Gmail
Welcome

Life after Lotus Notes

Google: Apps

Welcome to Gmail!

Now that you've switched from Lotus Notes® to
Google Apps, here are some tips on beginning to

use Gmail and your other new Apps.
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What’s Different?

Here are some of the differences you’ll notice when switching from Lotus Notes® to Gmail:

In Lotus Notes®, you ...

In Gmail ...

Access mail (typically) from a dedicated computer
behind a firewall

Access mail securely via the Internet, from
any computer, anywhere

View messages and their replies as individual
entries in your Inbox

Groups messages and their replies in conversation
threads

Organize messages in folders

Tag messages with labels

Flag important messages

Star important messages

Flag messages for follow-up

Add messages to your Tasks list

Manage incoming mail using rules

Manage incoming mail using filters

Assign sender colors

User color-coded labels and filters

Sort messages by sender or date

“Sort” messages using Gmail search

Auto-spell check while composing

Check spelling after composing

Create multiple signatures

Use the Canned Responses lab

Delete messages to save disk space

Archive messages to unclutter your Inbox (no need
to delete, thanks to 25 GB storage in the cloud)

Receive notifications of new email

Install the Google Talk desktop client

Access a shared mailbox

Create shared mailboxes using Google Groups

Forward multiple messages

Forward all messages in a conversation thread




Gmail Google: Apps

Life after Lotus Notes

Composing

In Lotus Notes® ...
Start a New Memo

Sally Spriggs ~ Product improvements

Ryan Fox Re: Final details for the Google Apps
Tina Tobar Here's a great article on excersing
Mancy Soble Re: Final details for the Google Apps
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In Gmail ...
Compose a message

Tina Tober
inbox 7) Sally Sprigs
Starred y =prig
Important Rich Randall
_Sent Mail Ted Thomas

SEND Save Now Discard

To | pet

“Pete Newel" <pnewel@solarmora.t

"Pete Newel" <pete@gmail.com>
Subject "Perry Peters" <perry@soclarmora.c

Il
il
M
Ml

Chec R%Eelllng v

we need to discuss the Sturgis account. | want to
set up a conference call with Mary to explore
different partnership scenarios. Will you send her

[ Click the Compose button. Gmail replaces your
Inbox with a form for composing your message.

[®] Shift-click Compose to author your message in a
new browser window (so you can keep an eye on
your Inbox at the same time).

Address the message

Start typing the first few letters of a recipient’s
name. Then select the address you want from the
directory or list of recent correspondents that
appears.

Check your spelling

[y Compose your message first. Then click Check
Spelling to highlight and correct possible
misspellings.
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Formatting & Signatures Life after Lotus Notes

In Lotus Notes® ... In Gmail ...
Format and add pictures Format and add pictures
* Add rich formatting to a message. Add formatting, colors, links, highlighting, and
¢ Insert images in a message. pictures using tools above the message.
“Bend  SendandFile.. Save as Draft Delivery Options.. [ » @& | -
| ' Attach a file ,Insert: Invitation Canned responses v I% To upload a picture as an attachment, click
?4} i | B 7 U -rvf-rvglec—:n == = E Attach a file.
= = = = Ty «PlainTekt . . .
Bec: | ) & Toinsert animage in the message body, enable the
Subject [Robottraining webinar A‘ - Insert Image lab (see page 18 for more about labs).
4 Team Webinar Then click the P icon that appears in the
A Team Webinar e Date: August 20 formatting bar.
" * Time: 10am- Don't be late! More info training. 1bot.info
Date: August 20 . .
Ti?n?a: 1Egums— Dantbafatad More info: training. ] botinfo | * ] 0 Chrome browsers only: Drag animage dlreCtIy from

your desktop into the message.

