk &

Not in use:

There is also a list of star names in the Advanced search help topic in Gmail’s help.
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Using Google Tasks

Add a Task

To add a task in in your Gmail account using Google Tasks, click the down arrow on the “Mail” menu in the upper-left
corner of the Gmail window and select “Tasks.”

Google

Mail ~

Mail
Contacts

I Tasks @

Starred

Imnnrant

The “Tasks” window displays in the bottom-right corner of the Gmail window. Notice that the cursor is blinking in the
first blank task. If the cursor is not blinking in the first empty task, move the mouse over it and click in it.

L dliu LUWEIL T put iy didit U (& INUV £0

hink wy

Tasks: Lon Kaufman's list — A X
' proce

- Actu ol I >
h: Lunc
essage
| too |
Lir new
ur mob
il with

ivacy

Actions » + i :

(1
v

Then type directly in the first blank task.
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aliu LoUwell, | lel III‘J Jiailt | (&Y INUYV £0
ink wy
Tasks: Lon Kaufman's list — A X
proce
| pcty O Work on Lesson 2 of the Gmail >
series. I
Lunc
ssage
| too |
r new
r mob
with
yacy
Actions » + i =»

Once you’ve added a task, you can click the plus icon to create additional tasks. Pressing return after entering a task also
creates a new task directly below it.

Create a Task from an Email

You can also easily create a task from an email. Select the email you want to add as a task. Click the “More” action
button and select “Add to Tasks” from the drop-down menu.

=| 5 (M More ¥ 1-150f15 < >

Then, select
Add to Tasks.

Mark as unread

&4 Primary Mark as important “orur
Add to Tasks
HipChat Matthe -T
£ ! Add star @ o
v First, select an ljuster  Filter messages like these 1]
email. Dealing Mute 1-Y
me, Matthew (2) Question - Pretty much everything your write can be

Gmail automatically adds a new task using the subject line of the email. A link to the “Related email” is also added to the
task. Clicking the link opens the email behind the “Tasks” window.

You can also add additional text to the task or change the text input by Gmail simply by clicking in the task and typing or
highlighting text and replacing it.
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dalnd Lowell, 1 put my ardit ( (& NOV £0

]
: Relatej email
bssage 0O Wor Lesson 2 of the Gmall

series
| too |

ir new
ir mob

| with

Actions » + i =

Notice that the “Tasks” window stays open even as you navigate through your email in the background. Use the “X”
button in the upper-right corner of the “Tasks” window to close it.

Reorder Tasks

Tasks can be easily reordered. Simply move your mouse over the task on the far left side until you see a dotted border.

and Lowell, | put my draft ¢ & Nov 26

nink wy ;

Tasks: HTG - 2 X
proce
Acty O | just created a HipChat account for

you - Log in to HipChat
- Lunc Related email

ssag £ Work on Lesson 2 of the Gmail >

7 series]
| too |
r new | Prag to reorder
r mob
with
vacy
Actions » -+ @ =»

Click and drag that border up or down to move the task to a different position in the list.
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it and Lowell, | put my draft « @ Nov 26

think wy '
Tasks: HTG - A X
/ proce

| - Actu [ Work on Lesson 2 of the Gmail serie:

n:Lunc | just created a HipChat account for

you - Log in to HipChat

lessage ,
Related email

- | too |
ur new
ur mob

il with

rivacy

Actions » + i :

(1
v

Add Tasks to the Middle of Your Task List

You can also order your tasks by inserting new tasks into the middle of the list. If you put the cursor at the end of a task

and press “Enter,” a new task is added after that task. If you press “Enter” with the cursor at the beginning of a task, a
new task is inserted before that task.

t and Lowell, | put my draft « @ Nov 26

think w ;
Tasks: HTG - A X
| proce
- Act Work on Lesson 2 of the Gmail >
series |

h-Lunc 4| >

essage [J | just created a HipChat account for
you - Log in to HipChat

-1 too | Related email

ur new
ur mob
il with

fivacy

Actions » + i :
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Create Subtasks

If one of your tasks has subtasks, you can easily add these subtasks to the task. Add the subtask under a task and then
press “Tab” to indent it. Press “Shift + Tab” to move a task back to the left.

