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)ÎÔÒÏÄÕÃÔÉÏÎ ÔÏ 'ÏÏÇÌÅ 7ÏÒËÓÐÁÃÅ ___________________________________________________________ ρρ 

7ÈÉÃÈ )ÎÔÅÒÎÅÔ "ÒÏ×ÓÅÒÓ 7ÏÒË 7ÅÌÌ ×ÉÔÈ ___________________________________________________ ρς 

'ÏÏÇÌÅ 7ÏÒËÓÐÁÃÅȩ ____________________________________________________________________________ ρς 

,ÏÇÇÉÎÇ /Î _____________________________________________________________________________________ ρσ 

,ÏÇÇÉÎÇ /ÆÆ _____________________________________________________________________________________ ρψ 

7ÏÒË ×ÉÔÈ ÔÈÅ 'ÍÁÉÌ ___________________________________________________________________________ ρω 

'ÅÔ ÓÔÁÒÔÅÄ ×ÉÔÈ ÉÎÔÅÇÒÁÔÅÄ 'ÍÁÉÌ ____________________________________________________________________________________ ςπ 

9ÏÕÒ 'ÍÁÉÌ )ÎÂÏØ _______________________________________________________________________________________________________ ςρ 

3ÎÏÏÚÅ ÔÈÅ %ÍÁÉÌÓ ______________________________________________________________________________________________________ ςς 

6ÉÅ× #ÁÌÅÎÄÁÒȟ 4ÁÓËÓȟ +ÅÅÐ Ǫ !ÄÄȤÏÎÓ ________________________________________________________________________________ ςσ 

+ÅÅÐ ÔÒÁÃË ÏÆ ÔÈÉÎÇÓȤÔÏȤÄÏ ×ÉÔÈ 4ÁÓË _________________________________________________________________________________ ςτ 
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7ÈÁÔ ÃÁÎ ×Å ÄÏ ×ÉÔÈ ÔÁÓËȩ ____________________________________________________________________________________________ ςυ 

(ÏÖÅÒ #ÁÒÄ ______________________________________________________________________________________________________________ ςφ 

4ÏÐ ÔÈÉÎÇÓ ÔÏ ËÎÏ× ÁÂÏÕÔ 'ÍÁÉÌ _______________________________________________________________________________________ ςχ 

7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ 'ÍÁÉÌȩ _________________________________________________________________________________________ σπ 

#ÒÅÁÔÅ ÁÎÄ 3ÅÎÄ ________________________________________________________________________________________________________ σρ 

7ÈÁÔ ÉÓ 3ÍÁÒÔ #ÏÍÐÏÓÅȩ ______________________________________________________________________________________________ σς 

5ÎÄÏ ÓÅÎÄ _______________________________________________________________________________________________________________ σσ 

2ÅÐÌÙ ÔÏ %ÍÁÉÌ __________________________________________________________________________________________________________ στ 

#ÈÁÎÇÅ ÒÅÃÉÐÉÅÎÔÓ ÁÎÄ ÓÕÂÊÅÃÔÓ _______________________________________________________________________________________ συ 

3ÁÖÅ ÁÎÄ ÐÒÉÎÔ ÁÔÔÁÃÈÍÅÎÔÓ ___________________________________________________________________________________________ σφ 

'ÍÁÉÌ /ÆÆÌÉÎÅ ____________________________________________________________________________________________________________ σχ 

7ÈÁÔ ÁÒÅ ,ÁÂÅÌÓȩ _______________________________________________________________________________________________________ σψ 

#ÒÅÁÔÅ ÁÎÄ ÁÐÐÌÙ ÌÁÂÅÌÓ ________________________________________________________________________________________________ σω 
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-ÏÖÅ ÅÍÁÉÌ ÏÕÔ ÏÆ ÙÏÕÒ ÉÎÂÏØ _________________________________________________________________________________________ τπ 

3ÔÁÒ ÉÍÐÏÒÔÁÎÔ ÅÍÁÉÌÓ __________________________________________________________________________________________________ τρ 

