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Introduction to Google Workspace

Google Workspace (formerly G Suite) seamlessly and securely brings together messaging, meetings, docs, and tasks.

Enhance education with free and easy-to-use tools
for learning

eEeBpen & M

Docs Slides Sheets Drive Forms Jamboard Classroom Assignments Gmail Meel Chat
Enable seamless collaboration Boost productivity Communicate flexibly
Make it easy for everyone in your school community Give teachers easy-to-use tools to help simplify tasks Connect your institution with email, chat, and video.
to collaborate together. and save time

e o o

Keep Calendar Tasks Admin
Organize your tasks Provide trusted security
Build to-do lists, create task reminders, schedule Safeguard against digital threats with best-in-class,

meetings, and help keep on top of tasks. multilayered security.
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Which Internet Browsers Work Well with
Google Workspace?

Chrome & Supports all Google Workspace features and functionality.

. For customers entitled to support, Google also provides one-to-one
support for Chrome core functionality (under the Google Workspace
agresment).

Firefox (3 Works well with Google Workspace, but doesn't support:

e - Offline access to Gmail, Calendar, Docs, Sheets, Slides

Safari 4 Waorks well with Google Workspace, but doesn't support:

Microsoft Edge . . .
= Offline access to Gmail, Calendar, Docs, Sheets, Slides

\ » Desktop notifications in Gmail
» Accessibility tools (for example, screen readers)

|di hatiku
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Logging On

1. To open your Google email, copy the following link in your browser:
https://mail.uitm.edu.my or via the Email UiTM link on the UiTM website.
2. Click on Gmail Staff — For UiTM’s Staff

Click on Gmail Student — For UiTM’s Student
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WELCOME TO UiTM'S
EMAIL ONE STOP CENTRE

htips://mail.uitm.edu.my

‘ 54 Gmail Staff ’ £4 Gmail Student

‘ B4 Microsoft 365 ’ ‘ M Lotus Notes

[ Q) Aduan ICT UiTM ’ [ [ Google Manual

o e <& | UNIVERSITI
& g’ A TEKNOLOG!
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Home

Google Manual
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3. Enter the email and password and click the Next

button.
Google
For New Staff - Please channel a complaint at Sign in
https://units.uitm.edu.my/aduan_add.cfm Continue to Gmail
Select the Category - OPERASI-EMEL GOOGLE
and Sub Categories — NEW ACCOUNT . [' eumedumy

Forgot email?

**Make sure to fill the correct alternative email information e o St et s
as we will email the username and password to that email. Leam more

Create account m

Category=: ‘ OPERASI - EMEL GOOGLE V‘

Sub Categories=: ‘ NEW ACCOUNT V‘

|di hatiku
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For New Student :

Enter the Username as follows:

Student Number followed by @student.uitm.edu.my Google

(example: 2021897072@student.uitm.edu.my) Sign in

Enter the Password according to the following

combination: Continue to Gmail

The first two (2) letters of the student's full name Z”;E;;”;;Q;'z @student uitm edu.my
and the first letter are CAPITAL letters, followed

by the @ symbol and the last six (6) digits Forgot email?

of the UiTM student number.

Not your computer? Use Guest mode to sign in privately.

EXAMPLE : Learn more

Student Name: Nur Haniyya Abdul Halim Crente account m
Student No: 2021897072
Google UiTM Student Email Password: Nu@897072




Google
Signin

Continue to Gmail

Enter your email
[ 2021123456 @student.uitm.edu.my

Q Couldn't find your Google Account

If you've signed in to Google products, like YouTube, try
again with that email

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account m

|di hatiku
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Get this error? Couldn’t find your Google Account ?
Please channel a complaint at
https://units.uitm.edu.my/aduan_add.cfm

Please select the Category - OPERASI-EMEL GOOGLE
and Sub Categories — NEW ACCOUNT .

Category=: ‘ OPERASI - EMEL GOOGLE V|

Sub Categories=: ‘ NEW ACCOUNT V|
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Logging Off

Click on UiTM logo to Sign out from Gmail
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= M Gmail

}- Compose

[J Inbox

% Starred

© Ssnoozed

®  Norelissuryani b
L)

No recent chats
Start a new one

Q Search mail 4 @ i

Oo- ¢ 1-20f2

Gmail Team
Tips for using your new inbox
Welcome to your inbox Find emails fast With the power of Goog...

Gmail Team
Get the official Gmail app
Get the official Gmail app The best features of Universiti Teknol...

Using 0 GB Program Policies Last account activity: 8
Powered by Google minutes ago
Details

&

V.

This account is managed by warga.uitm.edu.my.
Learn more

®

eliss@uitm.edu.my

Manage your Google Account

&+ Add another account

Sign out

Privacy Policy * Terms of Service
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Work with the Gmail

Get Started with Integrated Gmail

What can you do with Gmail?

Organize your inbox

Save time using pre-written replies

Keep track of important tasks with a to-do list =M 2 .
Mailbox delegation
Options for 2SV
Proper sign out
Security awareness
Gmail on Mobile
Limitations R

Password Manager

di hatiku M
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Get started with integrated Gmail

Quickly choose the right communication
channel for any task—and stay in control

across everything that demands

your attention—all from within Gmail.

Lo

Email e
bl

Formal & structured

@ Share detailed information

® Make official announcements

@ Schedule messages to send later

® Get responses when it's convenient for
recipients (asynchronous communication)

=

Rooms o o0

Team project areas

Collaborative & dynamic

® Share documents related to your project
and edit them from the chat stream

® Assign and track shared tasks to help
your team get things done

@ Add or remove teammates as needed

l‘J‘-’T e
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Chat “°
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Direct message

Informal & fast

® Send text messages to one or more people
® Have fast-moving, text-based conversations
» Create informal or temporary chat groups

® Get quick answers to time-sensitive questions
® Express your thoughts using emoji

Meet *m ‘2
Video conferencing

Immediate & expressive

® Have video and audio conversations that are
more nuanced than text

® Meet face-to-face with remote teammates

@ Share your screen or give presentation

® Hold live question & answer sessions
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Your Gmail Inbox
Hover over unopened messages in your
inbox and click an icon to archive, delete, mark
as unread (or read) or snooze messages]
* Archive i3 .
- < NN
* Delete

Mark as unread §g or read pd
Snooze €%

di hatiku
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Snooze the Emails

Snooze an email
1. Pointto the email
2. On the right, click Snooze
3. Choose a later day and time to get the email

@ Promotions

customer: “One of myclient'sgooglef. B W o

Snooze until...

Later today Wed, 18:00
the link... https://docs.gol
. - Tomorrow Thu, 08:00
Find snoozed emails ,
This weekend Sat, 08:00
1- GO to the Menu ficiency Bootcamp 2018_( Next week Mon, 08:00
2. Select Snoozed Sorsiay

ing Services - Invitation t [S] Select date and time

Edit notifications

If you Snooze email to a specific time, get a notification

on your mobile device at that time, unless notification

is turned off

|di hatiku M
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View Calendar, Tasks, Keep & Add-ons

At the right of your inbox, click the icons in the vertical list for 1-s0ofa12 > D)
easy access to productivity tools. o T s2e B

nvitedt.. [F] 3:35PM
Calendar & : view your daily schedule, click events to edit R - )
them, create new events, and jump to upcoming events o '

. t signed ... Jul 1 9
Keep = : Create checklists and take notes _
L signed .. Jun 30
Tasks €2 : Add to-do's and deadlines ama-sa.. Jun 24 -
. ) t signed... Jun 24
Add-ons 4 : Get extra Gmail tools to help manage your mail
2110a. [  Apr2s +

di hatiku ' I




Keep track of things-to-do with Task

e Keep track of your daily tasks
e Organize multiple lists, and
e Track important deadlines with Google Tasks

Open Tasks
Open Gmail, sidebar on the right, click Tasks

1-50of 412

you. To ...
nvited t...
D accept...
t signed ...
t signed ...
ama-sa...

t signed...