Create multiple signatures Use canned responses
Create one default signature, and insert additional Create one signature for all your messages, or
signatures from your desktop. multiple signatures using canned responses.
[ i Invitati = y To create a signature, go to your
Sl S e FllE S e B e Attach a file Insert: Invitation((Canned responses ~ ) ; i g g y ¢ -
Insert Settings (in the gear menu). Your [Q.
Preferences... B 7 U T-+T-A-T-E i . .
To . Ut of Office... wEl= = Z «PlainTexd Mary signature is automatically =
£ = = = « Plain Tex . . eftings
E ce [ Save e Statiorer - Mary Ann inserted in each new message. ng
2 e Mary Smith &
.. ..., B .
Subject Er A G ;ﬂ;gcm::ager :::ry & Touse other signatures, enable the
1bot Robotics Mary Ann Canned Responses lab (see page 18). Then create a
Mary Srmith wyiw. 1botinfo Mary Smith canned response for each signature. When
Project Manager Q New canned response... composing a message, choose the signature you
Thot Rohatics Because the future is now Delete
| weaw. 1ot infio J | J want from the Canned responses menu.

& Toinclude pictures in your canned responses, enable
the Insert Image lab, too.
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Attaching Files

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Attach or drag afile

Browse for the file. Or drag or paste it into the
message.

In Gmail ...
Attach and upload a file
[ Click Attach a file and browse for the file.

Subject | Simpson.mimbers
-

Nancy, ,*"
.

.
Here'd the Simpson spreadsheet.
.

i -
h @
i

Simpson,xls

Delete an attachment (to save space)

Remove an attachment without deleting the
message.

Attach a file )Insert: Invitation
B 7 U T-+T~-A-T-E M c

Attached is the client's project plan.

Tl oject plan.ipd < N

Keep all your attachments

You don’t have to delete email or attachments to
save space (since you have so much of it).

Subject |Weekly report for review

Flease find the weekly repont attached.

Attachment Propetties

)

Weekl-R  copy

Wiew
Open
Save...

Save and Delete. .. k
Delete. ..
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| Rich Randall rich@ez4utech.com
to me [=

I've attached the requested files. Let me know if y

3 attachments — Download all attachments

'E A .
L 28K (Wiew Download

To prevent the spread of harmful viruses, Gmail doesn’t
let you attach executable (.exe) files.

(@] Choose multiple files in the same folder by Control-
clicking the files you want to attach to your message.

& Chrome browsers only: Drag an image or PDF
directly from your desktop into the message.

You can remove an attachment by deleting the message
containing it, but why bother? Gmail attachments reside
in the cloud where you have 25 GB of personal storage
space. An attachment is copied to your computer only
when you download it for viewing.

[ Click an attachment’s Download link to download a
copy of the attachment in its original format, to your
computer.

& Chrome browsers only: Drag an image directly from
the message to your desktop to download it!.

[®] Click View to instead preview the attachment in a
browser window, without downloading it (saves time
and doesn't take up any space on your computer).
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Conversations Life after Lotus Notes

In Lotus Notes® ... In Gmail ...
Multiple Inbox entries per thread A single entry per thread
A message and all of its replies appear as individual By default, Gmail groups a message and its replies The Inbox entry identifies participants and shows how
entries scattered throughout the Inbox. in a conversation that’s listed as a single Inbox entry. many messages are in the conversation.
Polly Patterson Re: Final details for the Google Ap, M < Ted Thomas We still haven't received you This entry shows that Polly sent a message that was

replied to by Nancy and Ryan. Ryan’s name is in bold

Nancy Newel Re: Final details for the Google Ap b hi ; q
ecause his response is unread.

——=Polly, Nancy, Ryan (3) Final details for the Google
Ryan Rivers Re: Final details for the Google Ap (] Will Winters Please call Mike Henderson

Print or expand the entire thread

When you open a conversation, its messages appear in a

Polly Peterson 9/21/08 stack with the latest unread reply open for viewing.
Hi everyone, Tonight is the kick-off event to introd

Final details for the Google Apps L= @:I-

These buttons perform tasks on all messages in the

Nancy Newel nancy@e  9/21/09 - - conversation.

to Polly, quinn, -
0 Folly. quinn, ryan Expands or collapses all messages.

Catering is scheduled to arrive around 5:30 pm.
We've allotted an hour for them to set unpack &= Prints all messages.

. and set everything up for the event. We're

B Opens the conversation in its own window.

@] Prefer the unthreaded view? To list all your Polly Peterson 21108 Print or delete a single message

messages separately as in Notes, turn Hi everyone, Tonight is the kick-off event to introd Click a message in the stack to expand it for viewing.

