Basic Gmail Operations
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1. Basic Operationsfor Google Apps Gmail

1.1. Receiving and Reading Emails
1.1.1. Thelnbox and displaying emails
Once you have logged in, the Inbox screen willisplayed, as ifrig. 1. This is the list of emails you
have received. New emails are shown in bold. TheXrcan be shown at any time by just clicking
"Inbox" on the left of the screen.
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Fig. 1 Inbox

Clicking the email you want to read will displdyetemail main body, like in Fig. 2. This email is a
example of one that has an attachment.
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Sometimes there will be numbers in parenthesedd#® "Inbox” to the left of the screen.
1, it shows "Inbox (3)", which means there are tienewils there that you have not yet read.

Fig. 2 Email main body display
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The Google Apps Gmail Inbox screen is updated gieadly, but if you want to check for updates

immediately, you can do by clicking tr €

(Refrelshiton.




1.1.2. Email threads

In Google Apps Gmail, when you reply to a messagergceived or someone replies to one you
sent, all these multiple emalils are collected @nftlim of "threads"”. Using this function makesasier
to see the order of an email exchange, and sirtgpfierd the email you want.

In lists of emails like in the Inbox, each threadhown on a single line, even if there are maltipl
emails in it. However, in this case, the numbegrofils in a thread is shown in parentheses bdside t

sender.
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Fig. 3Lig display when there are multiple emailsin athread
In Fig. 3, "(2)" is shown in Line 1, so that lets yaow that there are two emails in this thread.

Clicking the thread may show you the emails oveitagp like in Fig. 4.

In this case, the latest

email is always shown at the front. If you wantdad the emails at the back, click their subjects.
Note that if all emails in a thread are unready twdl be displayed as all open, without being

overlapped.
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Fig. 4 Displaying threads
If you want to expand all emails, then &

(Expl all)” at the right of Fig. 4.




1.2. Composing and sending emails
1.2.1. Beforesending emails

Normally, you should sign an email in the same asyou would write your name and address
when you send a letter. To save having to do #tk #me you compose an email, Google Apps Gmail
allows you to prepare an email signature aheadnaf. tYou should use a signature that shows your
name clearly to avoid having your emails mixed uth spam.
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1.2.2. Composing and sending new emails

To send a new email, click "Compose Mail", whiclalisays displayed at the top left of the screen.
Clicking this will display the screen for enteritige address, subject, and main body, as showmgin Fi
6 (hereafter, "the Compose Mail screen").
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Fig. 6 Compose Mail
Enter the email address to where you wish to 8endmail in the "To" section.

If you want to send the email to multiple recip&erget off each email address with commas.
If you want to send an email usinglﬁm Bcé, click either "Add Cc" or "Add Bcc", then add
the email addresses you wish to include in theyeméra, in the same way as you did in the "To"
area.

Enter the title of the email in "Subject".
Check the main body format.

The main body entry field uses Rich Tekly default, and emails you compose here will be
sent as HTML emails. Not all recipients will haveenvironment which allows HTML emails
to be read, so text format is normally used. Tangkdo text format, use the "Unformatted text"
link at the top of the main body entry field.

Enter the main text of your email in the main bedyry field.
Once you have entered your message, click thed"$®erton to send your email.

Once everything has been entered, click "Send’ Wili send the email to every recipient in
the "To", "Cc", and "Bcc" fields.

1 Short for "Carbon copy". Use this when you want to let the recipients in the "To" area to know that the
email has been sent to the other people as well.

2 Short for "Blind carbon copy". This works in the same way as "Cc" but the recipients listed in "Bec" will
not be visible to those getting this email.

3 You can change the letter size and color, use bullet points, and add emoji.




1.2.3. Composing an email from Contacts
In Google Apps Gmail, the old address book is dd{&ontacts”. This section will explain how to

compose an email by specifying the recipient frauryContacts.