21 10a..

o]

3:36 PM

3:35 PM

3:31 PM

Jul 1

Jun 30

Jun 24

Jun 24

Apr 28
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What can we do with task?
1. Create alist
2. Rename a list TASKS .
3. Switch lists
4. Delete alist + Add a task
5. Add tasks and subtasks
6. Mark a task complete 4




Hover Card

Want to quickly call any user?

e Mouse over the name in emalil

e ‘Hovercard’ appears, with information and letsyou
o email them
o schedule an event
o message them via Hangouts or
o start a video chat

e Youcan also add them to contacts or edit their

details

| di hatiku
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i eliss@uitm.edu.my

Ba PEMOLONG PEGAWAI TEKNOLOGI MAKLUMAT
KAMNAN » PEJ.PEMBE.INFRASTRUKTUR &
INFOSTRUKTUR

Open detailed view B 0 O Mm
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Top things to know about Gmail

1. Sidebar - Open Calendar, Keep
1-50of 412 4 > E
or Tasks in Gmail without leaving Gmail
hipofEVENT2.. B W B8 ®

Snooze until... 0
2. Snooze - The email moves out of the inbox : Tomorrow Wed, 8:00 AM /)
]

) . Later this week  Thu, 8:00 AM
and opens again at a time that you choose A
This weekend Sat, 8:00 AM (2]

A MNext week Mon, 8:00 AM

a1 M pick date & time

Account was just signed... Jun 24

UiTMV M
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Take action on email from your inbox -
Choose to archive, delete, mark as unread or

read, and snooze (Hover Action)

Open and close sidebars -
Open and close the left (click Menu) and
right sidebars

to get more room for your inbox
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Smart Reply -

Smart Reply might suggest responses based on the

email received

+mentions - mention

someone with a plus (+) or at (@) sign, adds them to

your email as a recipient

=

-

Thanks for the update! Sounds goeod! Thanks!

BB
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What can you do with Gmail?

Create and send email
Reply to email

Find email

Create signatures

UiT M M
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Create and Send o i
. Cc Bce

Subject
Open your Gmail inbox
In the left sidebar, click Compose
(Optional) Change your window using the

W=

buttons in the upper corner

4. Add recipients and a subject
5. Enter your message

Emails you start writing are automatically
saved in Drafts on the left sidebar

(Optional) Add attachments, links, images
Click Send SansSeff ~ [T~ | B Z U A~ |E~iE iz == 9| %

UiTM M
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What is Smart Compose?  -mew o e | i
# Compose Settings 2
— j::: Labels Inbox Accounts and Import  Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat Advanced Offline
] Language: Gmail display language: | English (US)
© spam a8 Change language settings for other Google products
e Suggesting words and phrases that [ .-
it can autocomplete %mﬁ - ;::m:::,.,

Ask before displaying external images

e  Works for new messages as well SO

i © writi

orescte g sgestons e ot~ (i fons off
ou compase an emai) e

as replies e ——

Learn more

Reply all
= ¥y wran o - mow e
e ¥ o< » & w
0O Primery 2% Socim > © usos

[ RS- e
*  Stawed Satit Kutia Trip to Cairngorms Mationat Park - P <
@®. Snoozed Beianna. Sote Surf Sunday? - Grest Lets meet ol Juc! 15, A 10,00 an
- i Lus, me, Anastasia
> sem
= Dacial Vickery
~ MNick Kortendick

Tim Greer

Karer, Meredith, Jarmes

Aniaza, Meradith, James Mike's surpe

Song Cn Cooming cia

Carmeron. Tyler, Oylam Pictures fro

-
Mizra Sae My rosdinp

AB 0 am s i
| di hatiku M
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Make sure Undo Send is enabled

In the top right click, click Settings and select Settings

Click the General tab

Scroll to Undo Send and check the Enable Undo Send box
Set the cancellation period

At the bottom click, Save Changes

abkrwpnPE

Undo sending email:
pgle Calendai

1.  Send your email
2. Click Undo at the bottom of the page
3. Depending on your settings, there's a limited amoun

Gnnnle Alnhatl *

of seconds to click Undo before it disappears



Reply to Email

2
To reply to a single email or the last email in a thread, click + Reply. v
Tao reply to an email within a thread, click Reply .. ¢
To forward a single email or the last email in a thread, click  Forward. o -
To forward an email within a thread, click More ¢ » Forward. o
To see previous email in a thread, click Show trimmed content . 0 - *

To forward an entire conversation, at the top, click More ¢ » Forward all.

To use a Smart Reply, at the bottom of the email, click a suggested reply. You can then edit the email
before sending it.

UNIVERSITI
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e Add and remove recipients:

a. From an open email, click a
recipient’s address

b. Toadd more recipients, type their &
email addresses

- - ) X X ==

c. Toremove recipients, next to their
email address click X

GO ® —

e Change an email subject:

a.  Next to Type of response reply, click
the Down arrow > Edit subject

b. Type a new subject
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Save and print attachments SECRIHN

e See a full-screen view and print: Click the

attachment to open a full-screen view. To print,

click Print &8

e Download an image or save it to Drive: Pointto

VANILLALAW_COUNSEL

. . NOTIFICATION_-
the preview and click Download #* “followup.pdf

or Save to Drive [

Vv

U].T | di hatiku
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To work offline need to enable Gmail offline

individually in their Gmail settings
1. From your Inbox, choose £ then Settings

Click the Offline tab
Check the Enable offline mailbox
Under Security, indicate how to handle

W

offline content when you sign out of your
Google account

e Keep offline data on my computer
e Remove offline data from my computer

Offline: Enable offline mail
Learn more
Storage: Using 50 MB of 60 GB available for offline mail on your computer
7
Sync settings: Store emails from the las v 30  ays.
90
Download attachmen:._
Security: After logging out of my Google account

A\ Please choose one of the following

Keep offline data on my computer

Data stored on your device will not be deleted when signing out of your
Google account or when changing your password. To delete account
data from your device, disable offline mail and save changes.

Remove offline data from my computer
Data will need to be resynced to your computer when logging back in to
PointStar Mail. It may take a few hours to resync the mailbox.

Save Changes Cancel

M
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What are Labels?
e Use labels to categorize your email
e Labels are like folders, you can apply several labels to
an email
e Open a label on the left of your Gmail window to see all
email with that label
=]
e Nest labels within labels, just like you did with folders k-
e Search for all email with a label
e See labels on email in your inbox to quickly identify
different types of email
UiTMEm M
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Create and apply labels MARA
Create a label:
1. Inthe top right, click Settings and select Settings
2. Click the Labels tab
3. Scroll to the Labels section and click Create New Label
4. Enter the label name and click Create
Tag one or more messages with a label:
1. Select your messages
2. Click Labels
3. Check the labels you want to add to your selected messages and click Apply
Add a color to a label:
1. Inyour Labels list on the left, hover over the label and click the Down arrow
2. Hover over Label color and choose a color
UiTMEra 3. The change is instantly applied to all messages with that label M

] I 39
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Move email out of your inbox
You can also move your email out of your inbox and into labels the
same way you used to with folders. -

1. Select your emalil Move tc

2. Click Move to v _
7 Projects
3. Select the label you want to move your 7 oee
email into

The messages no longer appear in your inbox, but you can find

them by opening or searching for the label.

UiTV M
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Star important emails

e Click Star next to an email in your inbox
or an email within a conversation
e Tolist all your starred email, just click
Starred in the left sidebar % Starred

UiT M M
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Organize your Inbox

£ Primary *2 Social Q Promotions
Google MyBoss Security alert - Sumalthi Shunmugam New device signed in to sumalthi©
. . Google (2), Draft MyBoss Security alert - On Sun, Jan 28, 2018 at 9:30 PM, Google <no-reply@acc

There are multiple ways to organize your
. * Sumalthi Shunmugam (via . G Suite End User Training - Invitation to edit - Sumalthi Shunmugam has invited you
inbox better. To name a few: A . — _

Google MyBoss Security alert - Sumalthi Shunmugam New device signed in to sumalthi@

Mohd Ibrahim Mohd Sidik hitps://www.youtube.com/playlist?list=PLRhkx-SVEqasksaEA-4I0IWpSxfxhB8a5

1. Labels & filters
. Compose
2. Categories Moh brahim Mo Sidk 15655 Declined: ICHIG D&D Discussion @ Wed Jan

Deepa Mahali Decli ICMG D&D D @ Wed Jan 31, 2018

3 I n bOX typeS D Inbox tsuji@icmg.com.sg (2) Declined: ICMG D&D Di @ Wed Jan 31,2018 2
* Starred tsuji@icmg.com.sg (2) Accep ICMG D&D Di: @ Wed Jan 31, 2018 ;
© snoozed - Starred
> Sent * Sumalthi Shunmugam (via . G Suite End User Training - Invitation to edit - Sumaithi Shi
‘ Drafts v Everything else
. B Google MyBoss Security alert - Sumalthi Shunmugam New dev

0ss
Google (2), Draft MyBoss Security alert - On Sun, Jan 28, 2018 at 9:30 PA
Contract

UlTMm Google MyBoss Security alert - Sumalthi Shunmugam New devic
Urgent
Mohd Ibrahim Mohd Sidik https://www.youtube. playlist?list=PLRhk:
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Find emails

Search your inbox Advanced Search

_ e More Search options.
e Type the word you are looking for

in the search box.