it and Lowell, | put my draft « & Nov 26

think wy '

y proce

l-Actu O | just created a HipChat account for
you - Log in to HipChat

n: Lunc Related email

¢ O Work on Lesson 2 of the Gmail
series

[ Look up Gmail shortcuts | >

lessag

- | too i
ur new
ur mob

il with

rvacy

Actions » + i =

Add Details to a Task

Sometimes you might want to simply add notes or details to a task without creating subtasks. To do this, move your
mouse over a task until an arrow displays to the right of the task. Click on the arrow.

and Lowell, | put my draft ¢« & Nov 26
hink wy ’
Tasks: HTG = 2 X
proc
- Act Work on Lesson 2 of the Gmail
series
-Lunc | just created a HipChat accou
L you - Log in to HipChat
pSSage Related email
| too |
ir new
ir mob
| with
vacy
Actions » + @ =»
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A window displays allowing you to select a due date for the task and to enter notes. To select a due date, click the “Due
date” box.

t and Lowell, | put my draft « & Nov 26

hink wy 4
Tasks: HTG - A X
' proce
- Actu «Back to list ~

h- Lunc 3 Work on Lesson 2 of the Gmail

series
essage

|Due date |
(z2]

| too |

LIl new

ur mob

il with

ivacy

Move to list v |

« Back tn list N

Actions » + i =»

A calendar displays. Click a date to specify a due date for the task. Use the arrows next to the month to move to
different months.

and Lowell, T put my dran ( & oV Zb
hink wy ;
Tasks: HTG - 2 X
proce
- Actu ¢ Back to list .
1 Lunc ) Work on Lesson 2 of the Gmail
series
PSSage
T [Due date |
ir new « December 2013 »
irmotl | S TWTF S
24 25 26 27 28 29 30
lwith . = ° )
1.2 3 4 6 7
ivacy 8 iﬁjw 11 12 13 14
15 17 18 19 20 21
¢ 22 23 24 25 26 27 28 v
Actions » + i =»

The date is inserted into the “Due date” box. To add notes to the task, type them in the edit box below the “Due date”
box. When you are done, click “Back to list.”
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and Lowell, | put my draft ¢ & Nov Zb
nink wy ;
Tasks: HTG - 2 X
proce
. ~
- Actu ¢ Back.to list
-Lunc 5 work on Lesson 2 of the Gmail

series

|December 9. 2013 |
| &)

bSSage

| too |

rnew

r mob

| with

‘-’aC:'

Move to list v ]

+ Rarlk tn lict

Actions » + i =»

The note and due date display on the task as links. Clicking on either link allows you to edit that part of the task.

and Lowell, | put my draft « & Nov 26

hink wy :

Tasks: HTG - 2 X
proce
‘) Work on Lesson 2 of the Gmail >

series
Post to Dropbox when done.

Mon Dec9@013
O | just cre a HipChat account for>

| too | you - Log in to HipChat

Related email

Actions » + i :

Minimize the Tasks Window

When you move your mouse over the title bar of the “Tasks” window, it become a hand. Clicking the title bar minimizes
the “Tasks” window.
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b use Gmail with Google Apps - Hi Lor Oct 21

f Service - Privacy
h Policies Last account activity: 0 minutes ago
Details

ol)glc

Tasks: HTG @ - A X

Clicking the title bar again opens the “Tasks” window.

Rename a Task List

By default, your task list is titled with the name of your Gmail account. However, you can change this. For example,
maybe you want separate tasks lists for work and personal.

To rename a task list, click the “Switch list” icon in the lower-right corner of the “Tasks” window and select “Rename list”
from the popup menu.

dliu LUWEI, T put my ulait U (& NUV £0

Tasks: Lori Kaufman's list . A X

- Lunc Related email

hssage [ Work on Lesson 2 of the Gmai
| too |
r new

r mob

| with Refresh list

Rename list
vacy Delete list @

New list. ..

v Lori Kaufman's list

Actions » + i ]_i
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Enter a new name for the current task list in the “Rename list” to edit box on the dialog box that displays. Click “OK.”

| The page at https:;//mail.google.com says: * |

Rename list "Lori Kaufman's list" to:

