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Welcome to Google Apps

Now that you have a new Google Apps account, you're ready to take advantage of all the benefits of
Google Apps Mail, Calendar, and Docs. We think you'll find that these services will make communicating
and collaborating with your coworkers easier and more efficient.

As a hosted service, Google Apps is different from Groupwise in significant ways.

Although Google Apps has many of the same features that Groupwise does, most of them work
differently, so you'll need to spend some time getting acquainted with them. In addition, Google Apps has
many helpful features that aren't available in Groupwsie, and you'll want to learn how to use them as well.
On the other hand, some of the features you're used to in Groupwise aren't yet available in Google Apps;
these differences will require some adjustment.

We know that this type of change can be difficult, especially when you're busy and need to get your work
done. That's why the TSTC IT Team is committed to helping you make a smooth transition to Google

Apps. We're available to help if you encounter any issues with your migrated data, have difficultly with the
services, or just need answers to your questions.

How to Use This Guide

To get started with your new email and calendar services, follow the instructions in this guide to
complete the following tasks:

Step 1: Access your new email and calendar services.
Step 2: Set up your email (including personal contacts).

Step 3: Set up your calendar.

After you finish the setup tasks, browse the rest of this guide to learn more about using your new email
and calendar services.

How to Get Help

If you have a question about Google Apps or your account that you can't find in this guide, or you
encounter an issue, contact:

[your campus contact/support information]



Benefits of Google Apps:

Power and convenience

e Gmail gives you a full 25 GB of storage for your email, which is almost double the storage you
had in Groupwise.

e Innovative features to help you work more efficiently, including email labels, email conversations,
and Google-powered search.

Easy access

e Log into Google Apps from any computer, anywhere to get email, check your calendar, or
collaborate on a document. If you're remote or on your home computer, you can still access
Google Apps in your web browser.

o Never lose data, even if your computer crashes or is lost or damaged. All your work is hosted and
safely backed up on Google’s secure servers instead of on your computer.

Better collaboration and productivity

e Share documents, spreadsheets, and presentations that multiple team members can view and
edit all at the same time.

e Send and receive instant chat messages right in your Gmail window.

e Build team web sites to quickly publish all sorts of shared information, such as documents,
spreadsheets, presentations, files, videos, and gadgets

e Share videos with your team or throughout the company to get your message across in style

About Your Migrated Data:

Data we migrated

We migrate 500 essential account data sysem wide to Google Apps. Accounts that didn’t get migrated
are still available via IMAP to import into Gmail manually. If you need help importing your information,
please contact your local helpdesk.



Log In to Google Apps:

Gmail & Google Calendar

Log in to Gmalil

1. Go to your Google Apps Mail page: https://mail.pilot.tstc.edu

Or, if available, double-click the Gmail shortcut on your desktop

M

2. On the Sign In page, enter your existing TSTC user name and password, and then click Sign In:

G Ouglﬁ' ~ Google Apps for Solarmora

o Powerful communication and collaboration tools for-
Sign in to manage
Solarmora The right tools can make projects faster and easier. Whether you're w
project, or coordinating with your group, Google Apps saves you time
Usemame: | psperry
@solarmora.com
] + Access your data from anywhere, even from maobile devices

+ Collaborate more effectvely with shared calendar and documet

F‘aggm:[-h BEEEEEE

+ Mo software or hardware 1o install and maintain

[+] Remember me on this
computer. W you are a Google Apps administrator, sign in here for the control

Hew! One-stop information sharing with Google Sites
| cannot acoess mry sccoul Bluilding a site rs a3 simple as editing a document, and you dont ne
Check out these example sites: Company intranet, Team project, Ei

3. If this is your first time logging in, follow the on-screen instructions to activate your account.



Your Gmail Inbox appears. For example:

[(Search Mai |mmw¢wm
%

it Ml Archive  Fegotssenm  Dsmisiz | Movelw | Labesy | Morescleav | Foflesh 1-3af3
- Select: AN, None, Read, Unread, Stared, Unstamed

s () Junnifer Ahrens » Updated: Schedule of upcoming seminars - Feiow, please fod the updated « 5348 pm

Drafs [0 Jesnna Rondeau (2) » Fund: Test resubts for Project Goo - Hi Team Below i2 4 ik 10 2 Google speea 543 pm

[0 Cheistina Beckmann » Weekly Wrapup - All: Here's your summarny of Sales’ sciity for the week 541 pm

Miss [0 Abex . Dave, Scou (5) = Re: How product launch next month - Hi Steve [ Bhe 1o discuss the detals 531 jpen

Erinaty [ Cliff Hao » [Updated Imvitation] 10-11: Weakly Mesting & Wed Oct 29 fam - 1 = 3:44 pm

4 ey O sennifer . Alex (4) 3 Mesting preparation - Steve, Can we mest this afemoon to go cver our summan £:35 pm

Contaets [0 Dave, Lisa » Repoit revew - Hella Stevi: Thisik you fee sending your report. Below are my ¢0 M pm

Tasks

Select: All, None, Riead, Uniead, Stared. Unstared

Archive | Repodssem  Dele || Movebr | Lebesv | Morsactossy | Roflesh 1-3af3

Shorcata: o - open ¥ - archhve & - composs | - okler K - newsl Mo s
You are currently wsing 0 MB {0%) of your 25600 MB.

Open Google Calendar

To open your calender, click the Calendar link at the top of your Mail or other Google service window:

Search my calendars | Shos ek poticey

Today I ICH Moy 16 - 22 2010 . Prnt Bafiesh Day Wesk Month 4 Days  Agenda |
Sum WG Mon 81T Tus 2115 Wed 210 Thay $20 Fri 81 St S

‘Farn )

Bam

1A
11am
12pm
Tpem
Ohver calendars =
A5 8 Sowirier R CAnAsr M
agd T | Setincy
Ipem
» toe




How Gmail Is Different

Conversations, labels, stars, archiving, & search

Here are some key features that make Gmail different from Groupwise.

Email conversations instead of multiple messages

Rather than listing each message reply as a new message in your Inbox, Gmail groups a message and
its replies in a conversation, which is listed only once. Opening a conversation shows all its messages in
a neat stack, which you can easily collapse or expand. When a new reply arrives, the stack grows and the
conversation is marked as unread, indicating there’s something new to look at. Grouping messages this
way allows you to quickly retrieve all messages within a thread and reduces inbox clutter.

Here's how a conversation appears in your Inbox...