Q,  Search mail
From
= M Q - v
To
’ - Subject
O\ m Has the words
Q =
Doesn't have
i - Size greater than - mB -
~
= - Date within 1 day - =
g
-
-’ Search All Mail -
-

[ Hasattachment [] Don'tinclude chats

| di hatiku M
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Signhatures

AR — %

and contact information.

1. Click Settings and select Settings.
2. Onthe General page, scroll down to

the Signature section and compose

your signature. &
3. Use the format bar to add text colors,

styles, links, and even a picture.
4. At the bottom, click Save Changes.

UiT M
D D M
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Filters: Automatically process messages

Q  Search mail
1. Inthe Gmail search box, click the .
Down arrow. -
2. Enter your search criteria, then click o

Has the words

Create filter

Doesn't have

Size greater than - MB -
Date within 1 day - )
Search All Mail -

[[J] Hasattachment [] Don'include chats

UiT

M
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Q_ Contract X
&  When a message arrives that matches this search:
3. Check Apply the label and choose a
[} Skip the Inbox (Archive it)
label to automatically sort incoming O Markasread
e . . [ starit
messages fitting your search criteria
[C] Apply the label: Choose label... -
4. If you'd like messages fitting your s R s
. . . [] Deleteit
search criteria to be automatically T
moved out Of your Inbox’ but Want to be [C] Send canned response: Choose canned response... ~
[:l Always mark it as important
able to access them later, check Skip T
the In bOX (ArCh IVG |t) [[] cCategorize as: Choose category... ~
[C]  Also apply filter to 0 matching conversations.

5. Click Create filter

®

Learn more Create filter

UiT M M
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Organize incoming email in your inbox into separate locations based on the content of the
information. There are up to 5 categories to choose from:
[ Primary Q. Search mail = 5% O G Suite
PY SOC|aI Oo- ¢ : 1-70f 77 > = 0
PY P rom Otl ons & Primary &% Social @ Promotions @ updates ™ Forums
me 3 Self intro - Invitation to edit - trewq On Wednesday, 2 May 2018 16:07:21 UTC+8, Ibrahim Mohd Sidik - TN wr... May 7
([
U pdates O % me .. Alpha3, Mail 24 2 Step Verifications - Message not delivered There was a problem delivering your messagetogo.. B & [ )

o FOTU ms B noname | | [ noname | | B noname | (+3

UiTMe M



Enabling and Disabling Categories

1. Click on the Settings Gear
2. Click on Configure Inbox in the menu
3. Ensure that there are checks in the
checkboxes of the desired categories, click
the Save button
UiT Mz
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Select tabs to enable
Primary Choose which message categories to show as inbox
tabs. Other messages will appear in the Primary tab.
Social
Deselect all categories to go back to your old inbox.
Promotions
Q =
Updates /
Forums

Starred messages

Include starred in
Primary



Moving an email to a different Category

1. Train your Inbox
a. Dragitto the tab you want or

242 Social

Q Promotions

B
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b' nght CI ICk on the messages and Choose MyBoss Security alert - Sumalthi Shunmugam New device signed in to sumalthi@demo.point-si

Move tO tab Declined: ICMG D&D Discussion @,
My Boss Declined: ICMG D&D Dis¢
Click More > Filter messages like these = Peclined: ICMG D&D Discussion @

Click Create filter with this search Accepted: ICMG D&D Discussion @
Choose Categorise as:

Move to tab
Archive
Mark as read

B Delete

My Boss Security alert - On Sun, Ja

>

Wed .lan 31 2018 2nm - 3pm (SGT) (sumalthi@demo.poi

018 2pm - 3pm (SGT) (sumalthi@

Bpm (SGT) (sumalthi@demo.poi

3pm (SGT) (sumalthi@demo.po

gle <no-reply@accounts.google.c

Filter
a. Choose to highlight the email.
b
c
d
e

Assign the category accordingly

G Suite End User Training - Invitation to edit - Sumalthi Shunmugam has invited you fo edit the follc

MyBoss Security alert - Sumalthi Shunmugam New device signed in to sumalthi@demo.point-sta

https://www.youtube.com/playlist?list=PLRhkx-SVEqgasksaEA-410|WpSxfxhB8a5

| di hatiku
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Enable Priority Inbox

B Gompose = =
1. In Gmail, point to your Inbox label and click = & i g " Perentendumiees
the arrow that appears next to Inbox. : o - iy AP -
2. From the Inbox Type menu, select Priority %  Bopt S T i
Inbox. Priority Inbox separates your inbox : Z" :t::; 1
into 3 sections: Contract o Priorty Inbosx
a. Important and unread " M Google 2Step Verifcation turned on - 2-Ste

b. Starred
c. Everything else

UiTM e
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3. If you would like to move any message from B s
Deepa Mahalingam Declined: ICMG D&D Di ion @ Wed Jan 31, 2018 2
Everything else section to other sections, Mohd lbrahim Mohd Sidk W858 Declined: ICMIG DAD Discussion @ Wed Jan
do one of the following options: SN U e e e
tsuji@icmg.com.sg (2) Accepted: ICMG D&D Di: ion @ Wed Jan 31, 2018 |
a. Toadd it to Important and unread, «
Click the importance marker. S S e st e s
b. Toadd itto Starred, click the star —
in between the check box and the subject Google MBS Security alert - Sumathi Shunmugam New dey
of the mail. Google (2), Draft MyBoss Security alert - On Sun, Jan 28, 2018 at 9:30 PA
Google MyBoss Security alert - Sumalthi Shunmugam New devic
Mohd Ibrahim Mohd Sidik https://www.youtube.com/playlist?list=PLRhkx-SVEqasksal

I di hatiku M




4.  Tocustomize Priority Inbox, click on the More as

shown, available options:

a.
b.

C.
d.

Move the messages to another section.
Specify the number of messages to display in

the section.

Hide the section when it is empty.
Add a fourth section or remove a section.

adivel Subathra

viohd Ibrahim M
im, Congratulatii
».com/hangouts
st.sph.com.sg, y
\@test.sph.com

1e bin Google Ci

ragement Analy

him@test.sph.ct
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Show more

In Inbox and

v/ Important and unread

Important
Unread
Starred

More options...

Show up to

5items
10 items
25 items

50 items

Hide section when empty

Add section

Remove section

Lot e

1-25 of 466
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Save time using pre-written replies

1. Enable the canned responses lab
e In Gmaill, click Settings > Settings and Select the Advanced tab

e Scroll to the Canned Responses (Templates) lab and click Enable
e At the bottom, click Save Changes

Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding Add-ons Chat] Advanced [Offline Themes

Canned Responses (Templates)
Create a templated response by saving common messages using a button in compose toolbar. Also automatically © Enable
send templated responses using filters.

UiT M

I
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2. Work with canned responses
a. Open Gmail and click Compose

b. Click More : Canned responses

c. Choose an option:
o Create a new canned response—Click New canned response, name your

response, click OK

o Send a canned response—Under Insert, choose a saved response to insertin
your email

o Overwrite a previously saved canned response—Compose a differentresponse
and under Save, click a response, click OK

o Delete a saved canned response—Under Delete, select the response you wantto
delete, click OK

d. Click Send

UiT M
e D M
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3. Automate canned responses 0 e >
& When a message arrives that matches this search:
a. Inthe Gmail search box, click the [ Skipthe Inbox (Archive i)
[ Markasread
Down arrow
[ starit
b. Enter your search criteria, then click ) Applythelabel: Chooselabel.. -
. . . Forward it add forwarding address
Create filter with this search o am
c. Checkthe Send canned response
[C] Neversend it to Spam
box and select one of your saved [ Send canned response: e e
[[] Always mark it as import
Canned responses Toastbox is here
[C] Nevermark it as importa Sl
d. Click Create filter O Cotegorizeas: Choosec oo
[ Also apply filter to 23 matening conversations:
® Learnmore Create filter

UiT M
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Mailbox delegation

1. The owner can grant access to his team members (delegate)
2.  What your delegate can do:

o Send or reply to emails that were sent to you their email address will show
o Read messages sent to you
o Delete messages sent to you
Manage your contacts
3. Delegates can't do things like:
o Chat with anyone for you
o Change your Gmail password

O
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1. Add adelegate
a. Inthe top right, click Settings

b. Click the Accounts
c. "Grant access to your account" section, click Add another account. Enter theemail

address

d. Click Next Step , send email to grant access
e. The person you added will get an email asking them to confirm. It may take up to 24 hours

for you to see them as a delegate after they confirm

2. Remove a delegate
a. Click Settings
b. Click the Accounts and Import tab
c. Inthe "Grant access to your account” section, click Delete next to the account youwant

to remove

UiT M M



Options for 2 Step Verifications

e Add an extra layer of security to your
account to keep hackers at bay using this
multiple options

e Access using My Account > Sign-In &
Security > Signing in to Google

Authenticator app
Google prompt

Voice or text message
Backup codes

rownNE
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Google prompt (Default) @

A No phone found. It might have been removed due to inactivity or a password change.

