Google Productivity Training 2015

Effective Gmail Use

For both School Email
And
Mobile Device Use
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Major Topics

* Making folders and labels to organize mail

* Empty trash and spam

* Setting Mobile devices to delete instead of archive
* Create and edit contact groups

* Create an email signature

* Create a filtering policy to automatically sort mail into
folders

* Downloading attachments
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MAKING FOLDERS AND TABS

Incoming mail can be sorted easily
This can unclutter your inbox
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 Check each box
that will be used.

* As you select
each, it will give
examples of
what types of
emails will be
placed under
each tab.

Select tabs to enable

v" Primary
Social

v/ Promotions

v/ Updates

v/ Forums

Starred messages

v" Include starred in Primary

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

Deselect all categories to go back to your old inbox.
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HOW TO EMPTY TRASH AND SPAM

This will keep the ‘cloud’ storage at a minimum and remove any
possible viruses.

Deleting messages do not completely remove messages from storage.
This process will remove them completely.
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MOBILE DEVICE SETTING TO DELETE
MAIL INSTEAD OF ARCHIVE
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o Select the email
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Gmail SMTP Deleted Mailbox Trash

* Select under ‘Move SMTP
Discarded Messages
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Mai I b oX / ﬁDeleted Mailbox v

Archive Mailbox
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L| Use SSL 0
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Android Based Phones

Open your El\,":?

Select top left
Menu Button

Select ‘Swiping
Conversation List’

Select ‘Always
Delete’

|- e Bin

KO T il 74%®@ 12:01

Q

[~ david.court86@gmail...

=~
=

Googles Empty Trash

Michel Poirier
Follow and shz

Refresh

Settigas,

~ ;
ser | General settings

Hel

Confirm before deleting
Conversations or messages

Confirm before archiving
Conversations or messages

Confirm before sending
Messages

(|

!

Swiping conversation list

Inbox: archives conversation. Regular labels:
removes current label. System labels such as

All mail or Sent: deletes conversation.

Reply all
Make "Reply all" the default for message
replies

Auto-fit messages
Shrink messages to fit the screen and
allow zooming

Auto-advance

Show conversation list after you archive or
delete

Swiping conversation list

Has no effect

Archives or deletes

Always deletes

Cancel
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HOW TO CREATE OR EDIT CONTACT
GROUPS

* Easily create contact groups of people that you email frequently;

 Departments, Teams, Coaches, Parents, etc.
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Go to top left corner
word ‘Mail’
e Select ‘Contacts’ on
dropdown menu
Once on Contact page,
select ‘New Group’
* Give the group a
name
Add the names/
addresses of the
members you are
selecting.

Mail ~
 Mail

Contacts
Tacke

New group

Please enter a new group name.

’Technology Team

There are no contacts in this group.
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CREATE AN EMAIL SIGNATURE
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Add a Signature

Go To Settings

Scroll Down to
‘Signature’

Include a salutation
* j.e. Thank You,
Sincerely
Include your subject
areas taught,
activities, sports
involved in.

Also include website
address.

Settings

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

Create contacts for auto-

complete:

Signature:

{appended at the end of all outgoing
messages)
Learn more

© When | send a message to a new person, add them to Other Contacts so that | c:
next time

~ I'll add contacts myself

~ No signature

o

SansSerif ~+ T~ B 7 U A - co [

I
1T
i
il
il
Y |
~

Thank You,

Sean Gilbert

Buford High School

AP and Honors World History
9th Grade Football
bhsgilbert.weebly.com |

~ Insert this signature before quoted text in replies and remove the "--" line that prece
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FILTERING EMAILS TO GO INTO

CONTACT FOLDERS
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from:(dexter.wood@bufordcityschools.org)

« back to search options X

* @Go to settings

When a message arrives that matches this search:

e Select ‘Filter’ Skip the Inbox (Archive it)
. ) ] ~Mark as read
* Type in the criteria for -
the ﬁ/ter Apply the label: Choose label... 5
* Name Forwardit add forwarding address
. “INever send it to Spam
* Select Archive ~| Always mark it as important
° Se/ect Apply the Labe/ ~Never mark it as important

| Categori : Ch tegory... &
* Drop down menu ategorize as: Choose category.

ShOWS d I your folders | Also apply filter to matching conversations.
that are the left
Learn more

margin I B !
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DOWNLOADING ATTACHMENTS
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e (Click on email that contains
the attachment Google |

* (Click on the attachment icon Click here to enable desktop notifications for Gmail. Ld
located in the at the bottom of

Gmail ~ “ (1 [] [ B - Mg
page. Funny Bunny @  [inbox x|

* Fach attachment will give you I 'Sr;b":dm .  Thomas Trainer @ 4:46 PM (91
. arr =1 1 =
the option to download the important o |
t h tto G / Dri Sent Mail Here's a photo for you!
attacnment to Googile vrive or —
download to your compu ter. e & funnybunoy 267 %pa View attachments right in Gmail
documents /44 KB ¥ ) | Click the preview to see it in action.
* Do not select Google Drive 3
g g garbage 3 Download attachment to your
but select the Download to "e'Q"‘S'::’faW computer
your compu ter. 32;’23 ® oY Save attachment to Google Drive

* You can then select the
location on your computer
where you would like to save
it.
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