Archive  Reporspam  Dedsts Movelow  Labslsw More actions v | Fafrech 1-20f2
Select: All, None, Read, Unread, Stamed, Unstamed
¥ [ Carla, Murthy (3) For mviﬁ: Add-on module design plans - Hallo Team . Attached ae 4F 6:32 pm

OO0  me, Gawn (2) Sales Fl Mew 500 senes solar panels flying off the shebes! - Patncia Mar 4

...and here's what an opened conversation looks like:

For review: Add-on module design plans  1abox | x

Carla Chrome , Hello Team, Attached are the new design plans for the add-on solar panel Oct 1 4P

Murthy Desda?!h"l Carla Thanks for sending the latest plans for the add-on module! Looking f Oct 1

Carla Chrome to Murthy, Patricia, me show details Oct 1 | 4y Reply | ¥
Hi Murthy,

Good question. | should have mentioned that we didnt make any modifications to the Energy
Concentrator this time around. We've already received sign-off from Jonathans team, so we just
concenirate this review an the revisions to the add-on module logic design

Thanks!

- Show quoted Bt -

Reply * Replyto all = Forward



Labels, stars, and importance markers instead of folders
Labels

Instead of organizing messages in folders, you can organize your Gmail conversations by applying labels.
The conversation can remain in your Inbox with the label clearly shown. Here's an example:

Archive Reporispam Delsde Movetow Labelsw More actions v | Hefrash 1-60f6
Select: All, Mone, Read, Unread, Starred, Unstarred
[ Jasmine Carmine HR announcement: Benefit plan updates - A0 Wele d som 11:11 am
[0 Murthy Desdai Quastion about website updates - Hello Patricia | have a few questions Hov 5
0 Gary Goodman Supplia Qucte for llo transistors - Hi Patncia Please hnd my quole Mov &
O  Mary Dorma DX2 Projece  Let's collaborate on DX2 - Hi Patricia | think we should get t Mow 5
|:| Mary Dorma m Purchaging 0 #53900 - Energy Accelerator kits - Attached is MNov 5
O  Carla, Murthy (3) For review: Add-on module design plans - Hi Murthy, Good question. | she P Mew 5

As shown in the example, if a conversation applies to more than one topic, you can give it multiple labels.

If you'd like to move a labeled conversation out of your Inbox, just click the Archive button. Whether or
not a labeled conversation is archived, you can list all conversations that have a specific label by clicking
the label name in the left pane of your Inbox -- similar to opening a folder of messages:

Salsct: ANl MNone, Read, Unread, Stamed, Unstaned

ﬁf [ Jasmine Carmine HR announce

Dirafts (1) [0 Murthy Desdai Question abo
- o . 0  Gary Goodman Suppliers QW
|| E&% oW up O  Mary Dorma D2 Projece |

Misc Dz Pr wj:[0  Mary Dorma Exnm -
B Ericiity O  Carla, Murthy (3) For review: Ade

Unlike with folders, if you've applied more than one label to a message, you can retrieve the message by
clicking any of those labels. You can also build a hierarchy of labels to add the convenience of folder-like
nesting!

Stars

The Stars feature provides another way to categorize and access messages. Simply click the star icon to
the left of any message to highlight it. You can then display all starred messages by clicking Starred in
the left pane.

Selact: All, Nome, Read, Unread, Starred, Unstarred

- [ Jasmine Carmine HR announcement:

Drafts (1) L] E@unhy Desdai Question about webs

%7 Prai 1 | Gary Goodman Suppliers  CQuote for

& Eollow u O Mary Dorma D¥2 Project  Let's ot
Misc 0O Mary Dorma [ rioriey R

8 Pricrity O Carla, Murthy (3) For review: Add-on m



Tip: You can add more shapes and colors for your stars in Gmail settings: click the gears icon in the
upper-right corner of your Mail window, then click Mail settings and look for the Stars section on the
General tab. After you've set up your stars, just click the star icon repeatedly next to a message to rotate
through them.

The Importance Markers feature to let Gmail automatically categorize messages in your Inbox as
important with a yellow arrow to the left of the subject line. (To see why a message was tagged as
important, just point your mouse over the yellow arrow.)

You can also tag messages with the importance marker yourself, or remove the tag from any messages.
Just select the message and click the Importance buttons at the top of your Inbox:

¥ Archive Reporispam Dalela * = Move tow  |Labels w
» Murthy Desdai Proje Mark as important
Paul Sperry Re: Project Peach
Sondra Jenkins Benefits Announcement: New Be
Pete Newel Meed mput on new website pages

You can also display all tagged messages by clicking Important in the left pane:

Inbox (2)
Starred 5§

Impqrtant
mportant |

Dratsry—
All Bail

The Importance Markers feature is turned on by default. To turn it off or on, click the gears icon in the
upper-left corner of your Gmail window, then click Mail settings > Priority Inbox.

Google-powered search

Gmail features the same powerful search technology used on the Web to perform accurate keyword
searches of all of your email and attachments. Search by keyword, label, date range, or a host of other
options. By also archiving messages, you can instantly find any message you've ever sent or received,
without having to create elaborate folder structures or keep unwanted correspondence in your Inbox.
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To find messages, simply type in the search box at the top of your Mail window. Or, for more refined
searching, click Show search options:

Search Wai Search tha Wab

Then fill in the easy-to-use search form to find exactly what you're looking for!

Frnm:|| Has the words:

Te: Doesn't have:
Subject: [ Has attachment
Search: Al Mad ~| Diate within:| 1 day |l

g todyy. Frdgy, Mg 20, 12004

| Search Mail || Cancel |




Gmail Basics:

Sending, replying, attachments, and printing messages

Your inbox

Log in to Gmail. You'll see a list of any messages you've received in your Inbox. Here's an example:

.«5 (Search Mai | (Search the Web | Szssasschsasss.
ol rmora
Erewge Ml Archive  Reportspam  Dalsie Mrvmfiow  Labslmw Uars sctocay | Rpfresh 1-3af3
inbox (1) Sebect: AN, Mone, Read, Unread. Stared, Unstared
%}ﬁ'ﬁ,ﬁ ¥ Jenniler Alrena s Updated: Schedube of upcoming seminars  Folon please fad the updated Scdll pm
gty 0 Joanna Rondeau (1) »  Fwnd: Tiest resubts for Project Goo - Hi Team Below 19 a lnk 1o a Goog 543 pm
= I: m‘mumum » mmmm Al Here's sour Sumimsny |:.;______._.:.. H"pﬂ'l
Misg [ Alex . Dava. Scott (5) s Ra: New product launch next month - Hi Steve [d ke o discuss the detals 537 pm
i ] Cliff Hao = [Updated Invitation] 10-11: Waeakly Measting ﬂ'l'l'ﬂd Ot 79 100m - 1 = 3 pm
4 e 01 Jennider .. Alex (4] s Meeting preparation - Steve, Can we mest this atemoon Lo go ov i 535 pm
at 0 Ciaree, Lisa » Repor nivew - Hello Stine: Thank you for sending your report. Below ane mry oo 5 pm
Tashs
Sedect: All, Mone, Read, Unread, Stared, Uinstamed
Archive  Reportsgam  Daisls Mova by Labsisw Mare scticcaw | Rofesh 1-Jad 3

Shorlcids: o - open ¥ - archie € - compose | - older |k - newss moe s
You mre currently wsing 0 MEB (%) of your 25600 MB.

