Using Gmail & Google
Calendar

Questions? Emall us: info@hamdenlibrary.org
PDF avallable at http://hamdenlibrary.org/computerlab



mailto:info@hamdenlibrary.org
http://hamdenlibrary.org/computerlab

Table of contents

Logging into Gmail & Navigating the Inbox
Viewing Emails

More about buttons
Attachments

Composing an email
Conversations

Filtering Emails

Labels

Snoozing Emails

Google Calendar

Where to go to learn more

2-5

/-8
8-9
9-10
10
11-12
13

14
14-17
18



Logging into Gmail

On a computer:

 Open a web browser and type the following URL into the address
bar: mail.google.com

* Click “Sign in” near top right of screen.

 Enter your email address and click Next.

* Enter your password and click Next.

On your device (phone or tablet):

* Download the Gmail app for the easiest experience


https://mail.google.com/
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Your Gmail inbox can be
set up in several ways.
To the left is the default
inbox, which includes up
to five tabs: Primary,
Social, Promotions,
Updates and Forumes.



The Inbox

Besides the default inbox, you can set up your inbox in four other
ways:

* |Important first

 Unread first

e Starred first

* Priority inbox (Divides your inbox into customizable sections)

To switch between these at any time, click £* then choose Settings.
Next, click the tab labeled Inbox. Then click on the word Default next
to Inbox Type. Make your selection, then click Save Changes.
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Navigating the Inbox - Left sidebar
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The left sidebar shows you the different folders in
which your emails are stored, including the Inbox,
starred and snoozed emails, saved email drafts,
and any user-created labels. The Sent category
contains a copy of every email sent by this email
address. User labels are a handy and colorful way
to organize the emails already in your inbox, and
you can also set up filters to automatically label
emails as they arrive.



Navigating the Inbox - Tabs

[0 Primary .« Social [EIEH ® Promotions [EXEL
Friends, family, co- Facebook, Twitter, Retalil stores and
workers, others in your Instagram, Pinterest, other businesses
contact list. any other social

media sites.

These are the default tabs. The Primary tab is where emails will arrive from people you know - your friends,
family, co-workers, etc. The Social tab is where Gmail will put emails from sites such as Facebook, Twitter,

LinkedIn, etc. Finally, the promotions tab is where Gmail will put emails from retail stores and other
businesses.



Configure email tabs

1-50 of 71 I Select tabs to enable

Go back to classic Gmail

Primary Choose which message categories to show as inbox
tabs. Other messages will appear in the Primary tab.
Display density Social
Deselect all categories to go back to your old inbox.
_ E— 4 Promotions
Configure inbox - o .
[] updates /
settings
[J Forums
Themes
Starred messages
Get add-ons Include starred in
Primary
Send feedback

Help




Navigating the Inbox - Search & others
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Select all emails in current view
Refresh

Email count & navigation
Settings

Google Apps menu

Notifications

Google Account

Above the list of emails, you will find
some buttons, including those listed
here. The search bar is something
many people overlook. If you're
trying to find an email and you can
remember anything about it - the
date, the name of the sender, the
subject, a word or words in the body
of the email, etc. - you can type it
into the search bar and usually find
it faster than you could by looking
manually.



Navigating the Inbox - Search & others
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Select all emails in current view
Refresh

Email count & navigation
Settings

Google Apps menu

Notifications

Google Account

You can also select all emails in
order to mark them as read or
delete them. If there are more
emails in the inbox than you can
see with your current view, Gmail
will give you the option to select
the remaining emails, as shown
below:

All 20 conversations on this page are selected. Select all 41 conversations in Updates



Reading Emails

Indeed

Michael Pierry

Michael, me 3

TJ Rooney (via Goog.

Indeed 3 new Librarian jobs in Hamden - Wheg

Attachment examples - Please see attached ite

™ what If.jpg G4 ALA_ILL_Reque..

Gmail Class Gmail Class - Sample Conversatio

TJ Rooney shared 1 photo with you - TJ Rooney

Click on an email to open it.
(Unread emails are listed in bold.
Once opened, the bold goes
away.) Click on an email in your
inbox and the email will open up
to show you the contents. You will
also see some new buttons just
above the subject heading.



Options while viewing an email
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Snooze

Move to

Labels

While viewing an email, there will
be a row of buttons just above
the subject line. These fulfill
some of the most used functions,
including going back to your
inbox, marking an email as spam
or throwing it in the trash. We
will discuss Labels and Snooze
later.



Display buttons as text

You may want to display buttons as text instead of icons.

* First, click on £3 and then select Settings.

e Scroll down until you find “Button Labels”.

e Click on the “Text” button.

* Scroll down to the bottom and click on “Save Changes”.

* Note: not every button has a text version, so there will still be some
icons.

 However, even for icons, you can “hover” the mouse over any

button and a label will appear. (“Hover” means point but don’t
click.)
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More Buttons!