First, click the "Contacts" link on the left of tkereen to display the Contacts screen. (Fig. 7)
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Fig. 7 Contacts screen
Select the name(s) of the person(s) you wish talermmg the checkbox(es) to the left of their

name(s), and click the "Mail" button. (Fig. 8)
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Fig. 8 Specifying arecipient from Contacts
The email composition screen will be shown withgblkected address(es) already entered. (Fig. 9)
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1.24. Replyingtoemails

To reply to an email, either click the "Reply" lmuttat the top right of the email body or the "Réply
10.

link below the email. This will display the box ¢énter the reply into below the main body, as in Fig
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(1) Enter your response.

Fig. 10 Replying to an email
reprinted.

Enter your response message in the reply field evitee original email has been automatically

them with commas.

(2) Once you have entered your message, clickiaed" button to send your email.
If you want to reply to multiple people, you cardablem in the "To" field in Fig. 10 by separating

Simply replying by editing the main message in Wy will automatically attach "Re:" to the front

of the original message subject. To change theestlglick the "Edit subject"” link between the "To"
field and the response entry field to display the box for changing the subject.




1.25. Forwarding emails

When you want to forward an email to someone elgg, the "¥" mark to the right of "Reply" at
the top right of the email body, and select "Fodivéirom the pulldown menu, or click the "Forward"
link at the bottom of the email bodly. (Fig. 11)
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Fig. 11 Email forwarding button and link

This will display the address of the forwarding ip@nt, the subject, and the entry box for the
forwarded message below the email main body, Bigirl2.
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Fig. 12 Email forwarding text entry box

(1) Enter the email address of the person to whaumaish to forward the email in the "To" section.

The subject of the forwarded email will automatichive "Fwd:" appended in front of the original
subject.
(2) Enter any message you wish to include in aafdit the forwarded contents.

The contents of the original email will be includbdneath the "Forwarded message" in the
forwarding message entry field.
(3) Click the "Send" button.

This will send the email to the email addressfe#)é "To" field.

4 When the email is part of a thread, you can click "Forward all" to forward the entire thread. (Displayed
on the right of the main body)




1.2.6. Savingan email draft

You can save an email while still writing it if yahbink you will want to edit it or send it lateroT
save your emalil, click the "Save Now" button atldb#om of the Compose Mail screen.

The saved email can be shown at any time by jicki "Drafts" on the left of the screen.
Clicking "Drafts" will display the list of draft eails as shown in Fig. 13.
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Fig. 13 Ligt of drafts
Clicking the email you wish to reopen for editimgrh the list of drafts will display the Compose
Mail screen for that email. Click "Send" at thetbot left of the editing screen to send the emaskon
you have edited it. Once it has been sent, ithgililemoved from "Drafts".
Note that in Google Apps Gmail, emails are autaraliyi saved every few minutes in "Drafts”
without having to click the "Save Now" button. Téfare if you close the window by mistake, the
email you were working on may still be left in thgrafts" section.

1.2.7. Attachingfiles’

Sometimes you might want to send a file to thepreot when sending an email. In this case, click
"Attach File" at the bottom of the Compose Mailesar. This will open the dialog box for selecting
your file, so you can attach it once you decidectviile you want to send. In addition, you can drag
and drop files to the Compose Mail screen to attiaein as well.

In general, you can attach any sort of file forymt like, but as an anti-virus measure, you cannot
attach executable files (with extensions like "gxehich might contain dangerous executable codes.
In addition, executable files will be checked ewvdren compressed into zip or similar files, so they
cannot be attached then either.

Note that the upper limit to the size of emails yam send is 25 MB, including all attachments.
Make sure you do not try to exceed this when ergath email to which files will be attached.

5 Refer to the following link for details on attaching files.
http://mail.google.com/support/bin/topic.py?hl=jp&topic=12834




1.2.8. Automatically forwarding emails

You can forward emails you receive to a separatdl exidress.

Clicking the "Forwarding and POP/IMAP" tab will dlay the Forwarding and POP/IMAP screen as
shown in Fig. 14.
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Fig. 14 Forwar ding and POP/IMAP screen
Click "Add a forwarding address" in the "Forwardihgection.