Unread messages are in bold. To open a message, simply click it in your message list.

About conversations

Replies to messages are grouped into conversations. A conversation keeps all messages in a thread
together, which makes it easier to keep track of them and reduces inbox clutter. Here's how a
conversation appears in your Inbox:

Archive Reporispam  Delse Mowetow Labelsw More actions ¥ | FHafesh 1-Zof2
Select: All, None, Read, Unread, Stamed, Unstamed
» [ Carla, Murthy (3) For review: Add.on module design plans - Hello Team, Attached ae 4 6:32 pm
0  me, Gavin(2) Sales Fﬁ: Mew 500 senes solar panels flying off the shebves! - Patricia Mar 4

Note that the number of messages in a conversation appears to the right of senders' names.
Here's what an opened conversation looks like:

12



For review: Add-on module design plans  sabex | x

Carla Chmmn!] Hello Team, Attached are the new design plans for the add-on solar panel Oct 1 4P

Murthy Desdai’—Hi Carla Thanks for sending the [atest plans for the add-on module! Looking § Oct 1
Carla Chrome to Murthy, Patncia, me show details Oct 1 | 4y Reply | ¥
Hi Murthy,

Good question. | should have mentioned that we didnt make any modifications to the Energy
Concentrator this time around. We've already recered sign-off from Jenathan’s team, so we just
concenirate this review on the revisions to the add-on module logic design

Thanks!

Carla
- Shoer guated et -

HReply % Replytoall =* Forward

Note: You can't separate the messages in a conversation. However, if you want to send a reply but don't
want it to be added to the conversation, you can simply change the subject line in your reply.

Compose a message

1. In the pane on the left, click Compose Mail.

'P.‘

: ‘5ﬂlnm
Compose mgil |
Inbox (3)

Starred 1%

Important
Sent Mail

13



2. Inthe To field, type the first few letters of recipient's name to look up the address in your corporate
directory.

| sena || savemow || Dmcara |

I

m

"Marcos Tenuda™ <mtenudai@solanmora. com>>
Subject:|  Margot Ramsey" <margoti@solamora.com> ]
“Mary Dorma” <mdormai@solarmora.com: %

“Murthy Desdai” <mdesdai@solarmora com:

BJ UFTHD“=wm|Zi= @l EE

3. Enter a subject and the message text.

Add an attachment

When composing a message, click Attach a file, and then browse to the file on your computer:

Subject: Project status
& [ Add event imatation
B I U FMTTT « = |z

Or just drag a file from your Desktop to your message. You'll see the "Drop files here" box:

Send Saved Discard | Draft autosaved at 4:52 PM (0 mnutes ago) i)

To: “Paul Sperry” <psperryi@solarmora. com>,

Drop files here

p
Imlﬁrﬂl‘[‘

To add them as attachments
FJIT‘WEE*‘!‘EEEBE‘“EI’I Check Spalling v
£ Plain Text
Hi FPaul

Here's the latest brochure dessgn from DocPros. | really ke the color scheme, and the sidebar looks great. ['m
nof 50 sure about the font for the titles. What do you think?

14



Send a message

At the top or bottom on the message window, click Send.

Discard  Drafl autosaved at 4:42 PM (24 minutes ago)

(Or, if you change your mind, click Discard.)

At message appears at the top of the Mail window, confirming that your message was sent.

Reply to a Message

You can reply to just the sender or to all recipients of a message.

1. Open the message. If the message is part of a conversation, open the conversation and select the
message you want to reply to.

2. At the bottom of the message, click Reply (to reply to just the sender) or Reply to all (to reply to all
recipients).

 Reply * Reply to all | =* Forward

3. Optionally, add other email addresses to which to send the reply.
4. Enter your reply in the message field.
5. At the top or bottom of the message, click Send.

Forward a Message

You can forward a message, just a single message in a conversation, or an entire conversation.

1. Open the message. If the message is part of a conversation, open the conversation and select the
message to forward.

15



2. At the bottom of the message, click Forward.

"“.ll:f-'-]::‘l b Rag y o el =+ Fonwarg

3. Enter the email addresses to which to forward the message, and add any notes in the message field.

Note: If you don't want to forward attachments, uncheck the box next to the attachment's file name, below
the Subject field.

4. At the bottom or top of the message, click Send.

1. Open the conversation.
2. In the More actions menu, select Forward all.

ore actions

Mark as unraad
Add to Tasks
Add star
| Create evant
Filter messages like thase
Muta
Faorward all R}

3. At the bottom or top of the message, click Send.

Note: The recipient receives a single message containing all messages in the conversation, listed in
order of oldest to most recent.

Print a Message

You can print a single message, an entire conversation, or just a single message in a conversation.

1. Open the message or conversation.

16



2. At the upper right of the message, click Print all.

(3 HMew window
H.:_l;dlr- ﬁ Papt all

A printer-friendly version of the conversation appears.

3. Use your web browser's Print options to print the message.

1. Open the conversation and select the message you want to print.

2. Click the down arrow to the right of Reply, and then click Print.

Oct 27 (6 days ago) Reply | 1

Reply to all

Forward

Filter messages ke this
Prnt

Delete Wis message
Report phishing

Show original

Message text garbled?

A printer-friendly version of the message appears.

3. Use your web browser's Print options to print the message.

17



Set Up Your Email:

Signatures, labels, & filters

Create an email signature

1. Open Gmail.

2. In the upper-right corner of the Mail window, click Settings.

3. On the General page, in the Sighature section, enter your signature in the box.
4. Optionally use the options to format the text and add links and images.

5. Click Save at the bottom of the page.

Note: You can set up only one signature.

Create and apply email labels

Use labels to categorize your messages. Labels are like folders, but with a twist: You can apply multiple
labels to message, so you can "store" a single copy of a message in multiple labels. You can also:

e Open a label on the left side of your Mail window to see all messages with that label
Search for all messages with a label
e See labels on your messages in your Inbox, so you can quickly identify different types of
messages
Make your labels easy to identify by applying different colors to them.