/ÒÇÁÎÉÚÅ ÙÏÕÒ )ÎÂÏØ ___________________________________________________________________________________________________ τς 

&ÉÎÄ ÅÍÁÉÌÓ _____________________________________________________________________________________________________________ τσ 

3ÉÇÎÁÔÕÒÅÓ _______________________________________________________________________________________________________________ ττ 

&ÉÌÔÅÒÓȡ !ÕÔÏÍÁÔÉÃÁÌÌÙ ÐÒÏÃÅÓÓ ÍÅÓÓÁÇÅÓ ______________________________________________________________________________ τυ 

#ÁÔÅÇÏÒÉÅÓ _______________________________________________________________________________________________________________ τχ 

%ÎÁÂÌÉÎÇ ÁÎÄ $ÉÓÁÂÌÉÎÇ #ÁÔÅÇÏÒÉÅÓ____________________________________________________________________________________ τψ 

-ÏÖÉÎÇ ÁÎ ÅÍÁÉÌ ÔÏ Á ÄÉÆÆÅÒÅÎÔ #ÁÔÅÇÏÒÙ ______________________________________________________________________________ τω 

%ÎÁÂÌÅ 0ÒÉÏÒÉÔÙ )ÎÂÏØ __________________________________________________________________________________________________ υπ 

3ÁÖÅ ÔÉÍÅ ÕÓÉÎÇ ÐÒÅȤ×ÒÉÔÔÅÎ ÒÅÐÌÉÅÓ __________________________________________________________________________________ υσ 

-ÁÉÌÂÏØ ÄÅÌÅÇÁÔÉÏÎ _____________________________________________________________________________________________________ υφ 

/ÐÔÉÏÎÓ ÆÏÒ ς 3ÔÅÐ 6ÅÒÉÆÉÃÁÔÉÏÎÓ _______________________________________________________________________________________ υψ 



4 
 

 

 

5ÎÄÅÒÓÔÁÎÄÉÎÇ ÁÎÄ ÓÅÌÅÃÔÉÎÇ ÁÕÔÈÅÎÔÉÃÁÔÉÏÎ ÍÅÔÈÏÄÓ ______________________________________________________________ υω 

0ÒÏÐÅÒ ÓÉÇÎ ÏÕÔ _________________________________________________________________________________________________________ φπ 

3ÅÃÕÒÉÔÙ Ǫ Á×ÁÒÅÎÅÓÓ __________________________________________________________________________________________________ φρ 

'ÍÁÉÌ ÏÎ -ÏÂÉÌÅ ________________________________________________________________________________________________________ φυ 

'ÍÁÉÌ ÌÉÍÉÔÁÔÉÏÎÓ _______________________________________________________________________________________________________ φφ 

0ÁÓÓ×ÏÒÄ -ÁÎÁÇÅÒ _____________________________________________________________________________________________________ φχ 

7ÏÒË ×ÉÔÈ 'ÏÏÇÌÅ #ÁÌÅÎÄÁÒ ___________________________________________________________________ φω 

%ÖÅÎÔÓ ÏÎ ÃÁÌÅÎÄÁÒ _____________________________________________________________________________________________________ χπ 

#ÈÅÃË ÇÕÅÓÔ ÁÔÔÅÎÄÁÎÃÅ ________________________________________________________________________________________________ χς 

$ÅÌÅÔÅȾ2ÅÓÔÏÒÅ %ÖÅÎÔÓ _________________________________________________________________________________________________ χσ 

3ÈÁÒÅ ÔÈÅ #ÁÌÅÎÄÁÒ _____________________________________________________________________________________________________ χτ 

3ÈÁÒÅÁÂÌÅ ,ÉÎË __________________________________________________________________________________________________________ χυ 