ADD PHONE REMOVE

Authenticator app

Authenticator on iPhone
Added: April 3, 2017

CHANGE PHONE

Voice or text message

Verified /4

Verification codes are sent by text message.

ADD PHONE

Backup codes

5 single-use codes are active at this time, but you can generate more as needed.

SHOW CODES
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Understanding and selecting authentication methods

Authenticator app

Only 1 phone
Google prompt Yes Yes, Internet connection More than 1 phone
Voice or text messages Yes Yes, Telecom service Multiple numbers
Backup codes No No Multiple codes options
UiTMEm
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. . Ise - googleguidedept3 Google Groups Logo for Google Grou... Feb 26
e Take note to sign out properly if i i . bR :
you've sign on to any other 2 - trainingwithGG2 Google Groups Logo for Google Groups ... Feb 22
desktop/workstation other than
yours s new responses. - 1 new response Hi, Your form G Suite - T... Feb 22
e |f you just close the browser, the deltal@test.sph.com.sg has invited you to contribute to the... Feb 21
account is still accessible by others
- Lunchtalkguest Google Groups Logo for Google Groups C... Feb 21

e In case you did not sign out

properly, here are alternative for Last account activity: 25 mi
you | ‘ [Detalls

e Click at Details and click on
Sign out all other Gmail web
sessions.

UiT Ve M
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Please confirm your Twitter account by clicking this link:

1 . Ph | S h | n g em al I hitp-/itvatter gomaccount/confirm email/

\> hitp #05kgatnrj@s0snah9 phish farm/cmViaXBpZWS0X2IkPTI20DQxNigwiNiz

For desktop/laptop
e Check the email address of the sender carefully
e The email usually has poor grammar or spelling errors
e Never click on any links or open any attachments in an email until you are sure that it is not a
phishing email.

For mobiles
e Do not click on the links and open the attachments in a new browser
e Instead click and hold as your mobile will show the actual links
e |[f the links seems to be suspicious looking string of characters, the email is likely to be malicious so
delete it.

UlT |di hatiku
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2. Spam email

Gmail automatically identifies spam and other suspicious emails and sends them to Spam. If an email was incorrectly marked as
spam you can unmark that emails as spam and vice versa.

5:29 PM (0 minutes ago) - -

& Reply
Move over, Windows: Google and Apple are movin' in [Newsletter Comp Versiol » Ftrword

DeadLine  x ne Filter messages like this

Print

Windows Secrets <Edtor@windowssecrets com> 402 PM (2 minutes ago) Add Disqus to Conta
Delete this mes
Report spam

Be careful with this message. It contains content that's typically used to steal personal information. | Report phishing

Report this suspicious message Ignore. | trust this message ce Show original

Message text garbled?
If your softnare garbles thiz newsletter, read this issue at WindonaSecrets.com. Translate message
e Mark as unread

UiTM e M
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A. Unmark an email as spam
I. ~ On your computer, open Gmail
iIi.  Onthe left, click Spam. If you don't see Spam, click More
i. Open the emall
iv. Atthe top of the page, click Not spam

B. Mark emails as spam
v. Select the emails
vi. Click Report spam

di hatiku M



3. Spoofed email addresses

by

a. What this means *®

The email address of the sender does not match the company’s
name

b. What to do if you see this
Don't reply to the email or open any links

| di hatiku
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Re: enquiry ¥ © v
. @ Sep 15, 2015, 7:17 AM
o \ Example #1:

@ liquidweb com” <[@liquidweb.com> Sender emall address does not match the sender
name or the content of the message.

Dear Manager.
We are alu. casting factory supplying variety alu. casting parts.

We've producing refrigeration compressor connecting rod and pistons for many
years. And we also provide OEM alu. casting parts with mould exploring.

If you are interested in these parts. please contact me.

Best Regards!

Katrina /
Yong Neng Industrial

Add: Buzhen Industrial Zone, Gulin, Ningbo, China
Tel: 0086-574-13305740742
Fax: 0086-574-83090307
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Gmail on Mobile

e Download and install the products below (or just a select few) from Google Play (Android
devices) or App Store (iOS devices)

e If an app isn’t available on your Android or iOS device, or if you're using a different type of
device, access through your mobile browser similar to your desktop computer

e The following Google Workspace services are available on mobile devices

MDD RBD

UIT | di hatiku
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Gmail limitations

Messages per day 2,000
Daily sending limit*
Recipients per message 2,000 (500 external)
Addresses in the To, Cc, and Bcc fields of a single
email*
Attachment size limit (sending) 25MB
Attachment size limit (receiving) 50MB
UiT M M



Password Manager

e Users can have Chrome remember your
passwords for different sites

e Creates a random password the firsttime
user log into a new site

e Chrome offers to store the password
within the browser

e Chrome will use that stored password to
log in

tiku
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Google
Hi Norelis
Q eliss@ uitm.edu.my ~
Enter your password
[ -
®
| ceereessanceen
@ llllllllllllll
®

Manage passwords...
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1. Sign in with a saved password & Passwords ® Q searchpasswords
a. Go to a site you've visited before
. . R Offer to save passwords 9
b. Inasign-in form, click the username
. Auto Sign-in
fleld Automatically sign in to websites using stored credentials. If disabled, you will be asked for @ .
. . . confirmation every time before signing in to a website.
c. Choose the sign-in info you want to ’ o
use View and manage saved passwords in your Google account
2. See, delete, or export saved password
Saved Passwords
a. Open Chrome
b_ C||Ck Prof”e > Passwords Website Username Password
c. See, delete, or export a password: oegpeem L oeeew *
i. See -to view the passwords e e e °
ii. Delete - to remove password I e— ®
iii.  Export - password will be e ] e -
visible
TN T ore info : https://support.google.com/a/users/answer
UiTV M fo : https:// t I lal / /925974
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Work with Google Calendar

How to view your calendar

Manage schedules and tasks for teams
Find the best time for internal meetings
Keep track of your time with a daily agenda
Email your attendees

Limitations

Troubleshooting

UiT Ve E
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Events on calendar

Tobay < > Jan-Feb2018
There are few ways to identify 28 29 30

events in the calendar look

Weekly view

1. Nofill box - Not responded ._L -
—

2. Slanting lines - Maybe

3. Solid colour box - Yes .
4. Strikethrough - No

B
UiTV I 31




Monthly view

4. Fraining

- Maybe
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- Yes =

-No =

idar Topay < > February 2018 Q  Month ~ £
Sun Mon Tue Wed Thu Fri
= O r eS p O n e [— 28 29 30 31 2
P 2pm Google Guides Works 2pm Google-Guldes Works
:30am Google Guides Wo & 12pm Google Guides w
7 8 9
11 42 13 14 15
18 19 20 21 22 23
25 26 27 28 1 Mar 2
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Check guest attendance

See who has accepted or declined your event invitation:

e Open your event and in the guests field, see ==
responses from your guests

e If you invite a group to an event, click the S o
Down arrow to see responses from your FQ ne;and
guests B

)

UiT M I31
P D
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Delete/Restore Events

Delete an event:
e Click the event in your calendar grid and click Delete

Restore an event you deleted by mistake, or permanently remove deleted events:
1. Tofind your deleted event, click Settings > Trash
2. Hover over the event and choose an option:
a. Check the box next to the event and click Restore
b. Check the box next to the event and click Delete
3. (Optional) To delete all events in your trash, at the top right, click Empty trash