To create a label:

1. Click the Labels drop-down menu and choose Manage labels:

Archive | Reportspam  Delete Move o w m More achons v | Hefresh
Select: All, Mone, Read, Unread, § Q

|»:[C1  Jasmine Carmine D2 Project ncement: Benefit plan upe
[ 5 Murthy Desdai Follow up bout website updates - Hello
[0  Gary Goodman r"l::ﬂf Cuote for Apollo transistors
|:| Mary Domma Purchasing t Let's collaborate on D2
O  Mary Doma Suppliers urchasing P #53900 - Ene
O - Cara, Murthy (3) Manage labels E}ﬁ. Add-on module design plans

Tip: Alternatively, you can click Settings > Labels.
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2. Under Labels, in the Create a new label field, type the name of your new label, and then click Create:

Labels Create a new label Create ghow all hide all

4
=1
=
3
=1

DX2 Project
(2 convaniations)
Follow up

10 comanaticns)

Misc

10 camwiriaticn)

:f i

—
o
E|
o

To change the color of a label:

1. In your Labels list on the left, click the square to the right of a label. For example:

Inbox (3)

Starred 1§

Important

Sent Mail

Drafits (1)

A Mail

DX2 Project r
Follow up
Misc
Pricrity [ |
Purchasing

2. Select a color from the palette that appears. The change is instantly applied to all messages with that
label:

L Tary Uamia ]

D2 Progect B ety Pl
Fallow up Label color
Mise a a @+ a a
Priaity | B8 a8
Purchasing aaa ?'L' E
Suppiiers E1 E1 ] E AGE (62,41 163) |
I morer Add custom color
Contacts Remove color
Tasks In lab=l kst

+ Show

Chtt -

You can remove a color by clicking Remove color below the color palette.
To create a sublabel:

1. In your Labels list on the left, click the square to the right of a label.
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2. Click Create sublabel.

Dx2 P'rujﬁ:t T L S B
Follow up | Label color d
Misc 2 3aa+«aa
Priority I BEsaeasa
Purchasing a@aaaa |
Supphers [afafafafafal g
3 morer Add custom color
Contacls Remaove color
Tasks In label st
Chat _ ¥ Show
Show if unread
Search, add, or invite Hide
=4 Paincia Rowan In message list
Set status here + Shosar
%= Call phone Hide
=+ Mary Dorma )
) Edit
@ Murthy Desdai
Benito Cacciatore Remave label
Cassandra Smith Add sublabel

To apply alabel to a message:

1. Select the check box next to the messages you want to label, and then select the label name from the
Labels drop-down menu. (Note that you can select more than one label.)

Archive  Reporspam  Deisie Maove taw More actiona v~ Rifregh
Select: All, None, Read, Unread, ! | 9
| Marcos Tenuda ﬂjﬂ Project membed - Hello Paincia! We hz
[ Jasmine Carmine M{?I'b\\' up neement: Benefit plan updat
[
[ ¥% Murthy Desdai Priorty bout website updates - Hello Ps
O  Gary Goodman Purchasing Quote for Apollo transistors - H
O  Mary Doma Suppliers t Let's collaborate on DXZ - Hi
O Mary Darma Apply surchasing PO #53900 - Enargn
[0 Carla, Murthy (3) w———pnrrenew: Add-on module design plans - |
2. Click Apply:
uovetos
H q
' D2 Projact r
Follow wp i
Misc i
Priarity
Purchasing
Suppleers K

bt
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Tip: If you want to move the messages out of your Inbox at the same time you apply a label to them,
select the messages, and then select a label in the Move to drop-down menu.

Or, just click and hold in the gray area to the left of the message...

Marcos Tenuda Hew team membser! - H

| =  Jasmine Carmine HR announcement: B

...and drag it to a label's name:

Select: All, None, Read, Unread, Starres

Starred 'E:I

Sant Mail ¥ [¥]  Marcos Tenuda
Diranfts (1 O Murthy Desdai
Al Mail 1153 Gary Goodsman

Mary Dorma

. Foll o up
Mi=c

O  Cara, Murthy (3)
To move labeled messages out of your Inbox:

1. Select one or more labeled messages in your Inbox.
2. Click Archive.

To view a labeled message you archived, just click the label on the left.

Set up email filters

Use filters to manage your incoming messages. With filters, you can automatically label, archive, or delete
messages based on keywords and other criteria.

Note: Gmail filters are similar to Email Rules in [Microsoft Outlook/Lotus Notes].
1. Open Gmail.

2. In the upper right, click Settings > Filters > Create a new filter. Or, just click the Create a filter link at
the top of the top of your Mail window:

|_Search Mail | | Search the Wep |&haeasarch ooron

3. Enter your filter criteria in the fields:
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Create a Filter Hide fiur olicng

Choose saarch criteria Speciy the cntena you'd like 1o use for determining what to do with a message as 1 arres. Use "Test
Search” to see which messages would have been fillered using these cntena. Messages in Spam and Trash wall not be searched.

From: || Has the words:
To: Doesn’t hawe:
Subject: [ Has sttachement
Show cument filters | Cancel || Test Search || Mext Step = |

4. Optionally, click Test Search to see which messages currently in Google Mail match your filter terms.

You can update your criteria and run another test search.
5. Click Next Step, then select one or more actions to apply to messages that match this filter's criteria:

Create a Filter Hig fiber pomusrey

Choode action - Now, select the sction you'd ke to take on mesasges thal match the citeds you specified
When a message armmes that matches the search: from:sd, do the following

[ skip the Inbox (Archie it)

[ Mark as read

[ Sear it

[ Apply the label: | Choose label... ~
[ Forward it to: email address

[ Detete i

[Tl Never send it to Spam

Show cirent fitlars [_Cancel | [_« Back | [ Create Fiker | [l Also apply Siter 1o 0 conversations below

Note: These actions are applied in the order in which they are listed. For example, you could choose to
forward matching messages to a specific email address, and then delete the messages.

6. To apply the filter to messages you've already received, click Also apply filter to [x] conversations
below.
7. Click Create Filter.
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Calendar Basics:

Scheduling, invitations, attachments, & printing

Your calendar view

Open Google Calendar. You'll see your calendar weekly view. For example:

F Y

' &Imm
Create mant | Quick gad

May 2010 oo
FMT W T F &
2 3 4 5 B8 T 8
9 10 11 12 13 14 15
1% 17 18 19 0 M 2
MG HITHD
3 3 o1 L

My calendars =
prowan@sckemora com B

To change your calendar view, click the tabs in the upper-right corner of the view:

Today [JEIN BEI Moy 18 - 22 2010

IZpm

1pre

Sum WG

Search my calendars | Shos weecr poticey

Moa ST

Tue 2115

12p - 1pT
Lunch with Sare

. .Prnt Refresh| Day Week Month 4Days Agenda

M8 Thu 520

E

Sat 522

\ /Bint Bafiesh Day Week Moot

Wesd &0

Thw S00

1ip - it
Lumch with Jos

4 Days  Agenda
Sal A
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Schedule a meeting

You can schedule a meeting by clicking the Create Event link or by just clicking right on your calendar
view.

