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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 emailburcoppwsikee :foll owi
https://mail.uitm.edu. my or via the Email

2.Cl iocnk GmaiilFoSt a&ifTSM af f

Click on Gmail Studenti Fo r Ui TM6s Student

di hatiku
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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
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3. Enter the email and password and click the N

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 i 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
Please channel a complaint at
https://units.uitm.edu.my/aduan_add.cfm

Please select the Category - OPERASI-EMEL GOOGLE

and Sub Categories i 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

0 Get Started with Integrated Gmail

0 What can you do with Gmail?

0 Organize your inbox

0 Save time using pre-written replies

0 Keep track of important tasks with a to-do list =M 2 .
0 Mailbox delegation

0 Options for 2SV

0 Proper sign out

0 Security awareness =

0 Gmail on Mobile

d Limitations R
0 Password Manager

di hatiku M
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Get started with integrated Gmail

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

across everything that demands

your attentiond 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 “°

@
o~

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

0 Keep track of your daily tasks
1-50 of 412
0 Organize multiple lists, and
0 Track important deadlines with Google Tasks I T
nvited t.. [
Open Tasks
Open Gmail, sidebar on the right, click Tasks A
t signed ...
t signed ...
ama-sa...
t signed...
21 10a.. [

3:36 PM

3:35 PM

3:31 PM

Jul 1

Jun 30

Jun 24

Jun 24

Apr 28

BRI
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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
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Hover Card

Want to quickly call any user?

d Mouse over the name in email % NORELISSURYANI MOK... +2

0 6Hovercardd appear s, youi t eliss@uitrm.edu.my et s

3 email them

3 schedule an event Ba PEMOLONG PEGAWAI TEKNOLOGI MAKLUMAT
3 message them via Hangouts or KAMNAN » PEJ.PEMBE.INFRASTRUKTUR &
INFOSTRUKTUR

3 start a video chat

0 You can also add them to contacts or edit their
Open detailed view £ D [k m

details
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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

BTG
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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

O¢ O¢« O¢ O«

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

NOo
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What is Smart Compose?  -mew o e : e

Settings -]

+ compose
General Labels Inbox Accountsand Import Filters and Blocked Addresses  Forwarding and POP/IMAP  Add-ons Chat Advanced Offline
0  nbox e
@ soozed o (
. _ o - o ——
» egori Show all language options.
0 Suggesting words and phrases that B o
. ¥ Mot ‘Maximum page size: Show | 50 ¢ conversations per page
it can autocomplete e
Images: © Always display external images - Learn more.
- Ask before displaying external images
0  Works for new messages as well ot 5 5
. e & i et
as replies e ——
Ly smors Reply all
B : : T e
3 Primery o
[ Jre——
L] Snoozed 1000 Ad
s =
> Sens
ax ok

BN v rcom o -
|m hatiku |
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Undo send o [ECoLoG

O«

UiT M

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: , Undo | View messag
Message sent. Undo view message pgle Calendal

1. Send your email -
2. Click Undo at the bottom of the page -~ 9
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
~~8 TEKNOLOGI
MARA
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~

0 Add and remove recipients:

a. From an open email, click a
reci pientbds address

b. Toadd more recipients, type their &
email addresses

- - ) X X ==

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

GO & —

6 Change an email subject:

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

b. Type a new subject




UNIVERSITI
) > ;\Fﬁ%omer
Save and print attachments -
0 See a full-screen view and print: Click the
attachment to open a full-screen view. To print,
click Print £
0 Download an image or save it to Drive: Pointto
VANILLALAW_COUNSEL
the preview and click Download #* :z,‘,),z'::,%ﬂ?""

or Save to Drive [

Vv

U].T | di hatiku



Gmail Offline

To work offline need to enable Gmail offline
individually in their Gmail settings

1.

W
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From your Inbox, choose £ then Settings

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

offline content when you sign out of your
Google account

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

O¢ O«

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?
0 Use labels to categorize your email
0 Labels are like folders, you can apply several labels to
an email
0 Open alabel on the left of your Gmail window to see all
email with that label
=]
0 Nest labels within labels, just like you did with folders k-
0 Search for all email with a label
0 See labels on email in your inbox to quickly identify
different types of email
UiTMEm M
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Create and apply labels

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

0 Click Star next to an email in your inbox
or an email within a conversation
0 Tolist all your starred email, just click

Starred in the left sidebar % Starred

UiT M M



Organize your Inbox

There are multiple ways to organize your
inbox better. To name a few:

1.
2.
3.

UiT Ve

Labels & filters
Categories
Inbox types

+

s® Ve x*xO

Compose

Inbox
Starred
Snoozed
Sent
Drafts
Boss
Contract

Urgent

BRI
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