[l Empty trash

Events in Trash are defeted after 30 days

S [m 1 item selected

Tue, Nov 27 1:30pm Weekly Sales Meeting Me Wed, Dec 26 E
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Share the Calendar
Share your calendar - .
1. Click Settings > Settings sh h " '
2. Onthe left, select your calendar and then click PR RSReEEReene
. . Sf_"l'l'..' sharing cptions may have been turned Uf' fU:’ your organization by your
Access permissions i e o
3. Select how you want to share your calendar: S
a. Check the Make available to public box
b_ CheCk the Make available for My Sumalthi Shunmugam X Satisswaran Virasagaram X lﬁ
Organization box
See only free/busy (hide details)
4. For each specific person, click the Down arrow, .
See all event details
choose Permissions Make changes to events
d

Make changes and manage sharing I

UiT M I 31
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Shareable Link

You can get a HTML link to your calendar that you can share
with people.
1. Click Settings > Settings

Access permissions

2. Onthe left, select your calendar and [ Make available to public i o A e
then click Access permissions Make available for PointStar Pte Ltd See all event details ~
3. Tosend a shareable HTML link to S sharedhibilink

people, click Get shareable link >
Copy Link

4. Paste and send the link

UiT M I 31
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Share with people who do not use Google Calendar

UiT M

Hw

In the Share with specific people section, click

Add People
Enter the email address or names of the people

you want to share your calendar with

Click Send
If the person you're sharing your calendar with

doesn’t use Calendar, click Invite to send them

an invitation to use it

Invite people

The following people do not have Google
Calendar accounts:

* markspencer@joint.com

Would you like to invite them ?

Do not invite Invite

L
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View other people's calendars
Add a team member's calendar:
1. On the left, click Add a coworker’s calendar :‘:‘ '-" _f'j | —] ==

and enter the person’s name or email
address

2. Select the person from the list

3. If set up their calendar for sharing, it appears
in your list of calendars. That person's events

CBO

also appear on your calendar
4. If the person doesn’t have Google Calendar,
add a request and click Send Invite

UiTMEEEm I 31



5.  Quickly schedule events by checking your
coworkers’ availability:

a.  Toview a coworker’s calendar next to
yours, check the box next to the name

b. Toview several coworkers calendars at
once, check the boxes next to the
names

Cc. (Optional) Toview only your calendar,
hover over your calendar name and

click More > Display this only

UiT M

Add calendar

My calendars

Satisswaran Virasaga...

Birthdays
Point-star Malaysia
Project Team Calender

(] Reminders
(] Tasks
Other calendars

() Holidays in Malaysia

SN
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2PM
3PM
Display this only
Settings and sharing
0 000
0900000
0990000
0090000
+

L
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Create and share team calendar
In addition to your own calendar, you can create shared
calendars to track group activities, such as project schedules, s |

or coworker vacations.

Add a coworker’s calendar +

Cl'eate a team Calendar ' calendars

&=
1. On the left next to Add a coworker's

New calendar

calendar, click Add > New calendar

Name the calendar and add a description
Click and select Time zone —_—

w N

4. Add people under Share with specific

people

kanchan@point-star.com
Organization
13 T b e PointStar
|(ff hatiku 31
CREATE CALENDAR
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Find the best time for internal meetings
GUESTS ROOMS EVENTDETAILS FIND A TIME
1. Find atime: When
Add guests TODAY < > Monday, Apr2,2018
addlng event o sumalthi@demo.point-star.com Mon sumafthi@demo.point-star.com
® Organizer 2 10:30am
2. Suggested times: When @ PeesVanslingan
-4 Shahikhmal Mansor IMT+08

addlng gueSt ' Izani binti Zainal * _
‘ Sumalthi Shunmugam *

11am

3. Calendar overlay: Add

* Calerdnr annnat ha ahauin AV
Apr 2,2018 10:30am

a n Othe r COWO rke r’ S All participants can attend

Apr 2,2018 11:00am

All participants can attend = .,
H ange Mgr TS
calendar and check their Guests  Apr2,2018 11:30am s 9~ 10am

All participants can attend

D 9:30am — 12:30pm :
H HH Apr2,2018 12:00pm Lunchtime talk material busy
avallablllty n All participants can attend ?eov:,:', o 10 - 11am

Ui TMEmmm
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Get your daily agenda in your inbox
1. In Calendar, go to Settings > Ganarslnshificatione
Settings New events - A
. Someone sends you an invitation to an event
2. On the left under Settings for my
Changed events Emailt
. Someone changes an ever
calendars, click your name and go AN ATy m—
. . Canceled events :
to Gen eral nOtlflcatlonS Someone cancels an event Email  ~
3. Inthe Daily Agenda field, clickthe Event responses , g e Email
Guests respond to an event for which you can see the guest list
Down arrow next to None and Baiknrentia Tea

Receive an email with your agenda every day at 5am in your current time zone

select Email

E
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Email your attendees

To email your attendees on certain updates:

Email guests

1. Click edit on created events Awsifiigresponse L1}

Send copy to me

2. Click on Email guest

" Shahikhmal Mansor X [E]

Add email or name
Guests Rooms

Subject

Meeting
Add guests

Message

1 guest =
1 awaiting @

Shahikhmal Mansor

0/2400

Guests can:

]  Modify event

Event information will be included in the message Cancel Send

Invite others

See guest list I 31
UiT M



How to import ics file to Google Calendar

UiT M
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. Open Google Calendar.

In the top right, click Settings @ Settings.

. Click Import & Export.
. Click Select file from your computer and select the file you exported. The file should end in

"ics" or "csv".
Choose which calendar to add the imported events to. By default, events will be imported
into your primary calendar.

. Click Import.

E




Limitations

Sending invitations to external guests 300

Sending invitations to internal guests (using Up to 100,000
Groups)

More info: https://support.google.com/a/users/answer/9247501

UiT Mz
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Chat

1. Whether in a 1:1 chat or a dedicated group workspace, Google Chat
makes it easy to collaborate with your team in an organized way.
2. Share and discuss files in Google Docs, Sheets, and Slides all in one place.

3. Add Chat to your Gmail inbox and get all the features of Chat directly in Gmail.

UiTMV
P D




What can you do with Chat?

Send direct message & group

Create Room and start Conversations
Start Multiple Conversations in a Room
Bots

Collaborate in Chat

B
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Send Direct Message & Groups

- Q
Send a direct message to someone:
Search for people —e  Find people, rooms, bots Q
e Click Find people, rooms, bots Send a direct message — | [ Group meseage
! i ! ’ to a group
e Enter a name or email address tSend a direct message
. 0 someone
e Enter your message and click Send — : |
(] B>

Send a direct message to a group:
Hide a direct message ——e| @ Hide conversation
¢ Click Find people, rooms, bots > Group Message
e Enter names or email addresses or select contacts
e Click Start DM.

tikcu
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Create a Room

MARA
e Chat with your co-workers, share files @
and other online resources, and work
. X  Person, rcom, or bot
together on team projects.
e Conversations are organized into different
conversation thread in rooms, so you and s (Credte Boom

your team can discuss multiple subjects at
the same time.
o Onthe left, click Find people,

rooms, bots > Create Room

o Enter a room name and click Create.

UiTVr
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Browse your rooms:

a  Tofind a room you’re invited to join,
click People, rooms, bots > Browse
Rooms.

Join aroom:
b.  Preview the room before joining it:

i. Hover over the name and click Preview
ii. Youcan read the conversations but you
can't participate in the discussion or

receive notifications.

ii. Click Join if you decide to join the room.

UiTVr
I D
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@ v

X Person, rcom, or bot

Browse Rooms

J

o Preview +
+



Remove yourself from a room:

c. Select the room name and click Down Arrow > Leave
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Start multiple conversations in aroom

Start a different conversations in aroom:

e Scroll down to the end of the page and click @ '
New conversation.
e Under New conversation, enter your message and O
click Send = b4
e You can create as many new conversations in the room as -
you like.
k3
Send a direct message to someone in aroom: -

e Click the Down Arrow > View members.

e Hover over the person you want to send a direct
message to and click More > Direct Message.

e Enter a message and click Send.

