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How to Set Up
Gmail



Setting up Google account1.
Getting the most out of Gmail2.
Setting up and using Google Drive3.
Using Google Docs4.
Using Google Calendar5.

By the end of
this document,
we’ll learn on:

I. Creating Gmail or Google account

Go to your browser and type in the address bar “gmail.com”

Click on Create an account and enter necessary details to proceed
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II. A Walkthrough with Gmail Interface

Navigate to the three options to check with your gmail, contacts, and tasks.

Compose button is where you create a message or email to send
to the recipient.

Sidebar Menu
Once you’ve tick the box of the selected email,
you have then the options beside on what to do
with those particular emails.
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II. A Walkthrough with Gmail Interface

On the dropdown button in the searchbox is a more detailed 
search to customize.

On the 9 dots are all apps that are associated with your gmail.
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II. A Walkthrough with Gmail Interface

The dropdown button beside your username is a more detailed info of your
account and the options to add an another account & sign out.

Inside the received email are the options to reply, mark as starred, print, and
open in a new window.
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III. General Settings

Click on the gear button to go to all settings.

Here are the settings (You can Also Click the tabs for other settings)
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IV. Customizing Gmail Interface

When you click on a + sign, it will give you the option to add a tab.01
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V. How to compose, receive, and send emails

Click Compose button and a popup box would appear to compose a message.
You have also the option to default it to full screen.01
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VI. Understanding Gmail Contacts & Groups

Click on the dropdown button
in the recipient’s email then
click Add to contacts

Click here to view added
contacts

Tick the box of the contacts you want to create group with then click the group
button to create one.

Input a name for new groups then hit OK.
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VI. Understanding Gmail Contacts & Groups

To add a new contact, click the New Contact button then input their details.

As for groups, you have these
options to set.

Click on the star for those
important contacts/groups.
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VII. How to Setup Gmail Filters

Search first for a particular email then click the dropdown button beside the
search icon. After that, you have then the option to filter according to your
liking.

After clicking the Create filter with this
search, it will proceed to photo below

To manage your filters, go to
Settings and click Filters
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VIII. How to Setup Gmail Filters

Select an email then create a label

Another way is
on the sidebar at
the bottom

The 3rd way is to go to settings and click Labels
then at the bottom is to create a new one.
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IX. Downloading Google Drive and Backing Up Files

Go to this address and click Download. Then choose for Mac and PC

A pop up box will show then click Accept and Install
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IX. Downloading Google Drive and Backing Up Files

For backing up, copy a file then click Open Google Drive folder which can be
found on the hidden icons on your computer.

Once the folder will pop up, paste the copied file.
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X. Google Drive Interface

Create or upload button01
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