Label
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Te
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K to remove this label
K to expand the conversation

K to print

K to open in a new window
K to star this message

 to reply to this message

< for more options

Note that every email has a label - in
this case, “Inbox.” Next to the label
is an X that lets you remove that
label. The next button expands the
entire conversation so you can read
the whole exchange from beginning
to end. The print button will print
the email, logically enough. The star
button will add the message to the
“Starred Conversations” category.
The reply button will let you write a
response to the email and send it
back to the original sender.
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More Buttons!

Label
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kK to remove this label
k to expand the conversation

K to print

K to open in a new window
K to star this message

 to reply to this message

< for more options

Clicking the “more” button gives you
additional options (see below). The most

Mark as unread

Mark as not important
Add to Tasks

Add star

Create event

Filter messages like these

Mute

important of these
is “Filter messages
like these.” This will
allow you to create
a filter that will tell
Gmail what to do
with emails like this
one in the future.
Let’s look at an
example of this on
the next slide.



Viewing attachments

When viewing an email, attachments (including a preview) will appear
at the bottom of the message, as shown here. Clicking on a preview
will make it appear on the screen full-size.

2 Attachments

Q4 ALA_ILL_Request_.. 4

To Download Files, mouse over the
preview and click on the arrow to
download, or the Drive icon to add it
to your Drive. To download all (or add
all to Drive) use the buttons on the
right.
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Let’s write an email!

« Click + compese

- Enter email address(es) of Subject
recipient(s)

- Add a subject
- Write your message.

« Click Send button.
« Donel

mﬂ@m-:@&as &



Compose Email Buttons

A jo@amD S ]

Formattext A Add an image M | Here are the options available when
writing an email. Try clicking the Format
Attach file(s) [l Confidential on/off %) | text button, which looks like a capital
“A” with a line under it. Notice another
5 | menu comes up with some formatting
choices. Now try clicking the Attach file
button - it looks like a paperclip. Notice
a window pops up where you can

search for a file on the hard drive.

Insertalink Send money

Add emotes @ Delete draft

Attach from Drive #2* More options




Conversations

Gmail Class - Sample Conversation Inbox x

Michael Pierry

some information. W

Good afterncon, | would like to know
Hamden Library

will send you the details
Michael Pierry <mpierry@hamdenlibrar

K tome =

Great! Thank you so much.
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Gmail groups emails together
in “conversations,” which
consist of all replies to an email
together with the original one.
This can be a big time-saver.
This is an example of a
conversation. Notice that, at a
glance, | can see the contents
of three emails on one screen.
Conversation view is on by
default.



Filtering emails
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Lessons Associate at Guitar Cente

LinkedIn <jobs-listings@linkedin.com= Unsubscribe

Mark as unread

Mark as important

Add to Tasks

Add star

Create event

Filter messages like these

Mute

Instru
iR
Hire Sc

5 Privat
HHET Pivotor

A typical example. We're
getting lots and lots of emails
from LinkedIn and we don’t
want them to clog up our
Inbox. We start by opening

i one of these emails, clicking

the button with three dots to
get the more options drop-
down menu, and then select
“Filter messages like these.”



Filtering emails

From jobs-listings@linkedin.com

To

Subject

Has the words

Doesn't have

Size greater than

[[J] Hasattachment |[J] Don'tinclude chats

MB

Gmail suggests a filter
based on the email. In this
case it’s going to filter all
messages coming from
jobs-

listings@linkedin.com,

which is perfect. So we
click the Continue button.


mailto:jobs-listings@linkedin.com
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When a message arrives that matches this search:

Skip the Inbox (Archive it)

Mark as read

Star it

Apply the label: Linkedin

Forward it add forwarding address
Delete it

MNever send it to Spam

Always mark it as important

MNever mark it as important
Categorize as: Choose category... -

Also apply filter to 8 matching conversations.

Learn more

Filtering emails

Now we can tell Gmail what
we want to do with these
emails as they arrive in our
inbox. In this case, we want to
select “Skip the Inbox

(Arc
the

nive it),” as well as “Apply
abel: LinkedIn” and “Also

app

y filter to matching

conversations.”
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When a message arrives that matches this search:

Skip the Inbox (Archive it)

Mark as read

Star it

Apply the label: Linkedin -
Forward it add forwarding address
Delete it

MNever send it to Spam

Always mark it as important

MNever mark it as important
Categorize as: Choose category... -

Also apply filter to 8 matching conversations.

Learn more

Filtering emails

Skip the Inbox tells Gmail not to send any
of these emails to the inbox. When we
select “Apply the label” we can either
select a label that already exists or create
a new one. Finally, the “also apply filter”
option will immediately apply the filter to
emails already in our inbox. Very handy if
you’ve already got lots of these and need
them to go away.

Its not a great idea to create a filter that
moves emails directly to the trash. If you
don’t want these emails in the first place,
you should consider unsubscribing (or
mark them as spam). Filters are mainly
there to help you stay organized.



Labels

You can assign your emails one or more labels to make it easier to find
them later. To create a label from an existing email, click the ® button
and select “Create new.”

<« B8 0 8 o b »
(Note that an email can Labe as:

Security alert /nbox a

have multiple labels.)