UiTM e
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Bots

1. Whatis Bots?
a. New way to chat with application.
2. What Bots can do? L ] Solo?:e?"veﬂsormw in Drive
a. Bots helps you to book meetings, check your
calendar, collaborate with your Google Drive
b. Chat directly
c. Add bots to specific rooms o Meet BOT
3. Types of Bots : Q
a. Google Drive
b. Meet

An intelligent scheduling assistant from Google

UiTM
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Collaborate in Chat

1. Start a video meeting
2. Add files to conversations

3. Searchin Chat

UiTV e




1. Start a video meeting

1. Inachat conversation, click Add video
meeting > Send.

2. Tojoin the video meeting, click Join
video meeting > Join meeting. »

UiTM e
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G

Q Join video meeting

e >
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2. Add files to conversation
Reply to an existing conversation or open a new conversation and
choose an option: +
o If you want to attach a file on your
computer, click File upload . Lx G
o If you want to attach a file from Google Drive, -
Q Join video meeting
click Add Google Drive file & ° -
o  Attach the file and click Send send. o8
UiT M ' |
P D
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3. Search in Chat

Look for content, such as videos, documents, presentations, and

more.

1. Click Search Q and enter your search query.

2. Under Choose Where To Search, select a b ¢
contact or room or click All rooms and direct e m W o B @ B
messages and press Enter.
3. (Optional) Tosearch for a specific contact, image
or file, click the profile or service image. If your ©
& GO TO CONVERSATION

search query has results, a reference appears.
4. Click Go To Conversation to see the original
conversation.

UiT M
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Manage Chat

1. Hide chats

2. Set up notifications

3. Turn notifications on or off

4. Manage chat history
UiTMeEeza
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1. Hide Chat

On the left, hover over the direct message and click More @

: > Hide O.
G
**If you hide a chat and then chat with that person 2
or group again, your chat history reappears (if it's G
turned on). -
UiTMV
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2. Set up notifications

1. Go to Settings Q > Notification settings.
2. Nextto Web and Mobile, click the Down arrow

and choose an option:

a. New conversations and those I've replied to @ o
b.  Conversations I've replied to HORTSIOH avtDNos
c. Only @mentions & direct messages
d. Off
3. If you want to be notified by email if you haven't read a

conversation in 12 hours, next to Email, click the Down arrow
+ and choose an option:

a. Only @mentions & direct messages
Off

UiTNV 4. Click OK.
e




BRI

UNIVERSITI
« TEKNOLOGI
MARA

3. Turn notifications on or off

For conversations—On the right of a direct o)
message, click “Following” to receive
notifications.

For rooms—oOn the left, hover over the S

room and CI|Ck More > NOt|f|Cat|0nS on ‘ or B Tum off notifications
Notifications off &
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4. Manage chat history

Click History off to turn history on. @
2 : o) | .
Click History on to tum history off. + o
**[f you turn it off, new -
conversations are permanently
deleted in 24 hours. O vesssoe detetedin2anons @@

Currently, you can’tturn the
conversation history on or off for a
room.

UiTMEiza _
More info : https://support.google.com/a/users/answer/9247502
P D




Work with Google Meet

Start or join a video meeting on a mobile device

Schedule a video meeting

Add or view patrticipants or present your screen

Raise your hand, take a poll, and more

UNIVERSITI
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Meet

Hold video meetings with people inside or outside of your organization.
Examples: Video conference with international teams, hold remote interviews, conduct webinars, and

more.
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Start or join a video meeting on a mobile device

In the Gmail pwj or Meet app (-

In Meet, you camn:
™ = Bl Open options for starting a new meeting.
== . 0 " - »
= —— | Jgin an existing meeting with a code or
G nickname.
:il . .
4 | Join a meeting on your calendar.
= . L
‘ ' (] Share joining info.
Ck Create and start a meeting instantly.

In Gmail, open Meet k.

Note: If you don't see Meet [ in Gmail, select Settings {83 » See all settings > Chat and Meet > Show the
Meet section in the main menu » Save Changes.

D | e
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In the Google Calendar app E3:

D o

Open an event, Tap Join with Google Meet.

ULT M o4
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Schedule a video meeting

In the Meet app g@ or on a computer {mobile app shown):

(¥ —
e
Tap New meeting » Add the event details and tap Save.
Schedule in Google Calendar. The event includes a link to the video

meeting.

Ui TV
EEEE———S—S,S,




In the Calendar app B

[ — |
o
O
O -
0 ‘
Tap Create +. Tap Event [3]. Tap Add video

conferencing.

7
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5

s
e

Add the event details and
tap Save.
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Add or view participants or present your screen

In the Meet app &M, during a meeting:

« To add people to the call, tap Add others 2+ »
Share joining information. By In-call, you can see
the participants.

» To chat and see the meeting thread, tap In-call
messages K.

» To present and share files on your screen, tap
Share screen [x].

Tap More : for options.

UHT M w
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In Meet on your computer, during a meeting:

To share your screen, click
Present now [+].

To see participants and add
people, click Show everyone 22,

To chat with participants, click
Chat B.

To add participants, click Add
people.

View the list of participants.

© 000 @

UHT M oo
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Raise your hand, take a poll, and more

In the Meet app La:

To ask a question, tap Raise hand .  To take a poll or start a Q&A session,
For more options, tap More & . tap More @ » Activities & .

UiT M
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In Meet on your computer:

O 6 0 ©

To ask a guestion, click Raise

hand @

To change your background and
other options, click More &

To create a whiteboard and other
options, click Activities & .

Split into breakout rooms, take a
poll, start a Q&A session, record
a meeting, or create a
whiteboard.

UNIVERSITI
=< TEKNOLOGI
MARA



B

UNIVERSITI
« TEKNOLOGI
MARA
Limitation
Number of participants 100

More info : https://support.google.com/a/users/answer/9282720

1i hatiku u
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What can you do with Drive?

Upload and store
Sync and access
View and update
Organize and search
Share and collaborate

UiTM




Stay Connected from Anywhere

UiT M

Be Secure Online
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Work Better Together
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Why Google
Drive?

e Collaboration

o “Where is the
SAVE button?”

e One Source of
Truth

e Anytime,
anywhere, any
device

UiTMERzE




Working with My Drive

1. Private Folder
'g My Drive

v B wyWork Files u

v B shared with Others

2. Shared Folder

3. Files inherit sharing

access from folder
v B Shared with My Boss

» B8 shared with My Dept

v I shared with My Team

Ui T M
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Name

Bl Projects Schedule and Updates &%

| KPI for FY18 &% e




What i1s Shared Drives?

® Shared spaces

® Files belong to the Drive

members

e Even if members leave, the files

stay

UiT M

&, Drive
4 New

Priority

» My Drive

> @ Shared drives

2 Shared with me

WL
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Q_  Search Drive

Shared drives

% Sales/Marketing Materials

" Technical Whitepaper
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Recommendation on when to use which drive

Qo

My Drive

Shared drives

UiTM °
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Key points on Sharing files @S MarA

@ A~ X
Set expiration

Access expires:| 30 days v | 7/28/18, 11:59 PM Cancel expiration

Drive currently) 7 days
v~ 30 days

1. Set expiry period when sharing (only in My

wvner settings Learn mo

_ Prevent editors from ¢

 Disable options to download, priht, and copy for commenters and v ewe!
1 recipient doesn't have a Google account

Custom date...

2. External parties need Gmail accountto mark@pointcom
. (e Send an invitation
access S h ared fl Ies Recipient must sign in with a Google account within 14 days to edit. Anyone with

this invitation will have access

~ Send the link (no sign-in required)
Tumn link sharing ON. Anyone with the link can view

- e

Ui TV
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Enter names or email addresses...

3. “Prevent viewers/commenter from Owner settings: Leam mors
| Prevent editors from changing access and adding new people

download ) prl nt or copy a file” (My | Disable options to download, print, and copy for commenters and viewers

Drive) [ oo |

This Drive file isn't shared with the recipient

Your recipient may not have access to the file you inserted from Drive. You may
need to share the file from within Google Drive.

4. Warning when forwarding email with
J J

Cancel

shared files

UiTM
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e Uses machine learning to suggest
Priority
|— New
Priority
Priority Copy of Copy of Viookup & Pivot... : Pri
1. See files and comments that need
4 My Drive
attention — ' o
» g Team Drives : sl
2. Access files you need through
=
suggestions and workspaces a»  Shared withme -
. e You edited In the past year ° Yo
3. Sort them in workspaces (©  Recent
4. See comments and suggested Open Open
Y  Starred
actions e

UiTV e
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I_ - Priority
Priority Copy of Copy of Viookup & Pivot... * Project timeline H B Project proposal
1. Organizes files to Workspaces VB o e ———
| e e |||
2. Gather a private set of working files P— P £ —_— h Y
. B e @ You edited in the past year @ voucreated in the past year @ You opened in the past year
3. Doesn't affect storage location or P
. . i Rl Workspaces
permissions
¢  Storage
Contracts and Proposals ~ Customer-ABC Technologies ~ Personal -

1,000 KB used

4. Create personalized workspaces from My Sy Bty g S i 8 New

Dnve & Shared Dnve Bl Project proposal O offinemov B Tan

B Gsuite Guidelines B  Project proposal B sam
Project timeline

2019 Week2

View 1 more View workspace View worl

|di hatiku




What can you do with Docs?

