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All Gmail shortcuts save time you should know

Using keyboard shortcuts in Gmail will help you read, write, and reply to messages faster. It only takes 10
minutes to learn these Gmail shortcuts and you can save dozens of hours of work each year.

Using keyboard shortcutsin Gmail will help you read, write, and reply to messages faster. It only takes 10
minutesto learn these Gmail shortcuts and you can save up to dozens of hours of work each year.

Gmail is considered a web application. Applications installed on your computer all support keyboard shortcuts
for more convenient operation, as does Gmail. Thistip is especially useful for people who always have to read a
lot of customer and partner emails . Operation with Gmail shortcuts helps reduce mailbox time.

To enable shortcut mode, first open your Gmail mailbox, click the wheel icon in the upper right corner, browse

to General> Shortcuts> Turn on shortcuts.

€« C' 8 https;//mail.google.com/mail/u/0/#settings/general

Tim kiém Hinhanh Bandd YouTube Tinti)c Gmail Drive Lich Khac-

Google I

Gmail ~ Cai dat

SOAN

Hép thwr dén (61)

Nhan Hép thw dén  Tai khodn va Nhap Béloc  Chuyén tiép va POP/IMAP  Tré «
Ngoai tuyén Chi @&  Phim tét
Hgdn ngik: Ngon ngik hién thi cho Gmail: | Tiéng Viét [=] Hién thi
Quan trong
Kich thir trang téi da Hién thi 25 [=] cudc hoi thoai méi trang

Hién thi 250 [+] dia chi lién hé méi trang

Phim tat: | Tét phim tat
T

No6i dung bén ngoai: @ Luén hién thi néi dung bén ngoai (nhw hinh anh) do nguei din
Hoi trwére khi hién thi ngi dung bén ngoai

Thw da gtri

Danh sach m& rong ~

List of Gmail shortcuts

Note: Which shortcuts are marked with a"*" are required to turn on the Enable Shortcuts option above to be
ableto use.

Shortcutsfor writing and chatting in Gmail:
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Téc vu

Thur trudic trong cude hdi thoai mé

Thu tiép theo trong cudc hi thoai ma

Tap trung vao cia sd chinh

Tép trung vao cudc trd chuyén hodc phién soan thu gén déy nhat
Chuyén d&n cudc tré chuyén hodc phién soan thu tiép theo
Chuyé’n dé&n cudc trd chuyén hodc phién soan thu trudc
G

Thém ngwéinhan cc

Thém nguwdéinhédn boc

Truy cép vao trudng tiy chinh tir

Chén lign két

Chuyén téi tir viét sai chinh ta tidp theo (chi trén Mac)

Md d& xust chinh ta

1. The? key isused on Mac and Ctrl is on Windows computer.

Gmail shortcut to format text:

Phim tat

P

n

Shift + Esc

Esc

Ctrl +.

Ctrl +,

a8/ctrl + Enter
38/ctrl + shift+c
38/ctrl + Shift+b
3B/Ctrl + Shift + f
ictrl+k

36 +;

ab/ctrl+m



Tac vu

Phdng chir trude

Phéng chir tiép theo
Giam kich thudc van ban
Tang kich thude van ban
In dam

In nghiéng

Gach dudgi

Danh sach duoc danh sé
Danh sach cé déu d5u déng
Trich din

Giam thut [&

Tang thut [&

Can frai

Can gilra

Can phai

X0a dinh dang

Gmail shortcut for tasks*:

Phim tat

38 /ctrl + Shift + 5
36 /ctrl + Shift + 6
36 /ctrl + Shift + -
a8 /ctrl + shift and +
ab/ctrl+b
ab/ctrl +i

ae/ctrl +u

38 /ctrl + Shift + 7
38 /ctrl + Shift + 8
38 /ctrl + Shift + 9
de/ctrl + |

38 /ctrl +]

38 /ctrl + Shift + |
38 /ctrl + Shift + e
36 /ctrl + shift + r

38 /ctrl +\



Tacwu Phim tat

Chuyén tigu di#m t&i thanh céng cu ,

Chon cudc hoi thoai X
Chuyén sang ch& d6 gén d3u sao/Xoay trong cac siéu sao 5
Luu trir e
An cude héi thoai m

Bao cdo la spam !