1. Open Google Calendar.
2. Do either of the following:

Option 1: In the upper-left of your calendar, click Create Event to open the event details page.

' 6#& TMOTA
Create event | Quick add = Today [ENICE
May 2010 oo St

5 M TWTF S8
2 3 4 5 6 T 8
9 10 11 12 13 14 1% Gam

16 17 18 19 20 1 22
23 24 25 28 27 23 20 10am

Option 2: Or, click a spot on your calendar to create a 1-hour event, or click and drag to create an event
of more than 1 hour. Then type the event title in the box. For example:

Mon 220 Tue 921 Wed 9722 Thu 823 Fri 824

When: Tue, September 21, 9:30am - 10:30am

What: | \Weekly Reundug]
&.0.. Breakiast st Tiffany's

Create event dit event details »

Click Create Event to immediately publish the event, or click edit event details to continue setting up the
event.

3. Enter details, such as recurrence, attendees, an agenda, and a reminder.
4. Click Save.
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Invite attendees and enter meeting details

If you've already scheduled and published your meeting, you can edit its details by clicking the title of the
meeting on your calendar:

10:30am = 11:30am

Note: Once you've finished entering meeting details, click Save at the bottom of the meeting details page.

To invite attendees:

1. Open your meeting.
2. Click the Find a time tab:

Weekly Roundup

92172010  10:30am  to 1130am 92172010  [JAlday [JRepeat..

Event details

Where
Calendar

Description

Attachmant

Eind a tim

prowan@solarmora.com ¥

Add attachment

3. On the Find a time tab, click Guests, and then enter the first few letters of an attendee's full name to
look up the address in your corporate directory. Select the attendee to add the attendee to your Guests

list:

Day | Wesak

Important:

Add: Guests | Rooms, etc.
pel

-

"Pate Newel” <pnewel@s comz=

“Paul Spemy” <pemyi@gmail c

“Parks - Austin® <perks-austini@solarmora.coms
G "Pete Mewel” <pate@gmail com>

“Paul Sperry” <psperry@solarmora.com=>
“Perks - San Jose™ <perks-sj@solarmora.com>

F
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e You can add a group (mailing list) address to the attendees list, if your administrator set up
groups for your domain. Or, you can create your own contact group in your personal contact.
Click Contacts at the top of your Calendar window.

e |f you copy and paste an attendee list from another source (for example, a document), make sure
you separate each address with a comma (semicolons are not supported).

1. After you’ve invited attendees, click the “Make some attendees optional” link:

Add Guests | Rooms, etc.

A

Makes some alendess opSional

Guesls o

prowan@solamora.com

Andy Adams

Margot Ramsey
Sondra Jenkins

2. Click the icon to the left of each attendee whom you want to make optional:

Chck the § kons below to mank as optional

Guests
1  prowan@solarmora.com

é‘} Andy Adams
Maraool Ramsey

LCm:: to mark this attendee as optional

Optional attendees will the label “optional” to the right of their names in their invitations.

1. Click the Find a time tab, which shows the free/busy information for any employee. The blue box
represents the scheduled time for your meeting:
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Weekly Roundup
S21/2010 10:30am o 11:30am 9212010 CJanday CRepeat. .

Event deqails Find & time

. s i e ik By
G o gvent | Show guests: all - pong B | ASd G | B
Today KB BN Tuesday, Sep 21, 2010 Day Wesk
Guaests =) Emd oucais
Sondra Jenkns I - .

Patricis Fovean Paul Sparmy Pele gy

Guests can L modify event
[l imite athers

[#] soe guast kst

If necessary, use the date and time options at the top of the tab to change the time for your meeting. Or,
simply drag the blue box to a time available to all attendees.

Tip: To show or hide an attendee’s meetings, click the attendee’s name in the Guests list to deselect it:

Guests ) Email quests

v TR
Paul Spafry ™

Pete Mewel ®
pndra Jenking | -
w1 NN ls’ [ !ﬂ

2. Optionally, allow or prevent attendees from inviting more people to your event or viewing who else was

invited, by selecting options below the Guests list:

Guests (=) Emad guests
v x
Paul Spery x

o

=

Guests can [ modify avent
[limvite others
see guest hst

3. To delete an attendee, click the blue cross to the left of the attendee’s name:

27



Guests (5 Emaid quests

Ll Falicia Rowan

E'_“_g-c:-c:)-t
]

4. Click Save.

Google Calendar asks you whether you want to send invitations to the attendees. Your attendees can
respond to the meeting invitation and leave comments.

To book aroom or other resource for your meeting:

1. Open your meeting.
2. Click the Find a time tab:

Weekly Roundup

9/21/2010  10:30am  to 11:30am  %21/2010 CAnday [JRepeat...

Event details Elﬂ]%llmﬂ

Where

Calendar | prowan@solarmora.com ¥

Description

Attachment
hmen

3. On the Find a time tab, click Rooms, etc., and then do either of the following:

e Start typing any part of the room or other resource's name in the "filter room" box. A list of
matching resources appears in the list. For example:

Add: Guests | Rooms, etc.
ch T

[#) snow anty avaisbie
= Bldg1
= Add Bldgi-Kanchenjunga
VC 8)
= Bldg3
= Add Bldg3-Challenger (VC &)
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e Browse the list to find the room or other resource you want to book. For example:

Add: Guests | Rooms, etc.

Shover onily avadabls

® Bldg1
# Bldg?

= Bldg3
I{,ﬁﬂ Bldg3-Altantis (VC 12)
H Add Bldg3-Challenger (VC 6)
= Add Bldg3-Columbia (VT 5)
H Add Bldg3-Endeavour (4)
= Add Bldg3-Inteniew Room A
® Add Bldg3-Intensew Room B
m Add Bldg3-Projector A
H Add Bldg3-Projector B

Close

Tip: If you'd like to see rooms that are already booked, deselect the Show only available check box.
Available rooms have a green indicator, and unavailable rooms have a red indicator:

Available: =
Unavailable: E

5. To book a resource or to see all of its free/busy times, click Add. If you need to change the time for
your meeting, use the date and time options at the top of the Find a time tab.
6. Click OK.

1. Open your meeting.
2. Under Reminders, choose the type of reminder you want (pop-up or email message) and when you
want to receive it:

Reminders Email » 10 minutes ~
Pop-up ¥ 10 /minutes
Add a reminder

To add more reminders, click Add a reminder.