Create or import
Edit and format

Share the Doc

1.
2.
3.
4.

Ui M

Print and download

BRI
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Create a new Document

4+ New

You can create a new document right in Docs or in Google

Drive.
1. In Dacs, click Create new document Pl
2. In Drive, click New > Google Docs > File upload
Fold load
Blank document or From a template. Greripoe
Blank document
B Google Docs >
From a template
Google Sheets N
[ Google Slides >
More »

UiTM E
P D
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https://drive.google.com/
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Import and convert old documents to Docs

1. Goto Drive.

[Partners] Going Google Intranet Annoucement Email [Word].docx

2. Click New > File Upload and choose a

text document from your computer. © Preview
. . 0:* Open with b
Supported files include .doc, .docx, .dot, B Google Docs
+: Share... Suggested apps
.html, plain text (.txt), .odt, and .rtf. & Rebeiaraabiilil Luikiin PDE
3. Right-click the file you want to convert B Moveto. Zoho Writer
. W Add star
and select Open with > Google Docs. 4 Connect more apps
Rename...

di hatikcu E
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Edit and format

e Add and edit text
Rename your document: At the top of the page, clickUntitled
document, enter a new title, and click OK.

Add or edit text: Just click in the page and start typing. y Untitled Document o

File E Insert Format Tools

o~ m P 0% - QMW =
e Add colours and styles

To change margins, page color, and orientation, click File > Page setup.

Use the toolbar to customize your document further.

|df hatiku E



Here are some highlights:

100% «

Normal text

Aral 10
B 7 U A-
[=-]
=]

i
1]
]
o

3
4

Undo or redo your last changes

Copy formatting from one section of text and apply it to another section

Zoom

Assign styles for headings and titles

Change font and font size

Add bold or italics, underline, or change the font color

Insert a link for selected text

Insert a comment

Choose text alignment

Choose line spacing, bulleted and numbered lists, indents, background colors, and other tools.

5T
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Add pictures, links, tables and more
p ’ ’
i P Image >
Table >
The Insert menu lets you add different features to your document. &3 orawing..
Here are the highlights: [1] chart >
Image—Insert an image from your computer, the web, or Drive. " Herzontatiing
Footnote R +Option+F
Link—Add a link to another page or to a header or bookmark in the same document.
) i ) o () Special characters...
Drawing—Create shapes, pictures, and diagrams right in your document. :
T Equation...
Table—Select the number of columns and rows to create a table.
Header & page number -
Bookmark—Add shortcuts to specific places within your document. D Break .
Table of contents—Create an auto-generated table of contents that links to each heading in your —— 58K
document that has a headingstyle applied.
Ed Comment #+0Option+M
Bookmark

Table of contents >

| di hatiku




Create page columns

If you’re working on an academic paper or another large document, you can

organize your text in columns.

Create page columns:
1.
2.

Click Format > Columns

Select the number of columns
(Optional) To adjust the spacing, or add
lines between column, click Format >
Columns > More options

Click Apply

Format

Paragraph styles
Align & indent
1= Line spacing

EZ Columns

Bullets & numbering

M image

MRTIGESE
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More options...
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Share with others Get shareable link (¢

Share the Document

People

; 3
Enter names or email addresses... s -

Share a file you own or can edit:
1. Open the file you want to share i
2. Click Share
3. Enter the email addresses or Google Groups you want to share with
4. Choose what kind of access you want to grant people:
o Can edit—Collaborators can add and edit content as well as add

comments
o Can comment—Collaborators can add comments, but not edit
content
o Can view—People can view the file, but not edit or add comments
5. Click Send

6. Everyone you shared the document with receives an email with a link to the document

UiTM i




Add comments and replies

1. Select a section of text

2. On the toolbar, click Add comment
3. Add your notes and click Comment

4. If a comment is important for a specific
collaborator to see, enter + followed by their
address. They'll get an email with your comment,
along with a link to the document

5. When you're done with a comment, click Resolve

UNIVERSITI
<< TEKNOLOGI
MARA

n Satisswaran Virasagaram
| Cosmm—" ]

+satiss@demoenterprise.point-
star.com

. Assign to you

Your +mention will add people to this
discussion and send an email.



Suggest edits

1. Inthe top corner, make sure you’re in Suggesting

mode

2. Tosuggest an edit, begin editing Your suggestions

%INIVERSITI
> EKNOLOGI
@ MARA

. Editing

Edit document directly
Suggesting

Edits become suggestions
Viewing

Read or print final document

appear in a new color, and text you mark to delete or a

replace is crossed out (but not actually deleted until

SingaporeTravet-Broohire

the document owner approves the suggestion).

3. Click any suggestion, you can Accept or Reject it.

Satisswaran Viras...
4:18 PM Today

X

Replace: “Travel Brochure” with

*Singapore”

Reply...

UiTM



Chat with people directly

e You can collaborate in real time over chat

e If more than one person has your
document open, just click Show chat to
open a group chat. &~

e You can get instant feedback without ever

leaving your document

@ :

B [ PrResent ~ m

Satisswaran Virasagaram has opened the
document.

BT
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23 (2) Kanchan Menon, Satisswaran Virasag.. X
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Print and download

To print your document, do one of the following options:

e Click File > Print.

File
e Click Print
>
In the preview that appears, you can scroll through your document on the right, or
choose print options on the left.
= Print

UiTV e
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Download versions in other formats

To download your document so it can be opened by other programs, click File > Download as

and choose one of the following formats:

.

e Microsoft Word (.docx)
e OpenDocument Format (.odt)

e Rich Text Format (.rtf) W A S

e PDF Document (.pdf) =
e Plain text (.txt)

e \Web page (.html, zipped)




Make a copy in Docs

e Copying a document is useful for

creating templates

e Tomake a copy of your document, click
File > Make a copy

® You can rename the copy, change
where you save it in Drive, and
optionally share it with the same

collaborators

&
o e

+@

R
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Preview

Open with >

Share...

Get shareable link
Move to...

Add star

Rename...

View details

Make a copy

4 O

Download

Remove
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Email a copy as an attachment

If you need to collaborate in a different program or Email as attachment
format, such as Word or PDF, you can email it as an Attach as
attachment. -

Microsoft Word (.docx)
Rich Text (RTF)
HTML

1. Click File > Email as attachment

Plain Text

2. Select aformat | open Document

Paste the item itself into the email

3. Enter the email addresses or Groups you want
to send copies to

4. (Optional) Enter a message

Send a copy to myself

5. Click Send =R

More info : https://support.google.com/a/users/answer/9282664

UiTVER
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What can you do with Sheets?

UiTM

Create or import
Add content
Share your Sheet

Print and download
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Create a new spreadsheet

4 New
e From the Sheets homepage:
Click Create new spreadsheet Folder
File upload
. Folder upload
e From Goodgle Drive:
. B Google Docs >
Click New > Google Sheets > Soogle Sheets X Blank spreadsheet
Blank spreadsheet or From a C  Google Slides > From a template
More >

template

UiTM e



https://sheets.google.com/
https://drive.google.com/
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Import and convert old spreadsheets to Sheets

1. Goto Drive

2. Click New > File Upload and choose a “

text document from your computer | openwith >| [ Google Sheets

3. Right-click the file you want to convert

and select Open with > Google

Sheets
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Edit and format
1. Rename your spreadsheet: Click Untitled © Untitled spreadsheet
spreadsheet and type a new name. © st
Row above
. . Row below
2. Enter text or data: Click a cell and start typing. e
Z Column right
i - i Celis and shift down
3. Inser_t more |tem§. Click Inserf[ and add notes, o — | e
functions, charts, images, drawings, and more. New sheet
4 B Comment
Note: To see which functions are available, see the Google spreadsheets : Nate:
function list. = Binck
[la] Chart...
4.  Customize formats and fonts lad] Image. .
CD Link...
In your spreadsheet, select the cells you want to customize, then use the menus and toolb E ST
Drawing...

to change their formats.

UiTV e



https://support.google.com/docs/table/25273
https://support.google.com/docs/table/25273

Work with rows, columns and cells

1. Add rows, columns, and cells—Select a cell or block of cells. Then, onthe

menu bar, click Insert and choose where to add the row, column, or cells.