3ÈÁÒÅ ×ÉÔÈ ÐÅÏÐÌÅ ×ÈÏ ÄÏ ÎÏÔ ÕÓÅ 'ÏÏÇÌÅ #ÁÌÅÎÄÁÒ _________________________________________________________________ χφ 
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6ÉÅ× ÏÔÈÅÒ ÐÅÏÐÌÅͻÓ ÃÁÌÅÎÄÁÒÓ ________________________________________________________________________________________ χχ 

#ÒÅÁÔÅ ÁÎÄ ÓÈÁÒÅ ÔÅÁÍ ÃÁÌÅÎÄÁÒ_______________________________________________________________________________________ χω 

&ÉÎÄ ÔÈÅ ÂÅÓÔ ÔÉÍÅ ÆÏÒ ÉÎÔÅÒÎÁÌ ÍÅÅÔÉÎÇÓ _____________________________________________________________________________ ψπ 

+ÅÅÐ ÔÒÁÃË ÏÆ ÙÏÕÒ ÔÉÍÅ ×ÉÔÈ Á ÄÁÉÌÙ ÁÇÅÎÄÁ _________________________________________________________________________ ψρ 

%ÍÁÉÌ ÙÏÕÒ ÁÔÔÅÎÄÅÅÓ __________________________________________________________________________________________________ ψς 

(Ï× ÔÏ ÉÍÐÏÒÔ ÉÃÓ ÆÉÌÅ ÔÏ 'ÏÏÇÌÅ #ÁÌÅÎÄÁÒ ____________________________________________________________________________ ψσ 

,ÉÍÉÔÁÔÉÏÎÓ ______________________________________________________________________________________________________________ ψτ 

    #ÈÁÔ ___________________________________________________________________________________________ ψυ 

7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ #ÈÁÔȩ ___________________________________________________________________________________________ ψφ 

3ÅÎÄ $ÉÒÅÃÔ -ÅÓÓÁÇÅ Ǫ 'ÒÏÕÐÓ ________________________________________________________________________________________ ψχ 

#ÒÅÁÔÅ Á 2ÏÏÍ __________________________________________________________________________________________________________ ψψ 

3ÔÁÒÔ ÍÕÌÔÉÐÌÅ ÃÏÎÖÅÒÓÁÔÉÏÎÓ ÉÎ Á ÒÏÏÍ _______________________________________________________________________________ ωρ 

"ÏÔÓ ______________________________________________________________________________________________________________________ ως 
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#ÏÌÌÁÂÏÒÁÔÅ ÉÎ #ÈÁÔ _____________________________________________________________________________________________________ ωσ 

-ÁÎÁÇÅ #ÈÁÔ ____________________________________________________________________________________________________________ ωχ 

   7ÏÒË ×ÉÔÈ 'ÏÏÇÌÅ -ÅÅÔ _____________________________________________________________________ ρπς 

-ÅÅÔ ____________________________________________________________________________________________________________________ ρπσ 

3ÔÁÒÔ ÏÒ ÊÏÉÎ Á ÖÉÄÅÏ ÍÅÅÔÉÎÇ ÏÎ Á ÍÏÂÉÌÅ ÄÅÖÉÃÅ ___________________________________________________________________ ρπτ 

3ÃÈÅÄÕÌÅ Á ÖÉÄÅÏ ÍÅÅÔÉÎÇ _____________________________________________________________________________________________ ρπφ 

!ÄÄ ÏÒ ÖÉÅ× ÐÁÒÔÉÃÉÐÁÎÔÓ ÏÒ ÐÒÅÓÅÎÔ ÙÏÕÒ ÓÃÒÅÅÎ ___________________________________________________________________ ρπψ 

2ÁÉÓÅ ÙÏÕÒ ÈÁÎÄȟ ÔÁËÅ Á ÐÏÌÌȟ ÁÎÄ ÍÏÒÅ ______________________________________________________________________________ ρρπ 

,ÉÍÉÔÁÔÉÏÎ ______________________________________________________________________________________________________________ ρρς 

      7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ $ÒÉÖÅȩ _____________________________________________________________ ρρσ 