Conversation view off. Do this temporarily (it's easy o

to switch back) or for good. Nancy Newel nancy@e  9/21/09 - = Use the pop-up menu inside the - _

. . to P message to perform tasks on just that

Go to your Mail Settings > General tab, and select O & Reply message. For example, click Print to Q

Conversation view off. All, | ¢ Reply to all print just that message. Click Delete this
Cate F':frward message to delete just that message from the thread.
We'v Print [Q
and ¢ Delete this message
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Life after Lotus Notes

In Lotus Notes® ...
Reply to a message

Select a message in the Inbox to reply to it.

Memo [Reply&\ Replyto All = || Forward ~ || Delete || Foll
Whao ~ Suhject

Sally Sprigas Product improvements

Ryan Fox Re: Final details for the Google Apps

Tina Tobar Here's a great article on excersing

Nancy Soble Re: Final details for the Goc

Ted Thomas We still haven't received your expense

Nancy Soble Re: Final details for the Google Apps

Molly Miles Details on the Richardson Project

Llolae LI s S SR g | ppp——— T T ..
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In Gmail ...
Reply to a message in a conversation

Open the conversation and expand the message
within it that you want to reply to.

Polly Peterson
Hi everyone, Tonight is the kick-off event to intreduce Googl

Nancy Newel nancy@ez4utech.com - -
to Pally, quinn, me (=

{ = Forward
Nancy

®

To (Nancy MNewel <nancy@ez4utech.com

Ce (F‘c:ll'_-‘.r Peterson <polly@ezdutech.com
Add Bec Edit Subject Attach a file Insert:

B 7 U T-T-A-T-@® e

Hi Nancy - Thanks for all the great work!

+ Reply [%
Catering is scheduled to arrive arojn -
everything up for the event. We're & Reply to all

Expand the message, first

Click a message to expand it. Then open

the menu inside the message and * v%
choose areply option. Note that you're

replying only to senders or recipients of

that message, not to other participants in the
conversation.

If a message includes a signature or previous replies,
Gmail hides them from view. Click the | ... ' to view all the
text to be included with your reply.

Who sees your reply?

Before sending a reply, you can verify the recipients by
checking the email addresses in the To: and Cc: fields. If
a participant’s address isn't there, he or she won't see
your response.

This example shows that only Nancy Newel and Polly
Peterson will see this reply in their conversation stack.
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Forwarding

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...

Select a message in the Inbox to forward it.

18 - Inbox - Urread...

Who

Ryan Fox

Mew Memo || Reply = || Replyto All = anward& Delete || Follow Up = || Folder

Subject Size

Re: Final details for the Google Apps

December 2011

In Gmail ...

Forward a single message or an entire conversation.

Polly Peterson
Hi everyone, Tonight is the kick-off event to introduce Googl

Nancy Newel nancy@ezdutech.com - T

to Polly, quinn, me [= ~ Reply
Catering is scheduled to arrive aroun p

everything up for the event. We're ex = .
MNancy -

O Print

% - More =
Mark as unread
Mark as important
Add to Tasks

Add star
Mute

(ot )

orations. We'v

Forward a single message

If the message you want to forward is within a
conversation, first expand the message.

[y 7o forward just that message, « |-
open the menu inside the [%
message and choose Forward.

If a message includes a signature or previous
replies, Gmail hides them view. Click the | .. | to view
all the text to be forwarded.

Forward an entire conversation

Send someone all messages in the thread by
forwarding the entire conversation.

[y Open the More menu above the conversation
stack and click Forward all.

Recipients of a forwarded conversation receive a
single message that contains all replies from the
original conversation.
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Delete vs. Archive

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Delete mail to save space

Limited disk space on your server means you must
delete email or store it offline to unclutter your
Inbox.

[% &2 Inbox
£ [Z Drafts
o k3 Sent
: =5 Follow Up
(z) Sy Junk Mail
b T Trash

+ Views
&7 | = |7 Folders
1 Mkig

= Pri
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In Gmail ...
Archive it, instead!

