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Top 5tipsmost effective when using Gmail

There is no shortage of Email service providers, but Gmail is till attractive to users because of its simple design,
ease of use and many new features. Here are 5 extremely effective new tricks that users should know.
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Add eventsto your calendar
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Bill S. Brown 10:35 AM (8 minutes ago) -

Hi John
Thanks for signing up to be a volunteer tutor! To get started. you need to attend one
of our volunteer onentations. We have a session tomorrow at 3pm, but if that doesnt

work, our other upcoming sessions are

6pm on Friday or
3pm next Tuesday

volunteer orientation Tue, May 7, 2013

Jogging time

Comedy show

Google has just added a new feature that helps users quickly schedule meetings to their calendars while using
Gmail. Then, al dates and times in Email appear underlined. However, users can hover over them to view the
schedule of the day and change the title, date or time of the event.

Click "Add to Calendar' to do that. The calendar entry will include the link to the original Email, so users can
refer to more detailed information about the highlighted event in the calendar.

Customize the background screen

When Gmail redesigned the interface last November, they also introduced some high-definition frames so users
can personalize the Gmail desktop. Now, if you want to customize the background of your inbox (with inbox)
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with your own images, you can do that too.

To add a private image to Gmail's desktop, click on the gear icon and select 'Themes'. Scroll down the page
and select 'Light' or ' Dark' under 'Custom Themes'. In the next page choose to upload an image from 'My
photos in Google+ , or photos from your Android phone..

Use Google Driveto send largefiles

It's hard to send attachments that are too big in email, but Google Drive will help you solve that problem easily.
Cloud storage has been around for over ayear now, allowing usersto insert filesup to 15 GB in size.

Graduation Event - X
Alon Shafrir, Vikki Frilz
Graduation Event
Can you both take a lock at these cost estimates for the event?
Estimates
Also, | put tegether an annsuncement flyer 1o get the word out:
A< AnnouncementFlyer.pdf

Let me know what you think!
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To send an attachment via Google Drive, click on the Google Drive icon (as shown above) and select the file
you want to send. Gmail will check if the recipient has access to the file, if they don't open it, Gmail will prompt
you to change the sharing settings without leaving Gmail.

Advanced search queriesin Gmail

It's easy to accumulate thousands of emails and sometimes finding an email can drive you crazy. However,
Google has created advanced sear ch access to help users quickly find the email they need to find.

For example, users can search by file size, just type ' size: 5m’ to find an email with 5SMB capacity or search by
time . When typing search 'older_than: 1y' you want to Search for emails sent more than a year ago.

size:5m older_than:1y

Open multiple mailboxesin Gmail at the sametime

This is a feature that allows users to add an email list in the mailbox that appears at the same time to make it
easier to see.

To enable this feature, go to the Settings page by clicking on the gear icon , then select 'L abs, find the " Add
multiple inboxes " section and click 'Enable ', then click 'Save changes ' to save selected settings changes.
When returning to Gmail, the page will be refreshed displaying the inbox, drafts, etc. on the same page.
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General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs

| > Reply = Forward account right from the email notification T mm—

| = Inserting images () Enable

| by Kent T (® Disable
S J Allows you to insert images into a message body. You  Send feadback

| HaK can upload and insert image files in your computer, or
insert images by URLs. This lab will not work if you
have offline enabled.

;'»:-c—d fight here. Customize clij Mark as Read Button () Enable

: oy Mimck ® Disable
|ete I Mark as read | |More

Grred, Unstarred Tire_d of spending all t_hal affort to click on the more Sand feedback
| actions menu every time you want to mark messages

as read without reading them? Mow just enable this lab

and that is just a button click away!

I Multiple Inboxes (@ Enahle
i I

i - by Vivi (O Disable
| = - ' ‘ Add extra lists of emails in your inbox to see aven Send feedback
| i I more important email at once. The new lists of threads

can be labels, your starred messages, drafts or any
search you want, cenfigurable under Settings

To customize the mailboxes you see, go back to the Settings page and click on "Multiple inboxes . You can
select 5 frames to complement the main mailbox window. Or you can also choose the number of mailboxes, the
location of the displayed windows.

Y ou finished reading the article "Top 5 tips most effective when using 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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