1. Open your meeting.
2. Select the Repeat check box:
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Weekly Roundup

22010 10:30am  to 11:30am 22010 [l day %R&peal

Event details Find a ime

3. Choose options on the Repeat dialog box:

Repeat

Repeats: | Waeakly w

Repeat every: |1 ¥ |weeks
Repeaton: OJsOmBETOWOTOFOS

Starts on: 972172010

Ends on: @& Mever O Until
Summary: Weekly on Tuesday

Done | Cancel

4. Click Done.

Add a file attachment to a meeting invitation

If you want to attach a file to your meeting invitation, you can add a link to any document or file you own
or that’s shared with you in Google Docs. (Note that Google Calendar currently doesn't let you attach a
file directly to a meeting invitation.)

If Using Google Docs:

To attach a Microsoft Office or PDF document, just upload it to Google Docs (and optionally convert it to
Google Docs format), and then add the document to your event. If you haven’t already uploaded the
document, you can do that when creating or editing your event.

1. Open your meeting.
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2. Copy and paste the URL to the document in the Description field:

Where  Bldg?.Pacific (VC 8)
Calendar | prowan@sclammora.com

Description 'y okhy meeting for the Neptune team. For your review, here's the project svenview

https://docs google com/alsolarmara comypresent/edit ?
id=0AMSCEIEq2uZGdZ 3R0eGhimiQleHNNBWZj&hi=en

If Using Calendar Labs

1. Make sure the Event attachments Calendar Lab is enabled: Click the gears icon in the upper right >
Calendar settings > Labs.

2. Open your meeting.

3. In the meeting details, click Add attachment.

4. In the “Select a file” dialog box, browse or search for the file in your Google Docs directory.

to open your list of documents in Google Docs.

5. Select one or more documents, and then click Select.

Your attachment is added to the invitation. For example, here’s an invitation with both an attached Google
presentation and a Microsoft Word document that was uploaded to Google Docs:

Where Bldg2-Pacific (VC 8)
Calendar muwan@snlarmnra com %

Description Weekly meeting for the Neptune team. For your review, see the attached project ovendew
and parts price list

Attachment || Krason-Bollen Pars Price List doc
wy Solar Excelerator Ovendew Presentation

BN MOE
Add another attachment

Note: Alternatively, you can add attachment using either of these methods:

e Send the attachment in a separate email message to attendees.

e Schedule the event through Gmail: Compose a hew message and attach the file. Then click
Invitation and enter information about the event. However, to book a room, you'll need to create
a separate invitation on your calendar first, and then add the room information to your email
message before sending the invitation.

31



Print your calendar

1. Make sure the calendars you want to print are selected in your list under My Calendars. If not, simply

select the calendars to highlight them.

2. At the top of the calendar view, select the view you want to print; for example, Day or Week, and then

click Print.

| /Pint |Refiesh| Day Week Month 4Days Agenda
518 Tha 520 Frisa Sat 502

In the Calendar Print Preview window, you can select a range of dates, the font size, page orientation,
and other options.

3. Select the options you want, and then click Print.
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Set Up Your Calendar:

Event reminders, invitation replies, calendar sharing, additional calendars

Set up event reminders

By default, your calendar event reminders are turned off. Turn on event reminders to receive either a pop-
up message or an email notification before a meeting.

1. Open Google Calendar.
2. In the upper-right corner of the page, click Settings > Calendars.
3. Under My Calendars, click the Notifications link for your calendar. For example:

Calendar Settings
General Calendars  Mobile Satup
My Calendars
CALEMDAR SHARING

4. In the Event reminders section, click Add a Reminder:

Event reminders:

Unlezs slhenwice specified by Mo reminders sel | Add 3 reminder
e indradual esent

5. Set reminder options.

Event reminders: ] ]
Unless otherwise specified by the By defaut, remind me via | [popup w| 10| minutes w | bdfore each event remove
Indvidual event 5 minder

6. Click Save at the bottom of the page.

Set up invitation replies

Turn on invitation replies to receive an email message when someone you invite to a meeting accepts or
declines your invitation.

1. Open Google Calendar.
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2. In the upper-right corner of the page, click Settings > Calendars.
3. Under My Calendars, click the Notifications link for your calendar. For example:

Calendar Settings

General Calendars Mobile Setup

My Calendars
CALEMDAR

= 5 Admin

SHARING
Shared: Edit settings E;U_ﬁ(j%_ﬁ

4. In the Choose how you would like to be notified section, select the Email check box for Invitation

replies.

Chiodse o you would like 1o be
nodified:

EMAIL
Hew invitations: =
Chamged invitations:
Cancelled invitations:
Invitation replies: @3
Daily agenda: @l
Senl every day at Sam in your curment ime zone

5. Click Save at the bottom of the page.

M5

Tip: Get your list of meetings for the day automatically emailed to you each morning! Just click the Email

check box for Daily agenda.

Share your calendar

By default, your "free/busy" calendar information is shared with everyone in the TSTC domain. You can
share additional information with everyone or just specific employees, or stop sharing all calendar

information.

1. Open Google Calendar.
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2. In the My calendars list on the left, click the down-arrow next to your calendar, and then select Share
this calendar.

My calendars -

Display only this Calendar
Calendar settings

Create event on this calendar
Share this calendar
Motifications -'h

ANEEEEN
EEEEEEN
AEEERTE
EEEEREN
EEEENEN
ENEEEEN

Other calendars

3. Select the sharing options you want to use for your calendar.

View another user's calendar

If other users have shared their calendars with you, you can view those calendars. If a user hasn't yet
shared his or her calendar with you, can can send a request to that person.

1. Open Google Calendar.
2. In the Other calendars list on the left, start typing a user's name or address in the Add a coworker's
calendar field. In the list that appears, click the user whose calendar you want to add.

Other calendars -

d 11am
“Gavan Sehom™ <gaani@solarmora.com:>
“Gary Goodsall”™ <gary{@sclamyora.com>
“Kimn Giraldo™ <kim_giraldo ora. Com>
“Greg Sanchez” <greg sanchez@mixateria.com>
"Gary Goodsall” <gary@gmail.com:>
"Gawn Sehom™ <gavini@gmail com>
“Kirn Giraldo™ <kirn@gmail com:

If the user has shared his or her calendar, it appears in your list under Other calendars, and the user's
events appear on your calender.

If the user has not shared his or her calendar, you'll see a page on which you can send a request to the
user.