25 GB of personal storage space in the cloud means
you likely have room to archive messages, instead,
keeping them handy for years to come.

|
1
¢
&7
-
[

Will Winters Please call Mik

Tina Tober Here's a great ;

Product improv

™
¥

HE| Sally Sprigs
™

Ted Thomas We still haven't

Inbox (184) . p
Starred
Important H = Will Winters ~ Please
All Mail [Q ig Tina Tober Here's
m oo
HE Sally Sprigs Inbox
= HE Rich Randall __ Files yg

Clean up your Inbox

Archive messages you're not using now to move
them out of your Inbox—even conversations whose
replies you want to keep tracking.

[y Select one or more messages =
and click the Archive button.

[®] Archiving a conversation doesn’t remove you from
the thread; any new reply automatically returns the
conversation to your Inbox.

All your mail is just a click away

You can see all your messages, including ones
you've archived, in All Mail view. Or, find specific
messages quickly using Gmail search.

[ Click All Mail to view the contents of your
archive along with the rest of your email. (To see
this link you might first have to click More).



Gmail

Sort vs. Search

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Sort, browse, or search for messages

« Sort by view / folder (eg, for sender or date)
* Browse / search views and folders
 Perform a full-text search

[ New Mzmo || Reply = || Realyto All = || Forward '|[Fnl|our Up ~)

A who~ | subjeet ~ |Size ~

L

£5 Inbox Ryan Fox  Re: Final detail for the Google Apps

[ Dratts Ryan Fox Re: Final detail for the Google Apps
& Sent Ryan Fox Your expense report X .

Ryan Fox Re: Here's 3 great article on exercising
5 Follow Up Linda Eccles  Re: Final detail for the Google Apps
T Junk Mail Linda Ecdles  Launch meeting

Lindz Eccles beachure.
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In Gmail ...
Just use Gmail search!

» Search by sender or for a date range
« Search for labels and keywords
 Search for other message criteria

ryan wilson RD[D

ryan wilson ROI - search mail L}
ryan wilson ROI - search the web

i - |

Search x

All Mail %

From —

ryan
To

Has the words

g Has attachment

Date within | 1 month 2| of  Mar 20

m Create filter with this search »
!

from:ryan has:attachment after:2011/2/20 before = =

Keyword searches

Start by searching for keywords that appear
anywhere in the message, including the subject,
body, and sender name. A few search terms are
usually all you need.

Advanced searches
Use search options to narrow your search’s focus.

[3 Clickthe ~ at the right of the search bar to
open the search options box.

This example searches for messages with
attachments sent by Ryan between February 20
and April 20 of the current year.

Search shortcuts

After your search, Gmail shows you a text version of
the search. Next time, you can type these search
operators directly (e. g., from:ryan has:attachment,
etc.) without having to open the box.

[®] Learn all shortcuts at http://
deployment.googleapps.com/Home/resources-
user-adoption/quick-reference/
Google_Mail_Shortcuts.pdf.


http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Google_Mail_Shortcuts.pdf
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Google_Mail_Shortcuts.pdf

Gmail Google: Apps

Life after Lotus Notes

Folders vs. Labels

In Lotus Notes® ...
Organize messages in folders

Place a message in one or more folders.

S Junk Baul

In Gmail ...
Tag messages with labels

Give messages one or more descriptive labels.

Inbox (2) S0 Wil Winters [y 7o create or edit labels, L
Trash ; the Labels menuand ———
[=] Project [ ] open | -
WA =] Tina Tober
; U Fiews Cliant - | choose Manage labels. ' Financial
=, E'd;r; # Financial @ 8 i< Sally Sprigs Nest labels within labels, if you Manage labels [y
== ? g 3 more v = Rich Randall want—just like you did with
: - Proj Notes folders!
= -] Testing
i + I Tools
= . .
- )
‘ = a == ( ®- ) " Give a message multiple labels
A — l Assign a message as many labels as apply. You can
© Wil Winters oy e i r"’! then find the message based on any of its labels.
| Tina Tober In?nci E
= : < Project mf [y Select messages in your Inbox. ‘ -
(R e Apply IQ ’_; Then open the Labels menu and

select one or more labels.