"ÅÎÅÆÉÔÓ ________________________________________________________________________________________________________________ ρρτ 

7ÈÙ 'ÏÏÇÌÅ $ÒÉÖÅȩ ____________________________________________________________________________________________________ ρρυ 

7ÏÒËÉÎÇ ×ÉÔÈ -Ù $ÒÉÖÅ _______________________________________________________________________________________________ ρρφ 
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7ÈÁÔ ÉÓ 3ÈÁÒÅÄ $ÒÉÖÅÓȩ _______________________________________________________________________________________________ ρρχ 

2ÅÃÏÍÍÅÎÄÁÔÉÏÎ ÏÎ ×ÈÅÎ ÔÏ ÕÓÅ ×ÈÉÃÈ ÄÒÉÖÅ _____________________________________________________________________ ρρψ 

+ÅÙ ÐÏÉÎÔÓ ÏÎ 3ÈÁÒÉÎÇ ÆÉÌÅÓ ___________________________________________________________________________________________ ρρω 

7ÏÒË ÓÍÁÒÔÅÒ ×ÉÔÈ ÔÈÅ ÎÅ× 0ÒÉÏÒÉÔÙ ÐÁÇÅ ÉÎ $ÒÉÖÅ _________________________________________________________________ ρςρ 

       7ÏÒËÓÐÁÃÅÓ ________________________________________________________________________________________________________ ρςς 

  7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ $ÏÃÓȩ ________________________________________________________________ ρςσ 

   #ÒÅÁÔÅ Á ÎÅ× $ÏÃÕÍÅÎÔ _____________________________________________________________________________________________ ρςτ 

)ÍÐÏÒÔ ÁÎÄ ÃÏÎÖÅÒÔ ÏÌÄ ÄÏÃÕÍÅÎÔÓ ÔÏ $ÏÃÓ _________________________________________________________________________ ρςυ 

%ÄÉÔ ÁÎÄ ÆÏÒÍÁÔ ________________________________________________________________________________________________________ ρςφ 

!ÄÄ ÐÉÃÔÕÒÅÓȟ ÌÉÎËÓȟ ÔÁÂÌÅÓ ÁÎÄ ÍÏÒÅ _________________________________________________________________________________ ρςψ 

#ÒÅÁÔÅ ÐÁÇÅ ÃÏÌÕÍÎÓ __________________________________________________________________________________________________ ρςω 

3ÈÁÒÅ ÔÈÅ $ÏÃÕÍÅÎÔ __________________________________________________________________________________________________ ρσπ 

!ÄÄ ÃÏÍÍÅÎÔÓ ÁÎÄ ÒÅÐÌÉÅÓ ___________________________________________________________________________________________ ρσρ 
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  3ÕÇÇÅÓÔ ÅÄÉÔÓ _________________________________________________________________________________________________________ ρσς 

#ÈÁÔ ×ÉÔÈ ÐÅÏÐÌÅ ÄÉÒÅÃÔÌÙ _____________________________________________________________________________________________ ρσσ 

0ÒÉÎÔ ÁÎÄ ÄÏ×ÎÌÏÁÄ ___________________________________________________________________________________________________ ρστ 

$Ï×ÎÌÏÁÄ ÖÅÒÓÉÏÎÓ ÉÎ ÏÔÈÅÒ ÆÏÒÍÁÔÓ ________________________________________________________________________________ ρσυ 

-ÁËÅ Á ÃÏÐÙ ÉÎ $ÏÃÓ ___________________________________________________________________________________________________ ρσφ 

%ÍÁÉÌ Á ÃÏÐÙ ÁÓ ÁÎ ÁÔÔÁÃÈÍÅÎÔ _______________________________________________________________________________________ ρσχ 

7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ 3ÈÅÅÔÓȩ _______________________________________________________________ ρσψ 

#ÒÅÁÔÅ Á ÎÅ× ÓÐÒÅÁÄÓÈÅÅÔ ____________________________________________________________________________________________ ρσω 