4. Edit the default message if you like, and then click Send Invite.

Tip: To hide or show the user's events on your calendar, simply click the calender in your list.
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Create another calendar

You can create any number of secondary calendars. For example, you can set up a calendar for your
workgroup or team to share. Each calendar you create appears in your list under My Calendars.

1. Open Google Calendar.
2. In the My calendars box on the left, click Add.

My calendars

[ prowan@solamora com )

¥,

3. In the Create New Calendar window, enter a name for the calendar. You can also select a time zone
and sharing options for the calendar.
4. When you're finished setting up the calendar, click Create Calendar.
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Contacts Basics:

Auto-complete, the contacts picker, & adding personal contacts

About your contacts

You Google Apps account includes a Contacts Manager—an online address book. The contacts in
Contacts Manager fall under one of the following two categories:

e Personal contacts

e Shared corporate contacts:

[ ]
Note: Our company mailing lists, called groups, aren't included in the shared corporate contacts list. You
can find a list of our groups in the Groups directory: At the top of your Gmail or other Google service
window, click Groups. Then, on your "My groups" page, click Browse all groups.

Auto-complete address entry

Google Apps contacts manager knows the addresses of all your personal contacts and all TSTC
employees, mailing lists, vendors, suppliers, and so on. In addition, it automatically remembers email
addresses of other people outside of TSTC with whom you've corresponded. Therefore, when you start
typing an address in an email message or meeting invitation, the addresses of personal contacts,
employees, and anyone with whom you've corresponded automatically appear. For example:

[Sund Jl_ Save How ]|_ I:Im:-urd_i

Te:

"Marcos Tenuda™ <mtenudai@solanmora. com>>

Subject: "Margot Ramsey” <margoti@sclarmora. com:>
“Mary Dorma® <mdermai@solarmora.comz [%

"Murthy Desdai” <mdesdai@solarmora.com>

BJ UFTRHTD “"@|Z=30EE
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The contacts picker

The contacts picker lets you select any of your personal or corporate contacts when composing an email
message. With the contacts picker, you can search for contacts using auto-complete address entry or by

browsing the list:

w  Contact Picker - Google Chrome

md. goGghe, com

%, Search my contacts & Solarmora

Most Contacted (15)
Salect: All, None
Benito Cacciatons
k --":'3'-_.; AFMOLA. COMm

Cassandra Smith

tassy@solamora.com
Dean Shuliz
deani@solarmara.com
Gary Goodsgall
garyg@solarmara com
Gavin Sehom
gavingRaolanmons com
Ta:

Choose from contacts [sbet focus_3d_p12] Repod a bug

[ Cancal | |

To access the contacts picker when composing and email message:

Click the To: link:

| send |[ Savebow | [ Dacard |

&

Subject:
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View your personal contacts

1. Log in to Google Apps.

2. Click Contacts on the left or at the top of your window.

.~.5pr TMOTA
Mail

Contacts 1¥

Tasks lb .

Compase miail

Inbox ()
Stamed 17

Archive  Spam

Murthy Desdai
Paul Sperry
Sondra Jenkins
Pete Mawel

A ot

Your Contacts Manager appears. For example:

Search Contacls

Saarch the Wab

Click here to enable deskiop notilications for Selarmora Mail. Leam mose Hide

V.

' &ﬂfr TmaTa
WMal
Comtecls L Add o "Wy Conlads”™ v
Tasks v Benito Cocclators

| Bob Himmalman
New conlact | Cossandra Semith
My Contacts (17) Greg Sanchez
Mixst Contacted (20) Jane Hansen
Caher Contacts [20) Julle Chan
Maw Group. Hawin Mishira
imporl Contacts Luis Manchaster
Mai Hguyen

s W Emal Morg adtions =
I:-en@snlnrm-:-ra o [t
boh himmeimaniiitingdogia
cassy@solarmora com [+ B50:555: 2380 [+

greg.sanchezi@mixat ena.com
jharsen@jumboing com
julie.chaniexampla com
kogvin nishirai@uemboinc com
|Imanchesten@ezdutech.com

mai. nguyeniflexample com

Benite - Sondia

15 Conmechcan 51 San Francisco, LA ST

4053 Ilincis fwe, San Jose, CA 93810 [+

Your default contact groups:

You'll see your contacts organized into these three default groups.

MNew contact

My Contacts (17)

Most Contacted (20)
Other Contacts (20)

Click the group name to see the contacts it contains:

e My Contacts: Any contacts that you've imported or created in Contacts Manager.

e All Contacts: All the contacts in My Contacts, plus the email addresses of people you've
corresponded with, either inside or outside [your company name]. To add one or more of these
addresses to My Contacts, select them, and then click Move to My Contacts.

e Most Contacted: The 20 addresses you use most frequently. Gmail automatically updates this

list for you.

You can create your own contact groups to organize your contacts and to quickly enter multiple email
addresses in email messages and meeting invitations. See the guide "Create Contact Groups."
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To view details about personal contacts:

In your My Contacts group, select the checkbox for the contact.

< w | AddtoMyContacts"+ = Groupss  Email More achons »
] Benito Cacciatore beni@solarmara.com (+3)
. Bob Himmelman bab himmelmani@tinydogbooks.com
.| Cassandra Smith cassy@=olarmora.com (+3)
%Greg Sanchez greq. sanchezi@micateria com
. .Jane Hansen anseni@jumbainc_com
__ .Julie Chan plie chani@example com
| Kevin Hishira kevin nishirai@jumboinc.com
.| Luis Manchester Imanchester@ezdutech com

To view details about corporate contacts:

1. In the Search Contacts box, type part or all of the name of the contact. A list of possible matches
appears.
2. Select the contact.

Add a personal contact

1. Open Contacts Manager.
2. Click the New Contact button in the upper-left corner of the contacts manager:

] Bob Himmelman
|_New contadt [l Cassandra Smith
My Contacts (17} ] Greg Sanchez

Mast Contacted (20) £ Jane Hansen
Other Contacts {20) [ Julle Chan

Mew Group, ] Kevin Nishira
Impon Contacts Tl Luis Manchester
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3. Enter your contact's information in the fields. For additional fields, click Add.

m Detnils... | Nate

Add & picture

Email

Work Phana

Maobile Phone

FAASS

Add v

Mo recent comarsations

4. Click Save.

Note: Each time you reply or forward an email message, or move a message from the Spam folder to
your Inbox, contacts manager adds the email addresses to the Suggested Contacts group in your
Contacts Manager.



Create Contact Groups

Groups are also your personal mailing lists

About contact groups

You can use contact groups to organize your contacts and as personal mailing lists—to send email
messages or meeting invitations to groups of people you contact frequently, without having to enter each
of their email addresses individually.