2. Delete or hide rows and columns—Right-click the row number or column ©

letter and select Delete or Hide.

3. Delete a cell or a block of cells—Select the cells you want to delete. Click o

Edit > Delete cells and shift up, or Edit > Delete cells and shift left.

4. Move rows and columns—cClick the row number or column letter to selectit.

Then, drag it to a new location. 4]

5. Freeze header rows and columns—Keep some data in the same place as

you scroll through the rest of your spreadsheet. On the menu bar, click View @

UiT Ve Freeze and choose an option.
e ]

>

UNIVERSITI
<< TEKNOLOGI
MARA

Insert

Row above
Row below

Column left
Column right

| Cells and shift down
]

Cells and shift right
AT

Delete column

>

HoWw N -

Hide column

Edit

Delete cells and shift up
Delete cells and shift left
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Work with multiple sheets

e Add a sheet: At the bottom of your spreadsheet, Delete

Duplicate
click Add sheet to add another sheet.

e Delete or copy a sheet: Open the sheet. Then, at

the bottom of your spreadsheet, on the sheet'’s -
Add sheet

b

tab, click the Down arrow , and select Delete or

Duplicate.

UiT M
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Share Your Sheet
N/

1. Open the file you want to share

2. Click Share —@—com X # Can edit ~

v Can edit

Share with others

3. Enter the email addresses or

Can comment

Google Groups you want to share with Can view
4. Choose access:” e
o Can edit—Collaborators can add and edit content as well as add comments.
o Can comment—Collaborators can add comments, but not edit content
o Can view—People can view the file, but not edit or add comments

5. Click Send

Everyone you shared the document with receives an email with a link to the spreadsheet
| I
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Add comments and replies

1. Select a section of text

2. On the toolbar, click Add comment \l, o
1=

3. Add your notes and click Comment A

1 B, Cassy Smith
4. If a comment is important for a specific
collaborator to see, enter + followed by their
address. They'll get an email with your m Cancel
comment, along with a link to the document .

5.  When you’re done with a comment, click

Resolve

UiTMemea
R O
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Print and download

To print your spreadsheet, do one of the following options:

e Click File > Print.

e Click Print

u |

9

You can choose which sheets to print, what features to include, and which

f\;

layout you want

UiT M




Download versions in other formats

To download your spreadsheet click File > Download as and choose one of

the following formats:

Microsoft Excel (.xIsx)

OpenDocument format (.odt)

Adobe® PDF document (.pdf)
Comma-separated values (.csv)
Tab-separated values (.tsv)

Web page (.zip)




Make a copy in Sheets

e Copying a document is useful for creating

templates.
e Tomake a copy of your document, click File >
Make a copy.
® You can rename the copy, change where you save it

in Drive, and optionally share it with the same

collaborators.

UiT M
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data sheet i
File Edit View Insert F

Share...

New > |
Open... 3#0 |
Import...

Make a copy...

Download as >

Email as attachment...

Version history 4

Danamao
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Email a copy as an attachment

If you need to collaborate in a different program or format, such as

Excel or PDF, you can email it as an attachment. vl aratachment

Attach as

PDF ~

1. Click File > Email as attachment

PDF

Microsoft Excel (.xIsx)

2. Select a format Subject

data sheet

Message

3. Enter the email addresses or Groups

you want to send copies to

4. (Optional) Enter a message

5. Click Send - =

More info : https://support.google.com/a/users/answer/9282959
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What can you do with Slides?

1. Create or import
2. Add content

3. Share your Slides

4. Present, print and download
UiTMEEEa
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Create new document

e From Slides homepage: Click Create new

presentation
e From Gooqgle Drive: Click New > Google

Slides > Blank presentation or From a & Drive

template. e |

Google Slides

UiTV
] D


https://slides.google.com/
https://drive.google.com/
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Import and convert old presentations to Slides

1. Goto Drive

2. Click New > File Upload and choose a text s

document from your computer = openwith > [ Google Sides

3. Right-click the file you want to convert and

select Open with > Google Slides Get link

UiTM E
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Choose a theme

® Choose a theme to give all your slides the
same background and text styles for a ——
consistent look and feel. = =
e [or theme suggestions, click Explore | | g
—

and click a layout.
1 I .

UiT M
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1. Rename your presentation: Click Untitled
presentation and type a new name.

2. Add text: Click Insert > Text box to add new text
boxes,

3. Add images, videos, and more: Click Insert to add
images, videos, shapes, slide numbers, and other
features to your presentation.

4. Add notes: Use speaker notes to keep track of your

talking points for each slide.

UiTM
e D
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@) Untitled presentation

Rename Insert

e Text box

9 [ad] Image...

co Link...

= B Video...
AR Word art

\\ Line >
(gg Shape -

Table B

@) Click to add notes




e Tochange the size of your slides,
click File > Page setup.
® Use the toolbar to customize your
presentation even more.
Note: Text-related controls only appear on your

toolbar when you are typing in a text box

UiT M
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Layout
Theme..
Transition...
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Create new slide

Undo or Redo your last changes.

Cepy formatting from one section of text and apply it to another section.

Zoom in or out.

Select an item on your slide.

Add a text box, image, shape, or line.

Change your slide's layout.

Change your presentation’s theme

Add transitions between your slides.

Change font or font size.

Add bold. italics, underiine, and font color

Insert a link for selected text.

nsert a comment.

Cheose text algnment

UNIVERSITI
EKNOLOGI
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Choose line spacing, bulleted and numbered lists, indents, background colors, and other tools.
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e New slide— click the + button in the toolbar.

You can choose a layout for the new slide by © - -
clicking the Down arrow \ I
\

e Move slide—Drag the slide you want to

move to a different position in the

presentation &l

] ) _ ) _ i @ Duplicate slide

e Duplicate slide—Right-click the slide you Move 2 slides @) Delete side

want to duplicate in the sidebar and select I

Duplicate slide

e Delete slide—Right-click the slide you want -
UiT VI
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Share a file you own or can edit: m
1. Open the file you want to share | \l,
2. Click Share Share with others

3. Enter the email addresses or
] # Can edit ~
Google Groups you want to share with

4. Choose access: v/ Can edit
o Can edit—Collaborators can add and edit content as well as add comments. can comment
o Can comment—Collaborators can add commm not edit content
o Can view—People can view the file, but not e comments

Can view

5. Click Send

Everyone you shared the document with receives an email with a link to the spreadsheet

UiTM
I
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1. Select a section oftext

2. On the toolbar, click Add comment *
‘ l C Smi
3. Add your notes and click Comment T T B i
4. If a comment is important for a specific 3 e =
collaboratorto see, enter + followed by their m Cancel

address. They’ll get an email with your
comment, along with alink to the document

5. When you’re done with a comment, click Resolve N

UiTVirem
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e Click Present at the top of the page. Click the Down arrow to see more options.

e Tosee your speaker notes, click Presenter view.

e Move your mouse on your slideshow, a bar temporarily appears with controls to

4 ) = SideS~ | i 3 Exit

Move between slides

Play, pause, or resume the slideshow

Switch to and from full-screen mode.

See more Settings options.

Exit the slideshow.
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1. Toprint your presentation from the editor,

File
click File > Print or click Print g 7
2. Inthe preview that appears, you can scroll
through your document on the right, or
= Print

choose print options on the left

UiT M
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Download versions in other formats

To download your presentation click File > Download as

and choose one of the following formats: i

e  Microsoft PowerPoint (.pptx)

e Adobe® PDF

e Scalable Vector Graphics (.svg)

e PNG
e JPEG
e Textfile

UiTMEzE




e Copying a document is useful for creating
templates.

e Tomake a copy of your document, click File
> Make a copy.

e You can rename the copy, change where you
save it in Drive, and optionally share it with

the same collaborators.

UiTM =
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File

N

copy document

Name

Copy document

Name

l <shop - Google Drive, Docs, Sheets & Slides

Folder

Bu 1 - Training Material

Share it with the same people
Copy comments



If you need to collaborate in a differentprogram or format, such as
MS PowerPoint, PDF or Plain text, you can email it as an
attachment.

1. Click File > Email as attachment
2. Select a format

3. Enter the email addresses or Groups
you want to send copies to

4. (Optional) Enter a message

5. Click Send

UiT M
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File

AY

Email as attachment

Attach as
PDF ~

PDF
Microsoft PowerPoint {.pptx)
Plain Text

I More info : https://support.google.com/a/users/answer/9282488



END OF MANUAL