Clicking "Add a forwarding address" in Fig. 14 wdlisplay the Add Forwarding Address screen as
shown in Fig. 15. Enter any forwarding addresslik@, and click "Next".
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Fig. 15Add Forwarding Address screen
Clicking "Next" in Fig. 15 will display the confiration screen for the forwarding address as shown in
Fig. 16, so click "OK".
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Fig. 16 Add Forwar ding Address confirmation screen

When the confirmation code arrideat the email forwarding address you specifiediin 7, enter
the code in accordance with the instructions aioll ttie "Confirm" button.
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Fig. 17 Forwar ding and POP/IMAP screen

Once you have entered your confirmation code hgehandling of emails following forwarding and
click the "Save changes" button.
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Fig. 18 Forwarding and POP/IMAP screen

You can select how emails will be handled aftewéoding from the following.
- keep Google Apps Gmail's copy in the Inbox
- mark Google Apps Gmail's copy as read
- archive Google Apps Gmail's copy
- Delete Google Apps Gmail's copy

#  Selecting "Archive" will automatically move them 'tall Mails" or to the Bin when "Delete" is

selected.

6 If the forwarding address is in the same domain, a sub-domain of the same domain, or a Google Apps
domain alias, you will not need to enter the confirmation code. No confirmation code email will be sent,

either.
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1.3. Organizing emails
1.3.1. Classfying emailsby labels

Normal email client software has a system for dejag received emails by folders. Google Apps
Gmail uses "Labels" instead of folders. This cfassby marking emails or threads. For example, you
could attach the "Circle" label to all emails retatto circles, or "Lectures” to all emails related
lectures, and these labels would be shown to théol¢he screen in the “"Labels" column, making it
easy to see and sort them.

To use the labels function, first create a Iabéd:kCﬁ'(Settings)" then "Mail Settings”, then select
the "Labels" tab.
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Fig. 19 Creating a label
When the screen in Fig. 19 appears, click "Creataalabel”.

Fe il

Fig. 20 New labels
Enter the name of the label in Fig. 20 and clickedie". Use the same method to create other labels.
Selecting "Nest under the following label” will ate the new labels underneath the selected label.
As an example, Fig. 21 shows the screen when mgeatnested label called "Sales Dept. 1" under
"Company-wide".
Note that the "Other", "High Priority", and "Rerpg Response" labels have been already created for
you. You can set these to not show, or delete tfigim do not need them.
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Fig. 21 Screen after label creation
To attach a label to emails you have written, iliek "Inbox" at the top left of the screen toplasy
the list of emails. Select the email(s) you wishttach a label to by inserting checks in the chexés.
Fig. 22 shows the top two rows selected.
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Fig. 22 Selecting emailsto label

Once you have selected the emails, click 1 * €1b pulldown at the top of the
email list. This will open the selected list, agig. 23, and allow you to check that the label you
created in Fig21 is displayed.
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Fig. 23 Selecting a label
Select from the list the label you want to attazhhie selected email(s) You can specify multiple
labels. Once you have decided which label to speditk "Apply" at the bottom of the pulldown

menu. The list of emails in the Inbox will be upathtand the label names will be shown to the feft o
the subject. (Fig. 24)
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Fig. 24 Results of adding labels
Atfter labels have been added to emails, the ladeks will be listed on the left of the screen,@o y
can click these to see them. Only those emailsthvithiabel you clicked will be shown. (Fig. 25)
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Fig. 25 Classifying emails by labds

1.32. Starring emails

You can add stars to important emails or onesythaheed to respond to later to set them apart.

Directly click the star mark to the right of theeckbox in the email list screen to star an emil. |
you want to star multiple emails at once, seleetahes you want to star in the Inbox or otherolist
emails by using the checkboxes, then click the ‘@&etions™ pulldown menu. Then select "Add star"
from the displayed menu.

Fig. 26 shows an example of a starred email.
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arred email
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starred emails v ' v .