Google <no-reply@accounts.google.com= [] Gmail Class
to me -
[ Indeed
[ Trooney
[ social
[ Updates
[ Forums

[ Promotions
ning
Create new

Manage labels




Add color to labels

Adding color to labels is easy. Click the = « button to the right of the
label and click on Label color to bring up the list of colors.

B Drafts
email Class a Label color » Label color
aaa a ala
B  Google In label list 00 o
a
-‘ |I1l:|EEl:| o Sh.::,“r 5 3 3 3 5 a
@  Trooney Show if unread o a a o
v More Hide Add custom color

Remove color
In message list

v Show

Hide




Snoozing Emails (zzz....)

Snoozing is a new feature in Gmail. It provides a way for you to clear your inbox of
emails that you intend to read and respond to at a later date, just not right now. A
snoozed email disappears from your inbox until the time and date you set, at which

point it reappears. To snooze an email, press the® button.

Snooze until...

Later today Tue, 6:00 PM
Tomorrow Wed, 8:00 AM
Later this week Thu, 8:00 AM
This weekend Sat, 8:00 AM
Next week Mon, 8:00 AM

[5) Pick date & time



Google Calendar

Click the Apps button to make the menu appear, and then click on Calendar, as
shown below.

)
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= Calendar TobAYy < > August2018 Q Month ~ £
August 2018 ¢ 3 Mon Tue Wed Thu Fri Sat Sun
30 31 Aug 1 2 3 4 5
M T W T F 5 5 Y0 Info Mee
e J‘ ” 30 311 23 4 5 h -
2 8 7 o 3 10 11 1z
Account Search Maps 12 14 15 16 17 18 19
6 7 o 9 10 11 12
20 21 22 23 24 25 26
u — Zpm Projectc ® Zpm Manager
= 37 28 29 a0 31 1 ? @ 6:30pm Proje
3 4 5 6 T 8 9
YouTube Play News
13 14 15 16 17 18 19
M e ‘ Add a friend's calendar - ® Zpm Circulati
@ 6:30pm Projes
Gmail Contacts Drive My calendars ~
Hamden Library 20 21 22 23 24 25 26
. @ Zpm Projecto @ Zpm Info Mee
AV Equipment ® 6:30pm Projer
Calendar Google+ Translate D Birthdays
L O  Reminders 27 28 29 30 31 Sep 1
! Staff Meetings ® 2pm Projecto ® Zpm Manager
Photas ® 2pm Projecto
Other calendars ~




Create an event in Google Calendar

Click on a day and enter information about the new event. Then click
Save and it will be added to your calendar.

@ 11am (Mo title)

Sales Meeting|

(©®  Aug16,2018 11:00am - 12:00pm Aug 16,2018

3 @ Hamden Library -

MORE OPTIONS m




Gmail and Google Calendar

- Google Calendar works in tandem with Gmail to
automate events that you send or receive emails
about.

- For example, if you buy tickets to an event and get
an email receipt, the event will automatically be
added to your Calendar.
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Create a new event

13

X

Event Reminder Task

Jul 14,2019 - Jul 14,2019
Add guests

Add location or conferencing
Add description

@® Hamden Library ~

More options

Add time

14

21

28

Click on a day in the
calendar to add a new
event.

Add a title for the event.

You can add a time,
guests, location, and a
description.

Then click Save to save
the event.



C =2 P 0 <

View event details

Y Cat show * To edit details of an event,
N . S click on it and then click
the pencil icon.

« Then you will see a screen

Add location Add guests
[ ]

like the one to the left.

Guests can:
Add notification (J Modify event .

« All day is checked b
Hamden Library ~ @ ~ S st

ee guest lis

] ey s| © default if no time was

bls s U= == chosen when the event
was first created. Uncheck
it to add start and end

times.

Add description



View event details

X Cat ShOW Save More action

* You can add a location (this is

Jul 14,2019 to Jul 14,2019

linked to Google Maps so you
Event Details Find a Time Guests Can qUiCkly SearCh for an
Add location Add guests a d d re SS )
e * You can add video
1 Add notification (J Modify event .
——— conferencing (Google
— p— Hangouts)
ble rujE =|ex * You can also add a notification,

which can be an email or an
alert that pops up on your
device or desktop.



X Cat show

Jul 14,2019 to Jul 14,2019

Allday Does not repeat ~

Event Details Find a Time

Add location

Add conferencing ~

Add notification

Hamden Library ~

Free ~

.v

Default visibility ~

@

View event details

Add guests

@@O0 ¢

[

w
< 45
o

odify event
vite others

ee guest list

You can also add guests and
choose whether guests can
modify the event, invite others
and/or view the list of guests.

If you click on More actions,
you will be able to print,
delete, duplicate, and publish
your event.

Choosing publish gives you a
link you can share to let others
add the event to their
calendar.



Want to learn more?

- More help and training is available — right from your
inbox!

» Click on the @ and choose Training.

- You can learn basics, get cheat sheets, productivity
guides, tips and more!

 Training is available for all Google products,
including Gmail and Calendar.