)ÍÐÏÒÔ ÁÎÄ ÃÏÎÖÅÒÔ ÏÌÄ ÓÐÒÅÁÄÓÈÅÅÔÓ ÔÏ 3ÈÅÅÔÓ ____________________________________________________________________ ρτπ 

%ÄÉÔ ÁÎÄ ÆÏÒÍÁÔ ________________________________________________________________________________________________________ ρτρ 

7ÏÒË ×ÉÔÈ ÒÏ×Óȟ ÃÏÌÕÍÎÓ ÁÎÄ ÃÅÌÌÓ __________________________________________________________________________________ ρτς 

7ÏÒË ×ÉÔÈ ÍÕÌÔÉÐÌÅ ÓÈÅÅÔÓ ___________________________________________________________________________________________ ρτσ 

3ÈÁÒÅ 9ÏÕÒ 3ÈÅÅÔ _______________________________________________________________________________________________________ ρττ 
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!ÄÄ ÃÏÍÍÅÎÔÓ ÁÎÄ ÒÅÐÌÉÅÓ ___________________________________________________________________________________________ ρτυ 

0ÒÉÎÔ ÁÎÄ ÄÏ×ÎÌÏÁÄ ___________________________________________________________________________________________________ ρτφ 

$Ï×ÎÌÏÁÄ ÖÅÒÓÉÏÎÓ ÉÎ ÏÔÈÅÒ ÆÏÒÍÁÔÓ ________________________________________________________________________________ ρτχ 

-ÁËÅ Á ÃÏÐÙ ÉÎ 3ÈÅÅÔÓ _________________________________________________________________________________________________ ρτψ 

%ÍÁÉÌ Á ÃÏÐÙ ÁÓ ÁÎ ÁÔÔÁÃÈÍÅÎÔ _______________________________________________________________________________________ ρτω 

7ÈÁÔ ÃÁÎ ÙÏÕ ÄÏ ×ÉÔÈ 3ÌÉÄÅÓȩ ________________________________________________________________ ρυπ 

#ÒÅÁÔÅ Á ÎÅ× ÄÏÃÕÍÅÎÔ _______________________________________________________________________________________________ ρυρ 

)ÍÐÏÒÔ ÁÎÄ ÃÏÎÖÅÒÔ ÏÌÄ ÐÒÅÓÅÎÔÁÔÉÏÎÓ ÔÏ 3ÌÉÄÅÓ _____________________________________________________________________ ρυς 

!ÄÄ ÃÏÎÔÅÎÔ ____________________________________________________________________________________________________________ ρυσ 

!ÄÄ ÁÎÄ ÅÄÉÔ ÃÏÎÔÅÎÔ __________________________________________________________________________________________________ ρυτ 

#ÕÓÔÏÍÉÚÅ ÙÏÕÒ ÓÌÉÄÅÓ _________________________________________________________________________________________________ ρυυ 

#ÒÅÁÔÅ ÁÎÄ ÁÒÒÁÎÇÅ ÓÌÉÄÅÓ _____________________________________________________________________________________________ ρυφ 

3ÈÁÒÅ ÙÏÕÒ 3ÌÉÄÅÓ ______________________________________________________________________________________________________ ρυχ 
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!ÄÄ ÃÏÍÍÅÎÔÓ ÁÎÄ ÒÅÐÌÉÅÓ ___________________________________________________________________________________________ ρυψ 

0ÒÅÓÅÎÔȟ ÐÒÉÎÔ ÁÎÄ ÄÏ×ÎÌÏÁÄ _________________________________________________________________________________________ ρυω 

0ÒÉÎÔ ÙÏÕÒ ÐÒÅÓÅÎÔÁÔÉÏÎ _______________________________________________________________________________________________ ρφπ 