Fig. 26Adding stars
In this way, adding stars to emails makes thendstan from other emails, and you can display
only starred emails by clicking "Starred" on thit ¢ the screen.
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1.3.3. Archiving emails

An archive function is provided as a way to orgaritze Inbox. By archiving specific emails, you
can remove them from the Inbox. (This does nottel¢fem.) Archived emails are saved in "All Mail"
and can be searched for.

To archive an emall, select the email you wishrttige from the Inbox screen, and click the "

B ' (Archive)" button.
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1) RIS PR LD URR=DS R - 258

ZEHLA @) = W TEF G (0, TEE  SHsEEE TAb— L1 - SO TEELAGIEA LY
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FEEM Gmail Team Customize Gmail with colors and themes - To spice up yo
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Fig. 27 Archiving mail (selection)
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Fig. 28 Archiving mail (after archiving)
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Fig. 29 Archiving mail (all emails selected)
To return archived emails to the Inbox, selecttdrget email or thread and click the "Move to
Inbox" button.
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1.34. Deeting emails

You can delete emails you no longer need. Deletelle are moved to the Bin, and also removed
from normal searches, but when they meet the seasthis, that fact is also shown in the search
results. Emails moved to the Bin will be automdiiicdeleted after 30 days, but you can still view
emails or return them to the Inbox through accgdsia Bin before those 30 days are up.

Deleting emails is done by adding check marks éodimails (threads) you wish to delete in the
Inbox screen, and clicking the "Delete" button. aNIselecting a thread, note that all emails include
in that thread will be deleted. Deleted emaild b&l moved to the Bin, so you can check that they
have been deleted by clicking "Bin" on the lefttef screen.

If you want to delete individual emails rather thlareads, display the email you wish to deletey the

select "Delete this Mail" from the pulldown menuihe right of the "Reply” button at the top rigffit o
the email.
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Fig. 30 Deeting emails, Bin
To completely delete an email, click "Bin" and ttetink "Empty the Bin Now" at the top of the list.
Clicking "OK" when the confirmation dialogue appeaiill delete all emails in the Bin completely.
To delete individual emails, add check marks tcettmails you wish to delete, then click the "Delete
Completely” button. No confirmation dialogue wi# Bhown in this case.
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1.35. Automatically sort emailsusingfilters

By using the filter function, you can automaticdéipel or star emails based on certain criterid, an
delete or archive them. Email filters can be sehfscreen displayed by cIicking‘ (Settings)", then
"Mail Settings" at the top of the screen, then'filters” tab on the displayed screen. (Fig. 31)
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Fig. 31 Filters setting screen
Clicking "Create a New Filter" in Fig. 31 will digy the "Create a filter" screen as shown in Fig.
32.
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Fig. 32 Createafilter screen

In the screen in Fig. 32, enter the criteria (fdjdor the emails you want to be sorted automitica
For example, is you want all emails from "user@examom” to be starred, you would enter
"user@example.com” in the "From" section. Or, itiygant to attach a specific label to emails that
contain the phrase "Sales Dept. 1" in their supjemi would enter "Sales Dept. 1" in the "Subject"
section. You can also create filters that useiphelicriteria.

Clicking "Test Search” in the middle of the screglihdisplay all emails that match the filter crite
from emails you have already received. This allge@s to check that the filter criteria you set
yourself are working.

Entering filter criteria and clicking "Next Step'ilidisplay the "Create action" screen as shown in
Fig. 33.
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Fig. 33 Sdlecting the action for thefiltered email

You can choose from the following actions.

- Skip the Inbox (Archive it)
- Mark as read

- Star it

- Apply the label:

- Forward it to:

- Delete it

- Do not treat as spam

- Always mark as important
- Do not mark as important

Select the action you wish to be taken from théméces. You can also set multiple actions for a
single filter. Finally, clicking the "Create Filtebutton will apply this filter to emails you regei and

allow them to be automatically sorted.

