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Setting up keyboard shortcutsin Gmail

Inthisarticle, TipsMake will guide you on how to set up keyboard shortcuts in Gmail to help users work faster.
Basic operations such as sending, receiving, and reading emails, along with other tasks in Gmail, will become
much easier to perform, saving userstime.

When it comes to keyboard shortcuts, Windows computer users are probably already familiar with them because
of their usefulness. Knowing how to use computer shortcuts allows for quick operationsinstead of time-
consuming manual methods. The same applies to Gmail; users can set up keyboar d shortcutsto use them,
making the work process and operations on Gmail faster.

GMAIL

HUSNG DAN CAI DAT SU DUNG PHIM TAT

Setting up keyboard shortcuts in Gmail

How to set up keyboard shortcutsin Gmail

Inthis article, we're using the Vietnamese interface for Gmail. If you don't know how to change the Gmail
interfaceto Viethamese, please refer to the instructions here.

To set up keyboard shortcuts in Gmail, follow these steps:

Step 1: On the Gmail login screen, click the Optionsicon (gear shape) -> Settings.
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Step 2: In Settings, look for the General tab -> then scroll down to find Shortcuts -> then select Enable
Shortcuts.
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Step 3: Scroll down to the bottom -> click on " Save Changes’ to save your settings.
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The above steps compl ete the setup of keyboard shortcutsin Gmail, and you can now use them when working in
Gmail. Below isalist of frequently used Gmail keyboard shortcuts you should know.

Commonly used keyboard shortcutsin Gmail

1. Compose and chat shortcuts

Tac vu Phim tat
Thur trurde trong cudc hoi thoai ma P

Thir ti€p theo trong cudc hdi thoai ma n

Tap trung vio cira sé chinh Shift + Esc
Tap trung vao cudc trd chuyén hodc phién soan thu gan day nhat  Esc
Chuyén dén cudc trd chuyén hodc phién soan thu tiép theo Ctrl +.
chuy&n dén cude trd chuyén hodc phién soan thur trude ctrl +,

Gui F/ctrl + Enter
Thém ngudi nhan cc gg/Ctrl + Shift + ¢
Thém ngudi nhan bee Qaimiengtlj 22 /ctrl + Shift + b
Truy cap vao truéng tiy chinh tr ' 25 /Ctrl + Shift + f
cheén lién két /el + k
Chuy&n téi tir viét sai chinh ta tiép theo (chi trén Mac) =+

Ma dé xudt chinh ta F/ctrl+m

2. Text formatting shortcuts




Téc vu Phim tat

Phéng chil trudc /ctrl + Shift + 5
Phéng chir ti€p theo g /ctrl + Shift + 6
Giam kich thudc van ban 3 /Ctrl + Shift + -
Téng kich thudc van ban #£/Ctrl + Shift and +
In dam FZ/ctrl+b

In nghiéng FE/ctrl +i

Gach dudi E/ctrl +u

Danh sach duoc danh sé 32/Ctrl + Shift + 7

Danh sach c6 dau ddudong  3E/Ctrl + Shift + 8

Trich dén z2/ctrl + Shift + 9
Giam thut [& F2/Ctrl + [
Téng thut & F5/Ctrl +]
Can tréi eaimienpm a8/ctrl + Shift + 1
Cén giira "~ Z/ctrl + Shift + e
Can phai £ /ctrl + Shift +r
¥6a dinh dang F8/Ctrl +\

3. Task Shortcuts



4. Shortcut to go to

Tac vu

Chuyén tiéu diém téi thanh céng cu

Phim tat

Chon cudc hdi thoai X
Chuyén sang ché d6 gan déu sao/Xoay trong céc siéu sao s

Luu tri¥ e

An cudc hdi thoai m

Bao cao la spam !

Xoa #

Tra 15i r

Tra 161 trong clra 56 mdi shift+r
Tra loi tat ca a

Tra I&i tat cé trong cira s mai Shift + a
Chuyén tiép f
Chuyén ti&p trong ctra s6 mdi shift + f
Cap nhat cudc hoi thoai Shift+n
Luru trif cude hoi thoai va chuyé'n téi cudc hoi thoai trude do/tiéptheo | ] hodc [
Hoan tac tac vu cudi clng z

Bénh ddu 13 da doc shift+i
Banh dau 13 chua doc eﬂimieﬂl:}_!:lj shift +u
Banh dau thu da chon 13 chua doc ’ _

Banh déu la quan trong + hoac =
Banh dau 14 khéng quan trong -

Bao lai b

Luu ¥: Phim tat nay khdng cé trong Gmail cé dién.

M@ réng toan b cudc hoi thoai x

Thu gon toan bé cudc hoi thoai iiaimienphi

Thém hoi thoai vao Tac vu . Shift + t




Tac vu Phim tat

Bi dén "Hép thu dén” g+i
Bi dén cudc hdi thoai duoc Gan diu sao g+s
Di dén thu da G g+t
Bi d&n Thu nhap g+d
Bi dén Tat ca thu g+a

Chuyén déi gilra thanh bén Lich/Keep/Tasks va hop thu dén.  38/Ctrl + Alt +,

va

| ﬁ aimiengm FE/CHrl + Alt +.
Chuy&n dén Tasks | Gk
Bi dén nhan g+l
5. Navigation shortcuts
Téc vu Phim tat
chuyén dén trang tiép theo g+n
Chuy&n v trang trudc g+p
Quay lai danh séch dang chudi u
Cugc trd chuyen mdi hon k
Cudc hoi thoai cl han ]
M@ cudc hdi thoai o hoac Enter
Bi téi muc hop thu dén tiép theo
Bi téi muc hop thu dén trudc ~

6. Application Shortcuts



Tac vu Phim tat

Soan thu c
Soan thu trong tab mai d
Tim ki€m trong thu /

Tim ki€m trong danh sach lién hé trd chuyén g
MO menu "tac vu khac"
M¢& menu "di chuyén tdi v

Md menu "gan nhén 13" aimienohi !
3 e - & 6 p"“r]‘]
Mo tro gitp phim tat

The aboveisaguide on setting up keyboard shortcutsin Gmail , helping you quickly enable the use of
keyboard shortcuts when using and accessing Gmail.

Additionally, if you frequently use Chrome for work or browsing, you should also familiarize yourself with the
most commonly used Google Chrome keyboard shortcuts for convenience when working and using this
browser.

Y ou finished reading the article "Setting up keyboard shortcutsin Gmail" 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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