Find labeled messages

(In:ﬂnanclal)

| [ Click a label link to view messages and
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COMPOSE

Inbox (184)

Will Winters
Rich Randall
Ted Thomas

Molly Miles

Inbox

Inbox

Inbox

Inbox

-

conversations that share that label, including
any that have been archived. Or, search for
in:labelname (as in in:financial)

| See all your labels by clicking the More link in the

sidebar. Use Gmail Settings to choose which
labels appear without having to click More.
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Flags vs. Stars

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Flag a message for follow-up

In Gmail ...
Star the message, instead

1 Mew ~ 2 Forward ~ 2 - = - T v |E show =
default

fdd or EditFIag...[\lS iy

il Tina Tober Remove Flag

Here's a great article about exe
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[ . G Fr— )
Will Winters Please call Mike H
C 3 .‘h Tina Tnh% Here's a great artic

ogle Apps kick-off event = B

944 AM (41 minutes ago)

9:50 AM (35 minutes

10:14 AM (11 minutes aoo) = - )

_ @:s{arred in:prnject) _

Inbox (181

ps to our te...

ns. We've...

W Will Winters
b Sally Sprigs

oW Rich Randall

| Sent Mail

[y Click a message’s star to star it. (Click again to
remove the star.)

[s  Get more symbols! Go to Wil Winters
Gmail Settings, scrolldown @ tina Tober
to Stars, and choose more )

Sally Sprigs

symbols to use. Then click a %
message'’s star repeatedly to
cycle through the symbols.

e s

Star a message within a conversation

[ Star a message within a conversation stack to
bookmark it. The conversation then opens with
that message already expanded.

Find starred messages

[ Click Starred in the left sidebar to list starred
messages.

[N Search for is:starred or has:symbolname (as in
has:red-bang). Searching for is:starred
in:project, for example, lists all starred
messages with the Project label. Find out
names of other symbols in Gmail Settings.
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To Do vs. Tasks

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Add messages to a To Do list

In Gmail ...
Add messages to your Task list

ToDo~
Cpen
lterm =

Please call Mike Henderson
Account proposal

Get pop-up reminders or alerts

Add a pop-up reminder or audio alert to a flagged
message or to-do item that occurs at a given date
and time.

[ Tina Tober pvailability of parts?
| Alarm H E

hel
On:  10/08/2011 " Chooze
e oAar 0931 am
D
Fallow Up for: Call Mike Hendersan
Shooze for I'IEI _.; mirutes
- -
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[ 1

— - a8 [!] More =
Mark as unread
hark g= jimpartant
4 Will Winters Flease call Mike Hendersg
Add to Tasks k
=] Tina Tober Here's a great article on e: |
Tasks: Peter's list
m] Sally Sprigs Product impt
[ Please call Mike Herlderson next >
=] Rich Randall  Files yourec.  week
Fri, Aug 27, 2010 - Related emad
) Ted Thomas ‘We still have v N
L Moo fiana moin
- | N ¢

Track tasks in your calendar

Display tasks on their due dates in your calendar
and keep an eye on them there, instead.

Tasks: Peter's list

[ Please call Mike Henderson next *

week
Firi, Aug 27, 2010 - Related emai

[ Bchedule task force meeting
| Man, Aug 23, 2010

Today L4 > Aug 22 - 28, 2010

~ My calendars
Peter Popper P Dmtﬂtmli Hand
I Tasks s
A | Tpm

N

Select the message, open the More menu, and
choose Add to Tasks. This opens your Tasks list
and places the email on your list.

Check the task off in your list, when it’s
complete.

Open your Tasks list (click

Mail ~
the Mail logo and choose -
Tasks). Then click a task’s » Mall
to open a screen for Contacts

Tasks

assigning a due date.

Display Tasks in your calendar to see reminders
for this week. Tasks with a due date appear in

Mon 8/23 T J_ each day’s header area.
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Rules vs. Filters

Google: Apps

Life after Lotus Notes

In Lotus Notes® ...
Manage incoming messages with rules

Use rules to manage the flow of incoming
messages.

Rukis @ On C Of
]
Cieate @ Condlion ) Excegtion
B =] [sereier =l f- =] [Fom Jerkina
Wik ey
stdn i Tom ek |
_Aene |
_Pemset |
champeinpanarcetn ¥ |Hih =
Ichivueumn:lmteluﬂm ] Add Action
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In Gmail ...

Manage incoming messages with filters

Set up filters to automatically label, archive, delete,
star, or forward certain types of messages.