Checking "Also apply filter to XX conversations &t when you create the filter will apply it to

existing emails that match the criteria.
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(Setting Example) How to forward emailsusing filters
This will explain how to forward emails that arrieé Google Apps Gmail addresses by using the
emalil filter function.
First, click "Create a New Filter" in the same was/in Fig. 31 to move to the "Create a filter"
screen.
Here, enter an asterisk (half-byte) in the "Frogettion of the filter criteria. (Fig. 34) By entagi
this, you can target all senders.
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Fig. 34 Targeting all senders
Click "Next Step" to move to the screen for seferthe action to take for the filtered emails.
Here, select "Forward it to" from the actions aaalé and specify the forwarding email addfess.

(Fig. 35)
*To add a forwarding address, refer to the step$.R.5. Forwarding emails”.
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Fig. 35 Entering the forwarding email address
Clicking "Create Filter" after entering the addredsmean that all new emails will be forwarded to
the address you have speciffed.

7 To make "Forward it to" valid, you will need to check the forwarding email address in same way as for "1.2.8.

Automatically forwarding emails" earlier.

8 If you want to target emails you have already received for forwarding as well, select the check box in "Also apply
filter to XX conversations below".
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1.4. Other
1.4.1. Searchingemails
All emails you have received (with the exceptiothafse in the Bin) can be searched by subject and

contents. Enter the character string you wish #ockefor in the text box to the left of th S

(Search Mail)" button at the top of the screen.(B&) and click the I (Search Mail)" button or

"Search Mail" pulled-down location.
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Fig. 36 Searching emails
This will find and display the emails that conttiie character string in the text box.

To search with more detailed conditions, click"! l (Show search options)" pulldown to the right

of the text box.
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Fig. 37 Search options

You can specify the following conditions in Sea@ptions.

- From: The person who sent the email

- To: The person who got the email

- Subject: The subject of the email

- Has the words: Any key words you like

- Doesn't have: Key words to exclude from the $earc

- Has attachment: Only search emails with attacksnen
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1.4.2. Printing emails
There is a special Google Apps Gmail screen tdarsgrinting emails cleanly. To print an email,

click the '™ (Other)" pulldown to the right of th * = (Reply)" at the top right of the email main

body screen. A menu will open underneath, so thekt". (Fig. 38)
This will open the printing screen in another seremd the printing dialogue box.
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Fig. 38 Printing emails
You can also print all emails in one thread atséime time. Displaying the thread and clicki@"
(Print All)" at the right of the screen will opehet printing screen in another screen and display th
printing dialogue box.

14.3. Spam
Google Apps Gmail automatically determines if anoming email is spam or not, and if it

determines it is spam, will sort it into the Spastdér on the left of the screen. Clicking the Spam
folder will display the list of emails Gmail hastelemined are spam.

Rarely, a genuine email will be wrongly judged asms and be sorted into the Spam folder.
Therefore, from time to time you should click theaB folder and check that there are no genuine
emails in there.

Note that emails sorted into the Spam folder velblitomatically deleted after thirty days.
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14.4. Importance markers
Gmail displays email types with colored arrows. Ye#ow mark | " means "important emails".

This mark is not applied to emails that are natsifeed as important in Gmail.

Clicking "Important” to the left of the screen willow you to display only emails with this
importance marker

If a specific type of email is not sorted correctiglecting and correcting it using "Mark as
important” or "Do not mark as important” will allo@mail to learn which emails are important. (Fig.

39)
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Fig. 39 Importance markers
You can set whether or not to display this impaamarker. From3s (Settings)" then "Mail
Settings", click the "Inbox" tab. This will changethe screen in Fig. 40 Setting importance markers
so select whether or not display the importanceéenan the "Importance Marker:" section, and click
the "Save changes".
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Fig. 40 Setting importance markers
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15. Moredetails
Google Apps Gmail has numerous functions that haveeen covered in this guide. New functions

may also be added in the future. You can find etlans for these functions on the screen (Fig. 42)

accessed by cIickingﬁ' (Settings)" at the top rigftthe screen, then "Help" (Fig. 41).
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Fig. 42 Gmail Help Center

The End
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