$Ï×ÎÌÏÁÄ ÖÅÒÓÉÏÎÓ ÉÎ ÏÔÈÅÒ ÆÏÒÍÁÔÓ ________________________________________________________________________________ ρφρ 

-ÁËÅ Á ÃÏÐÙ ÉÎ 3ÌÉÄÅÓ _________________________________________________________________________________________________ ρφς 

%ÍÁÉÌ Á ÃÏÐÙ ÁÓ ÁÎ ÁÔÔÁÃÈÍÅÎÔ _______________________________________________________________________________________ ρφσ 
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Introduction to Google Workspace 
 

Google Workspace (formerly G Suite) seamlessly and securely brings together messaging, meetings, docs, and tasks. 
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Which Internet Browsers Work Well with 

 Google Workspace? 
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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 ï For UiTMôs Staff 

Click on Gmail Student ï For UiTMôs Student 
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3. Enter the email and password and click the Next 

button.  

      For New Staff  -  Please channel a complaint at 
           https://units.uitm.edu.my/aduan_add.cfm  

    Select the Category - OPERASI-EMEL GOOGLE  
     and Sub Categories ï NEW ACCOUNT . 
 

 **Make sure to fill the correct alternative email information    
 as we will email the username and password to that email. 
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For New Student :  
 

Enter the Username as follows: 
Student Number followed by @student.uitm.edu.my 
(example: 2021897072@student.uitm.edu.my) 
Enter the Password according to the following  
combination: 

 
The first two (2) letters of the student's full name  
and the first letter are CAPITAL letters, followed  
by the @ symbol and the last six (6) digits  
of the UiTM student number. 
 

EXAMPLE : 
 
Student Name: Nur Haniyya Abdul Halim 
Student No: 2021897072 

    Google UiTM Student Email Password: Nu@897072 
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Get this error? Couldnôt 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 ï NEW ACCOUNT . 
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Logging Off 
 

Click on UiTM logo to Sign out from Gmail 
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Work with the Gmail 
ǒ Get Started with Integrated Gmail 

ǒ What can you do with Gmail? 

ǒ Organize your inbox 

ǒ Save time using pre-written replies 

ǒ Keep track of important tasks with a to-do list  

ǒ Mailbox delegation 

ǒ Options for 2SV 

ǒ Proper sign out 

ǒ Security awareness 

ǒ Gmail on Mobile  

ǒ Limitations 

ǒ Password Manager 
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 Get started with integrated Gmail 
 

Quickly choose the right communication 

channel for any taskðand stay in control 

across everything that demands 

your attentionðall from within Gmail.



 

 

 

 

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] 

       



 

 

 

 

   Snooze the Emails 
 

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

Find snoozed emails 
1. Go to the Menu 
2. Select Snoozed 

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 



 

 

 

   View Calendar, Tasks, Keep & Add-ons 
 
 
 
 

At the right of your inbox, click the icons in the vertical list for 

easy access to productivity tools. 

 

Calendar : View your daily schedule, click events to edit 
them, create new events, and jump to upcoming events 

 

Keep  : Create checklists and take notes 

 
Tasks  : Add to-do's and deadlines 

 
Add-ons : Get extra Gmail tools to help manage your mail 



 

 

 

Keep track of things-to-do with Task 
 
 
 

 

ǒ Keep track of your daily tasks 

ǒ Organize multiple lists, and 

ǒ Track important deadlines with Google Tasks 

 
Open Tasks 

Open Gmail, sidebar on the right, click Tasks 
 
 
 
 
 
 
 
 



 

 

 
 

 

What can we do with task? 
 