Search
All Mall =
From

many@ezdutech.com
To

Subject

|Budgeq

g Has attachment

Date within | 1menth 2| of Mar 20

of |

1. Set up filter conditions

[y Clickthe ~ at the right of the search bar to
open the search options box. Then create
conditions to determine which incoming
messages get filtered, and click Create filter
with this search.

- These conditions filter messages from Mary that
contain the word Budget.

n Create filter with[!his search » ’

from:(mary@ez4utech.com) subject:Budget

When a message amves that matches this search;

™ Skip the Inbox (Archive it)
O Mark as read

) Star it

™ Apply the label:  Financial

ST ) Also apply filter 1o © maiching
conversations.

2. Choose actions to perform

Next, choose one or more actions to perform on
messages that meet your conditions.

- This action applies the Financial label to filtered
messages, which skip the Inbox altogether.

(@] Create afilter based on a specific message by
choosing Filter messages like this from the

More menu.
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Sender Colors vs. Labels

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Assign a color to a sender

Use colors to highlight messages from particular
senders in your Inbox.

In Gmail ...
Tag senders with colored labels

Color-code a label. Then filter messages from a
sender to that label.

= Uho &
Rich Randall

1 Tina Tober Here's a great exercise to do at

[+ Buhject

Re: Account Proposal

Production specs

o Sally Sprigs
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Client Will Winters el
Label color:
@] [a][a] Tina Tober Here's a great &
@ afajalcifal Sally Sprigs Produ
[2][2][a]
BOEEE Rich Randall
B i Lowr —_—

~
From

| mary@ez4utech| |

[0 Has attachment

(E.Apply the label: Manager & )

Greate filter with[ﬂﬂs search »

Create filter
L] k

Color-code a label

Create alabel (see page 10) that’s named for the
sender, such as Manager. Then color-code the label:

[ Click to the right of the label (a box with an arrow
» appears) and choose a color scheme.

Filter incoming messages to that label

[ Create afilter (see page 13) that assigns the
label to all incoming messages from that sender.

[®] To assign the label to other senders, too, create a
similar filter for each sender.

Now, all messages from Mary will get the red
Manager label.
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Vacations & Notifications

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Out of Office Notification

Reply automatically to messages you receive while
on vacation. Optionally create an alternate reply for

certain recipients.
Preferences, .. |
g

Copy Inko Mew
Schedule a Meeting ...

IRecipient

= Tina Tober

= Wil Wiinters

Track Message. ..

Mew Message with Skationery, .,
MarkfUnmark Document As Expired. ..
Create QuickRule. ..

Mail Fules

Molly Miles

Enable Desktop Alerts

Use Notes Minder be notified of new mail when
Notes isn’'t running (requires a Domino server).

=] hi:ll My Documents m LotusInstall.log

Lotus Motes Minder I
=l

@ “r'ou hawve new mail

@ Deskkop ‘ ) Dovwynloads

Wiew Surnmary

EEE)
_ Lo |

Cloze
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In Gmail ...
Vacation Responder

Specify a single reply to send while on vacation.
Optionally narrow the scope of who receives it.

| O vacation responder off
® vacation responder on

Firstday: November 21, 2011 ™ Ends: November 28, 2
Subject:  Peter is on vacation November 21-28

Message: For help with the Anaheim project while I'm gone,
please contact Tina Teber (tina@solarmora.com).

[ Only send a response to people in my Contac

™ Only send a response to people in Solarmorz

Install Google Talk

Install the Google Talk chat client to receive desktop
alerts when new mail arrives.

Google Talk _|
Seftings |Help

Fta & .

b i

Sondra Jenkins
m New project quote

U NS 404 HiCassy, , We finally heard back
& Benito 4 from the consultants with their
line quote for handling project...

5 A

@ Cassy S
tyvailabls

[3  Open Gmail Settings on the -
gear menu. Then on the [Q-
General tab, scroll down to

i Settings
Vacation Responder.

Compose your automatic reply and specify a time range
for when to send it. Optionally send it only to people in
your organization or personal Contacts.

Don’t worry about sending too many responses to
people who email you frequently. Gmail sends your reply

Download and install Google Talk from
www.google.com/talk/.