HTG

| OK h Cancel
b4

The new name displays in the title bar of the “Tasks” window.

tt and Lowell, | put my draft « & Nov 26

think wy

y proce

il - Actu (O | just created a HipChat account for>
you - Log in to HipChat

bn- Lunc Related email

lessage O Work on Lesson 2 of the Gmall
series

- | too |

bur new

bur mob

ail with

Privacy

Actions » + i =»

Print or Email a Task List

You can print a task list by clicking “Actions” and selecting “Print task list” from the popup menu.
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LAY TIT COTT, TVIataIeyy Teir DTCT =

Creatw
you s

(O Work on Lesson 2 of the Gmail >

ushed |Indent Tab
‘ Un-indent Shift+Tab
Ing the | pove up Ctrl+Up

Move down  Ctrl+Down
the Ini

Edit details Shift+Enter
hs DP| | Help

Show tips
relevar

Email task list

Print task list @
View completed tasks

B 6pm | Sort by due date

Clear completed tasks

bw hov

FS5398 | Actions a + i =»

You can email a task list to yourself or to someone else using the “Email task list” option on the “Actions” popup menu,
pictured above.

Create Additional Task Lists

Now that you’ve renamed your initial task list, you can add another one for a different use, such as for personal tasks. To
do this, click the “Switch list” icon again and select “New list” from the popup menu.

t and Lowell, | put my draft ¢ & Nov 26

think wy ’
Tasks: HTG - A X
/ proce

| - Acty O !lust created a HipChat account for>
you - Log in to HipChat
n:- Lunc Related email

¢ O Work on Lesson 2 of the Gmail
series

essag
- | too |
ur new

ur mob

il with Refresh list
Rename list
rivacy Delete list

New list. ..
v HTG @

Actions » + i E
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Enter a name for the new list in the “Create a new list named” edit box on the dialog box that displays, then click “OK.”

| The page at https:;//mail.google.com says: * |

Create a new list named:

, lPersonaI I

i 1

| OK [k Cancel .
v | 1

The new list is created and Gmail automatically switches to the new list in the “Tasks” window.

it and Lowell, | put my draft « & Nov 26
think wy :
Tasks: Personal - A X
/ proce
|- Acty O CallDad ] >
n: Lunc
lessage
- | too |
ur new
ur mob
il with
rivacy
Actions » + o =»

Switch to a Different Task List

You can easily switch to another task list by clicking the “Switch list” icon and select the name of the desired list from the
popup menu.
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hink wy ’
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ir new
ir mob Refresh list
| with Rename list
Delete list
jvacy New list. ..
HTG
v Personal @

Actions » + i E

Check Off Completed Tasks

When you’re done with a task you can check it off, indicating you have completed it. To check off a task, select the check
box to the left of the task. A check mark displays and the task is crossed out.

it and Lowell, | put my draft « @ Nov 26

think wy .
Tasks: HTG _ A X
/ proce
|- Acty O Work on Lesson 2 of the Gmail
series

n- Lunc Post to Dropbox when done.
Mon, Dec 8, 2013

Featedreas
ur new ™
ur mob
il with
rivacy
Actions» + @ =»
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Clear Completed Tasks

To clear or hide completed tasks from your task list, click “Actions” at the bottom of the “Tasks” window and select
“Clear completed tasks” from the popup menu.

and Lowell, | put my draft ¢« & Nov 26

nink wy ’
Tasks: HTG - A X
proce

[ Work on Lesson 2 of the Gmail

- Actu

L Indent Tab

S Y Undindent  Shift+Tab

pSsage Move up Ctrl+Up ffar)

|too | |Move down Ctrl+Down
Edit details Shift+Enter
Help

rmob | show tips

| with | Email task list

Print task list

aCY | View completed tasks
Sort by due date

Clear completed tasks I

Actions a u i =»

The completed task is removed from the list and a new, empty task is added by default.

rnew

itt and Lowell, | put my draft « @ Nov 26

think wp -
Tasks: HTG - 2 X
y proce
il - Acty O Work on Lesson 2 of the Gmail
series

bn- Lunc Post to Dropbox when done.
Mon, Dec 9, 2013

our new
pur mob

ail with

Privacy

Actions » + i
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View Hidden Completed Tasks

When you clear tasks from a task list, they are not completed deleted. They are simply hidden. To view hidden,
completed tasks, click “Actions” and select “View completed tasks” from the popup menu.