Xoa #
Tra |&i r
Tra |&i frong clra 58 mdi shift +r
Tra |&i t5t ca a
Tra |&i t3t ¢4 trong clra 58 mdi shift +a
Chuyén tigp f
Chuyén tigp trong cia 58 mdi shift + f
Cap nhat cudc hdi thoai Shift +n

Luu trif cudic hdi thoai va chuyan tdi cudc hai thoai trudc dé/tiép theo ] hodc |

Hoan tac tac vu cudi cing z
Danh déu 13 d3 doc shift + i
Banh diu 1a chua doc Shift +u

Panh dau thu d8 chon Ia chua doc
Banh diu la quan trong +hoac =
Bbanh diu I3 khéng quan trong -

Mé réng todn bd cudc hdi thoai .

Thu gon toan bd cudc hdi thoai

Thém hdi thoai vao Tac vu Shift +t

Gmail shortcutsfor Hangouts *:

Tac vu Phim tat
Hign thi menu h+m
Hi&n thi cdc Hangout da luu trif h+a
Hi&n thi cac yéu cBu Hangout h+i

Tap trung vao danh sach cudc hoi thoai h+c

Ma dién thoai g+phodch+p



Gmail shortcut to move *:

Tac vu Phim tat
Bi dén "Hop thu dén” g+i

Bi d&n cudc hdi thoai dugc Ganddusao g+s

i d&n thu d3 Gui g+t
Bi dén Thu nhap g+d
Bi dén Tat ca thu g+a
Di dén Danh ba g+c
Pi dén Tac vu g+k
Bi dén nhan g+l

Gmail shortcut to select list by topic *:

Tac vu Phim tat
Chon tat ca cudc hbi thoai *+a
Bo chon tat ca cudc hdi thoai *+n
Chon cudc hdi thoai da doc 4y
Chon cudc hdi thoai chua doc T+
Chon cudc hdi thoai duoc gan diu sao *+g

Chon cudc hdi thoai khéng gan diu sao *+1

Gmail shortcut to navigate *:



Tac vu Phim tat

Quay lai danh sach dang chudi u
Cudc trd chuyén mdi k
Cudc hdi thoai cii hon j
Md cubdc hdi thoai o hodc Enter

Pi tdi muc hop thu dén tiép theo

Pi tai muc hop thu dén trude ~

Gmail shortcutsfor apps*:

Tac vu Phim tat
Soan thu C
Soan thu trong tab mai d
Tim kiém trong thu !

Tim ki€ém trong danh séch lién hé tro chuyén g
Mo trinh don "tdc vu khac” :
M@ trinh don “di chuy&n t6i” v
Ma trinh don "gan nhan 13’ I

M@ tro gidp phim tat ?

Practical use experience:

1.

2.

Read Gmail messages on Google Chrome browser for best compatibility (Why? Because Google Chrome
and Gmail are both developed by Google).

If you use a shortcut without seeing the results, click the mouse in a blank space in the Gmail window,
then try again.

Practice many manipulations with shortcuts to memorize, the following readings (check mail) will save a
lot of time.

The important keys are: j : go down to the following message, k : select the message above, x : mark the
message, Enter : read the message with the mouse cursor in that position.



5. If Vietnamese typing program is working, it may cause the keyboard shortcut to be misinterpreted (If
using Unikey, use Ctrl + Shift to quickly switch the English and Viethamese typing mode, will fix get this
problem).

6. Combine browser navigation shortcuts.

7. When you forget, type Shift +/ (which istyping?) To display the quick lookup list of shortcuts.

Wish you all work effectively!

Y ou finished reading the article "All Gmail shortcuts save time you should know" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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