Open Google Talk from your Windows Program Files and
sign in with your Google Apps user name and password. As
long as Google Talk is running, you’ll receive desktop alerts
when new mail arrives—whether or not Gmail is openin a
web browser.

(@) Open Google Talk's Settings and check the
Start automatically when starting Windows option so
you don’t have to remember to start Google Talk yourself.


www.google.com/talk/
www.google.com/talk/

Gmail

Shared Mailboxes vs. Google Groups

Google: Apps
Life after Lotus Notes

In Lotus Notes® ...
Access a shared mailbox

Have your administrator grant you access to a team

mailbox, open the mailbox database from your Domino

server, and send messages on the team’s behalf.

@ Suppurt _Ma-l N

FE20-9@% =20 RcB
Support "= | ¥ Mew - =] Reply -
&]Inbox

@Draﬂs

— Meeting

= sent Contack

|F} Fallow Up Group
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In Gmail ...
Create a Google Group

Create a Google Group whose members can send
messages on the group’s behalf (any Google Apps
user can do this).

‘Documents Sites (more v)

Video
‘ Groups
Contacts

cassy@solarmora.com f'

P ——
My groups

Single-column »

Support - manage
10 web views

last 67 minutes

Send on behalf of the group

Go to the group’s Discussion Archive and respond to
messages posted there, using the group address.

Inventory database is down

| Cassy Smith View profile More eptions Oct 11,

We're having trouble with the database. It keeps going down.
anyone know what's going on?

E! Reply to author  Forward
(sena)

From: ) Cassy Smith <cassy@solarmora.com=> H

To: | Cassy Smith <=cassy@solarmora.com>
Support =support-usergroupi@solarmora.com=> [

[¥  Go to more > Groups to view groups you belong
to. Then click Create a group. Name your group,
create an email address for it, and configure
Group settings to determine who can post
messages on the group’s behalf.

For details, see http://www.google.com/support/a/
bin/answer.py?answer=167430.

[®] Don't see the Create a group button? Ask your
administrator to either enable Google Groups for
Business or create the group for you.

Go to Groups, open the group’s Discussion Archive,
and click the posting you want to reply to.

Below the message text, click Reply or Reply to
Author.

In the message window, select the group’s address
from the From drop-down and compose your reply.


http://www.google.com/support/a/bin/answer.py?answer=167430

Gmail Google: Apps

Mail Delegation Life after Lotus Notes

In Lotus Notes® ... In Gmail ...
Send mail on your manager’s behalf Send mail on your manager’s behalf

You can access your manager’s Inbox in Gmail—
viewing her mail and sending messages on her
behalf—just as you did in Notes.

Mew > =51 Reply » “lReplyta All = [ Forward = EE|'| _5 Manager Position

Re: Sales Manager position cassy@solarmora.com (sent by ben@solarmora.col

Cassy Smith to: Will Winters - Recipients see that messages you send on her
Sent by: Ben Caccitore behalf come from her but are sent by you.

rinterest in our Sales Manager position. Your resume
Thank you for your interest in our Sales Manager position. ind we'd love to schedule an interview.

General Labels Accounts Filters Forwarding ant Set up delegatlon
| First, your manager must grant you access to her

Gmail account:

Grant access to your Add another.account
account: [:E

| e e e = EERvETSalon as [y Have your manager open her Gmail Settings, go
to her Accounts tab, click Add another
account, and enter your email address.

This sends you an acceptance email that you must
respond to, to activate delegation.

[®] Want to send messages from your manager that Access your manager’s mail

benjaming@solarmora.com - | ﬂ'
don'tinclude your address? Go to your Mail !

[y Click your email address at the top of your Gmail

settings > Accounts tab and add her address next Benito Cacciatore . .
to Send mail as. After that, choose her address in benjamin@solarmora.com window, C; olc?s‘(e Switch accou'nt fdrgm the
the From field when you send messages from her ments, and clek your managers address.

Switch,account

L

cassy(@solarmora.com
mssy@solarfmra[ém {delagated)

Inbox. Sign out fsolarmora.com - | £ This loads her Inbox in your Gmail window where

you can now send and receive mail on her behalf.