TTTO COWTTT, T Put 1Ty arant v = IOV =0

ink wy ’
Tasks: HTG -_ 2 X
proce

(O Work on Lesson 2 of the Gmail

Actu
L Indent Tab
Y | Undindent  Shift+Tab
Ssage l Move up Ctrl+Up >

too | |Move down  Ctrl+Down
Edit details Shift+Enter
Help

Show tips

I new

I mob

with ' | Email task list

Print task list

r8CY | View completed tasks
Sort by due date @
Clear completed tasks

Actions a + i =»

Completed tasks for the currently selected task list are displayed by date.

t and Lowell, | put my draft ¢« @ Nov 26

think wy :
Tasks: Completed in HTG = A~ X
/ proce

| - Actu ¢ Back to list

n: Lunc Friday, Dec 6, 2013
essage ./{—;uet—efeeted—a-l-lﬂsehet—eeeetmt—hf—
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- 1100 | Thursday, Dec 5, 2013
ur new o Festtask

ur mob ¥

il with
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o Werl s HEG - Sehosol-ser
Actions » + i =
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Delete a Task
You can delete tasks you have created, whether they are marked as completed or not.

To delete a task, click the cursor in the text of the task to select it, and click the “Trash” icon at the bottom of the “Tasks”

window.

it and Lowell, | put my draft « @ Nov 26

think wy :
Tasks: HTG - A X
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|- Acty O Work on Lesson 2 of the Gmail >
series

n: Lunc Post to Dropbox when done.

Mon, Dec S, 2013

lessage

- | too |
ur new
ur mob

il with
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Actions » + =

NOTE: Deletions of tasks take effect immediately in your “Tasks” window. However, Google says that residual copies

may take up to 30 days to be deleted from their servers.
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View Your List in a Pop-Out Window

You can view your tasks in a separate window you can move around. If you have a large enough screen, this is useful so
you can see the entire Gmail window without it being blocked by the “Tasks” window.

To make a separate “Tasks” window, click the “Pop-out” arrow at the top of the “Tasks” window.

t and Lowell, | put my draft « & Nov 26

Tasks: HTG

[0 Work on Lesson 2 of the[lidaaalial >
series
h- Lunc Post to Dropbox when done.
Mon, Dec 9, 2013

essage

| too |

LIr new

ur mob

il with

[ivacy

Actions » + i =»

The “Tasks” window becomes a separate window from the browser window. All the same menus and options are

available including the “Pop-in” button that allows you to return the “Tasks” window to the lower-right corner of the
browser window.

& https://mail.google.com/mail/u/0/7ui=2&view=btop&ver
Tasks: HTG
(0 Work on Lesson 2 of the Gmail series

Post to Dropbox when done.
Mon, Dec 9, 2013

Actions »




Showing and hiding labels (i.e. folders such as Spam)

You can hide labels if you do not want to see them.

1. Click on the gear icon in the right hand corner of Gmail

= 0 @
(&)

2. Then choose Settings, once in Settings choose Labels
Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

1-500f93 < >

I
4

3. Then if you want to show a folder such as Spam, click show.

Settings
General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes
System labels Show in label list
Inbox
Starred show hide
Important show hide
Chats show hide
Sent Mail show hide
Drafts show hide show if unread
All Mail show hide
Spam show hide show if unread
Trash show hide
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How to save an email as text or PDF

To create a PDF from a message or conversation when you are using Chrome, choose Print or Print All option in Gmail,
then click "Change" in the Chrome print dialogue. Choose either "Save as PDF" or "Save to Google Drive", depending on
whether you want to save the document locally or on the cloud.

Another option is to save the raw email text. Use "Show original" from the menu next to the Reply button to open the
raw message. Then, use your browser's "Save as" function to save it. | suggest giving the file an extension of ".eml" to
help your computer know how to open it.
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FAQs provided by the University

Here is a link to FAQS provided by the university:

https://www.uaa.alaska.edu/google-migration

https://www.alaska.edu/google/fags/general/#mail
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