1. Create a list 
2. Rename a list 
3. Switch lists 
4. Delete a list 
5. Add tasks and subtasks 
6. Mark a task complete 

 
 
 
 
 
 
 
 

 



 

 

Hover Card 
 
 

Want to quickly call any user? 
ǒ Mouse over the name in email 
ǒ óHovercardô appears, with information and lets you 

ƺ email them 
ƺ schedule an event 
ƺ message them via Hangouts or 
ƺ start a video chat 

ǒ You can also add them to contacts or edit their 

details 

 

 



 

 

Top things to know about Gmail 
 
 

 

1. Sidebar - Open Calendar, Keep 
 

or Tasks in Gmail without leaving Gmail 
 
 
 

2. Snooze - The email moves out of the inbox 

and opens again at a time that you choose 

1 

2 



 

 

 
 
 
 

3. Take action on email from your inbox - 

Choose to archive, delete, mark as unread or 

read, and snooze (Hover Action) 

 
 
 

 
4. Open and close sidebars - 

Open and close the left (click Menu) and 

right sidebars 

to get more room for your inbox 
 
 
  

4 

3 



 

 

 
 
 

5. Smart Reply - 

Smart Reply might suggest responses based on the 

email received 

 
 
 

 
6. +mentions - mention 

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

your email as a recipient 
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What can you do with Gmail? 

 
 
 
 

ǒ Create and send email 
ǒ Reply to email 
ǒ Find email 
ǒ Create signatures 

 



 

 

Create and Send 
 
 

 

1. Open your Gmail inbox 
2. In the left sidebar, click Compose 
3. (Optional) Change your window using the 

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 

6. (Optional) Add attachments, links, images 
7. Click Send 



 

 

 

What is Smart Compose? 
 
 

ǒ Suggesting words and phrases that 

it can autocomplete 

ǒ  Works for new messages as well 

as replies 

 
 
 
 
 
 
 
 
 



 

 

Undo send 
 

 

ǒ Make sure Undo Send is enabled 

1. In the top right click, click Settings and select Settings 
2. Click the General tab 
3. Scroll to Undo Send and check the Enable Undo Send box 
4. Set the cancellation period 
5. At the bottom click, Save Changes 

 
ǒ Undo sending email: 

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

of seconds to click Undo before it disappears 



 

 

 

Reply to Email 
 
 

 
 
 
 
 
 
 



 

 

 

Change recipients and subjects 
 

ǒ Add and remove recipients: 
 

a. From an open email, click a 

recipientôs address 

b. To add more recipients, type their 

email addresses 

c. To remove recipients, next to their 

email address click X 

ǒ Change an email subject: 
 

a. Next to Type of response reply, click 

the Down arrow > Edit subject 

b. Type a new subject 



 

 

 

. 

Save and print attachments 
 

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

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

click Print  

 
 

ǒ Download an image or save it to Drive: Point to 

the preview and click Download  

or Save to Drive 



 

 

 

Gmail Offline 
 
 

To work offline need to enable Gmail offline 

individually in their Gmail settings 

1. From your Inbox, choose then Settings 

2. Click the Offline tab 
3. Check the Enable offline mailbox 
4. Under Security, indicate how to handle 

offline content when you sign out of your 

Google account 

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



 

 

 

What are Labels? 
 

ǒ Use labels to categorize your email 
ǒ Labels are like folders, you can apply several labels to 

an email 

ǒ Open a label on the left of your Gmail window to see all 

email with that label 

ǒ Nest labels within labels, just like you did with folders 
ǒ Search for all email with a label 
ǒ See labels on email in your inbox to quickly identify 

different types of email 
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Create and apply labels 

Create a label: 

1. In the 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. In your Labels list on the left, hover over the label and click the Down arrow 

2.  Hover over Label color and choose a color 

3.  The change is instantly applied to all messages with that label 



 

 

 

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 email 

2. Click Move to 

3. Select the label you want to move your 

email into 

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

them by opening or searching for the label. 



 

 

 

Star important emails 
 
 
 
 

ǒ Click Star next to an email in your inbox 

or an email within a conversation 

ǒ To list all your starred email, just click 

Starred in the left sidebar 



 

 

 

Organize your Inbox 
 
 
 

 

There are multiple ways to organize your 

inbox better. To name a few: 

 
1. Labels & filters 

2. Categories 

3. Inbox types 

2 

1 

3 




















































































































































































































