December 2011
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Enable Gmail Labs

Gmail Labs are pre-release features you can enable
to add even more functionality to your Inbox. Labs
let you recall a message you just sent, enter a pre-
composed response, and much more.

To see available Labs and peter@ezdutech.com - | £
enable any you want to use,

open your Gmail Settings Mail settings
and go to the Labs tab Mail help

(available only if your Gmail
administrator has enabled Labs T
Labs.) Or after enabling one

lab, go straight to Labs from the gear menu.

Send and archive in one step (Lab)

Save a step when replying to conversations you
want to archive, by enabling the Send & Archive lab
(see above for more about Labs). This adds a button
to any reply you compose that you can click to
simultaneously send your reply and archive the
conversation (so it’s no longer in your Inbox).

4+ Reply = Forward

Send & Archive Send

To Benito Cacciatore <benjamini@soclarmora
Add Cc Add Bee Edit Subject  Attach

Save Now

Don’t worry about missing replies—if anyone
responds to your message, the conversation, along
with their reply, will reappear in your Inbox.

December 2011

Label and archive in one step

Organize your mail and clear your Inbox in one step
(similar to moving a message to a folder in Lotus
Notes®).

[ Select messages, then choose a label from the
Move to pull-down menu.

e o i (m)
Move to:
v Will Winters a
i Tina Tober Client €
Sally Sprigs Financial h 4

Here, Gmail adds the Financial label to selected
messages and removes the messages from your
Inbox.

To view the messages later, click the Financial label
at the left of your message list. You can also view
the messages (along with all your other messages)
by clicking All Mail.

Preview attachments before download

Attachments to Gmail messages reside in the cloud
and are only copied to your computer when you
download them for viewing.

You can save disk space (and time) by previewing
attachments without downloading.
[¥  Click the View link below the attached file.

" Rich Randall richi@ez4utech.com
to me (-

I've attached the requested files. Let me know if y

3 attachments — Download all attachments

Acco, nfo.pdf
.E 28K nload

Gmail opens a new browser window to display a
preview of the attached file. You then have the
option of printing the view or downloading the
original file.
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Add a status message

Let your coworkers know what you're doing by
adding a status message to your Chat box.

[y Expand the Chat box. Then open the
Set status here menu to add a status
message—either a preset message or one you
create.

e [Ix
Chat [« . Ann
Search people...
B4 Cassy Smith
Set status he - - Click here t
Available k
" @® Ata conference

Your status message can be anything you want,
including a note to say you're out of town, or a link to
a web page.

December 2011

Save time with keyboard shortcuts

Save time while reading and managing your mail by
using keyboard shortcuts. These let you perform
common tasks without moving your hands from the
keyboard.

For example, type “j” and “k” to navigate up and
down your Inbox, “0” to open messages, “r” to reply,
“c” to compose, “s” to add or remove a star, “e” to

archive, and much more.

[®] While working in Gmail or Google Calendar, type
“?” at any time to display a complete list of
keyboard shortcuts (keyboard shortcuts must be
enabled).

-

| Print a copy of keyboard shortcuts from
http://deployment.googleapps.com/Home/
resources-user-adoption/quick-reference/
Google_Mail_Shortcuts.pdf

Prune duplicate contacts

Want to clean up any duplicate contacts that
migrated from Lotus Notes®?

Gmail makes it easy to merge duplicate contact
records without losing valuable data.

[ Click the Mail logo and
choose Contacts to open
the Contact manager. Then
open the More menu and
choose Find & merge
duplicates (shows a list of
duplicates). Uncheck any contacts you don’t
want to merge and click the Merge button.

Gmail merges unique information from the deleted
contact record with the remaining contact record.

Work offline

Keep using Gmail, even when you're not connected
to the cloud!

Set up offline Gmail by opening your Gmail Settings
and going to the Offline tab (available only in some
browsers and if your Gmail administrator has
enabled this feature).

You can then access your mail and continue
working even when your connection is intermittent
or if you're not connected to the Internet at all.

While you're offline, Gmail stores messages you
send in your outbox. It then automatically delivers
the messages the next time you connect.


http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Google_Mail_Shortcuts.pdf
http://deployment.googleapps.com/Home/resources-user-adoption/quick-reference/Google_Mail_Shortcuts.pdf
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