Create a contact group

You can create a contact group in your Contacts Manager. Or, when composing an email message or
creating a meeting invitation, you can quickly create a new contact group using the contacts picker.

To create a contact group using your Contacts Manager:

1. Open your Contacts Manager. (For details, see the guide "Contacts Basics").
2. Click New Group on the left.

My Contacts (17)
Edrtonal Team (5)
Mest Contacted (20)
Other Contacts (20)

New Gro
Import Coelacts. ..

3. Enter the name of the group in the prompt that appears, and then click OK.
4. Select the checkbox for one or more contacts from your My Contacts, Most Contacted, or Other
Contacts groups. For example:

v | Addio Wy Contacls™w | Groups v Email Mare aclions »

Benito Cacciatore beni@solarmoara.com (+:

Bob Himmelman bob himmelman@tinydogbooks com
4 Cassandra S5mith cassyi@solarmora com (+3

Greg 5anchez greq.sanchezi@mixatena.com
[#_ Jane Hansen Jhanseni@umbaoinc.com

Julie Chan Julie_chan{@axample.cam

Kevin Nishira kewin_nishirai@jumbainc. com
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5. From the Groups menu, select the group you just created.

Jlw | Aodio My Contacls™w Groups Emiail Mare ad*

| | Benito Cacciatore 9| p(+3)

|| Bob Himmelman # My Contacts agbo

|l Cassandra Smith Editorial Team thm (+3)

[ Greg Sanchez Cresta new &ria com

[ Jane Hansen jhanzeni@jumbsine com

[ Julie Chan il chan@example com

[ Kewvin Nishira kean nishirajumbeomne com

[# Luis Manchester Imanchesterezduach com

[7] Mai Nguyen mal.nguyeni@axample com

[# Mark Wassal mwasseli@ezdutech com

Note: Alternatively, you can first select contacts from your existing groups, and then click the Groups >
Create new.

iw Add 1o Wy Contads™ v Ermail Marg ac
* [ Benito Cacciatore & (+3)
[l Bob Himmelman #My Cantacts  ndogha.
[#] Cassandra Smith Create new bom (+3)
|| Greg Sanchez _sanchezidmifateria com
|#| Jane Hansen Jhanseni@jumbonc_com
] Julie Chan plie chani@exampla com

To create a contact group using the contacts picker:
1. While composing an email message, open the contacts picker by clicking the To: link.

The contacts picker appears:

“# - Contact Picker - Google Chrome:

mad googie. com
Choose from contacts [ebet focus_3d_p12] Report a bug

%, Search my contacts & Solarmora

Most Contacted (15) v

Select: All, None
Benilo Cacciatore ~
ben@solamora.co

To:
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2. In the Search contacts box, start typing the name of a contact you want to add to the group. Then
click the name to add it to the list below. Add more contacts, as needed.

Choose from contacts [sbsl focus_34_p12) Report 3 bug
“ pdl

Search Results (6) w
Select: All, None
My Contacts (3) ~
Patty Jones

Paul Mooney

Paula Rheinhart

Solarmora Contacts (1)
« Paul Sperry

¥ o

To: (1) Save as Group..

Paul Speiry,

Cancel |  Done

3. When you are finished, click Save as Group.
4. Enter the name of the group, and click OK. For example:

7 What would you ke to neme this group?

1

.Trarrlq Tmﬂ

Lok | [ cocel |

5. To add the group to your email message, click Done.

To remove members from a contact group:

1. Open your Contacts Manager. (For details, see the guide "Contacts Basics").

2. From your list of contact groups under My contacts, select the group from which you want to remove
members

3. Select the members of the group that you want to remove.

4. From the Groups menu, select the group from which you want to remove the members.
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Use your contact groups as mailing lists

To save time when sending an email message or meeting invitation, use your contact groups.

To send a message or meeting invitation to all the members of a group:

Do one of the following:
e If you are composing an email message, start typing the group's name in the To: field.

e If you are creating a meeting invitation, start typing the group's name in the Add Guests box.

To send a message to selected members of a group:

1. While composing an email message, open the contacts picker by clicking the To: link.
2. Select the group in the drop-down list in the contacts picker:

Choose from [labet focus_3d_p12] Report 2
contacts bug

~ Search my contacts & Solarmora

Most Contacted (13) b
My Contacts (16)

Most Contacted (15
Suggested Contacts (11)

Cassandra Smith

3. Select the contacts to whom you want to send the invitation. For example:

Cheoose from [labet focus_4d_pl] Bepor 8 bug
contacts

W

Training Team
Select: All. Mone
" Benito Cacciatore

@ Murthy Desda

«" Paul Sperry

Sondra Jenkins
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Or, to send it to all contacts in the group, click Select all:

Choose from fabet focws_3d_pi2] Bepord a
contacts bug

» Search my contacts & Solarmara
Training Team (4) W
Select: All, HNone
Benitd_Lacciatone
Murthy Desdai
Paul Spemy

Sondra Jenking
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Create a Task List:
Using the Tasks gadget

Use the Tasks gadget to keep your "to do" list handy.
To open the Tasks gadget:

In Gmail, click Tasks in the left pane:

Compose Hail Archive = Reporispam | Delete
Tt Select: All, Mone, Read, Unread,
Stamed
e [ Jennifer Ahrens
Diats [ Joanna Rondeau (2)
r [ Christina Beckmann
[ Alex .. Dave, Scott (5)
Misc
Prigrily [ cliff Hao
4 motar O Jennifer .. Alex (4)
Contacs ] . Dawe, Lisa
Tasks
Solart- Al Mana Bood | Inrcod

In Google Calendar, click the Tasks calendar under My Calendars:

My calendars -

prowangreolammora.com £
Tasks
Gdd | Seltings @

To add atask to your list:
Click the "plus" (+) icon, or simply click in the Tasks window and start typing.

Tasks: Default List —AX
[ Write Market report
[ Set up Sales meeting >

Actions» =
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Tip: You can also add email messages to the list to create items for follow-up! First, select the messages
in your inbox. Then, on the More actions menu, choose Add to Tasks.

On the Actions menu, you'll find options to indent or move items, edit details such as a due date, print
your list, and more.

Click the arrow ( >) to the right of the current task to go directly to the Edit Details screen, where you can
enter a due date.

Use the Switch List menu in the lower right to rename the list and create more lists.

] Winte Market report
[ Set up Sales mesting E

+ 0[]

Click the Pop-out arrow in the upper-right corner:

2

Set up Sales meeting >

| Winte Market report

On your Google Calendar, make sure the Tasks calendar is selected (highlighted with a color) under My
Calendars:

My calendars
prowan@solarmoera.com B

If you want to turn off reminders at any time, just click the Tasks calendar in the list to de-select it.
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