—

How to Set Up

*VASTAFFER “ www.vastaffer.com



By the end Of 1.Setting up Google account

2.Getting the most out of Gmail

this dOcu ment, 3.Setting up and using Google Drive

4.Using Google Docs

9
We " |ea|'n On: 5.Using Google Calendar

Step1 Go to your browser and type in the address lbar “gmail.com”

O O www.gmail.com

Step 2 Click on Create an account and enter necessary details to proceed

...... @
Secure, smart, ‘ ;
and easy to use ;-
email D v

Get more done with Gmail. Now integrated with Google
Chat, Google Meet, and more, all in one place.

Mow
Missing you! W u

F

C

Create a Google
Account

Enter your name
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01 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

02 to the recipient.

= M Gmail Q = @ @& 4 i o
* 1]
Z Compose Z . - ()
& ¥ o m & 8§ | @ Updates
kd inbo
1r Starred
@
®
B &
[0 Draft
A Less M g & X
T Impor B +
= ats
Ea hed
B Al Mail
@ Spam
[ Trast
» O Categ
# Manage labels
+ eat label
Labels +
® EOD

Enable desktop notifications for Gmail.

A (=] 5-
New Message =@ X New Message - A X m ’ﬁé A D ® &6 & Z 0]

Once you've tick the box of the selected email,
03 Sidebar Menu 04 you have then the options beside on what to do
with those particular emails.

= M Gmail

/ Comp

E Inbox

Tr Starred L + 4 | . ‘ !

@ Snoo:

= Report spam S

D Drafts Q Pnman = Social W  Promotions

~ L

P  Important

M che v Gmail Team Stay more organized with Gmail's inbox

Ep Sch

2 Al Mai ’ Gmail Team The best of Gmail, wherever you are
Spam
Trash .
R smail Team hree Lips to gt the most out of 13
ategories

Manage labels

+ & 0 &3 &
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On the dropdown button in the searchbox is a more detailed

05 search to customize.

06 On the 9 dots are all apps that are associated with your gmail.

@ @ + = @ @ & + & @
< B B
0 3 Q Finance Docs

Account Search Maps H
B % Slides Books Keep
YouTube

Play Mews E
I I Classroom Earth
Gmail Meet Chat @ \ I
@

Sheets

Saved

r ¢
N

. e G L '
31 Arts and ... Google Ads  Google O...
P
Contacts Drive Calendar
9 B ~
A [ -
- Travel Forms Chrome ...
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The dropdown button beside your username is a more detailed info of your

07 account and the options to add an another account & sign out.
X
Manage your Google Account
+ Add account [ Ssignout
Privacy Policy = Terms of Service
08 Inside the received email are the options to reply, mark as starred, print, and

open in a new window.

abox 3 = [

B:58AM (5 hours ago) ¥ ) :
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01 Click on the gear button to go to all settings.

1]
Tlr

> Promotions &, Social () Updates

= Nl Gmal| Q Search mai
/ Compose o~ =
K Primary
& Inbox
¥r Starred
(© Snoozed
B Sen
[ Drafts
~  Less
D Important
[E cChats
Ee Scheduled
B Al Mail
@ Spam
[ Trash
v Categories
#  Manage labels
+  Create new label
Labels +
B EOD

02 Here are the

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat and Meet Advanced Offline Themes

Language:

Phone numbers:

Maximum page size:

Undo Send:

Default reply behavior:

Learn more

Hover actions:

Send and Archive:

Learn more

W' button on the toolbar to

Images:

Dynamic email:

Learn more

Grammar:

M VASTAFFER

Gmail display language: | English (US) w | Change language settings for other Google products

Enable input tools - Use various text input tools to type in the language of your choice - Edit tools - Learn more

@ Right-to-left editing support off
Right-to-left editing support on

Default country code: | Philippines w
Show |50 w|conversations per page
Send cancellation period: |5 +|seconds

Reply
Reply all

i® Enable hover actions - Quickly gain access to archive, delete, mark as read, and snooze controls on hover.
*) Disable hover actions

Show "Send & Archive" button in reply
@ Hide "Send & Archive" button in reply

SansSerif ~ T~ A~ W

This is what your body text will look like.

@ Always display external images - Learn more
Ask before displaying external images - This option also disables dynamic email.

Enable dynamic email - Display dynamic email content when available.

Developer settings

@ Grammar suggestions on
Grammar suggestions off

Bl ~ gm -~ Quick settings X

Gl

See all settings

Apps in Gmail @
Chat and Meet .
Customize .
-
Density
O Default g +
(@) Comfortable
(O Compact
Inbox type
Default
(®)
Customize
O important first
_ |
(O  Unread first
>

settings (You can Also Click the tabs for other settings]

= -
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01 When you click on a + sign, it will give you the option to add a tab.

-—

Q Pnmary = Socal W Promotions 1k

Select tabs 1o enable

Pnman Choose which message categones to show a{\ynbox tabs
Other messages will appear in the Primary tab

SO0 1al -
Leselect all categones 1o go back to your old inbox

v Promotions

o 2

Updates

Forums

Starred messages

Include starred in Pnmary

ﬂ - I‘r:li-:
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Click Compose button and a popup box would appear to compose a message.

01 You have also the option to default it to full screen.

M Gmail Q, Search mai 3= ©) 553 o

S
a
Q
i

Gl

Compose
& Primary £  Promotions & Social () Updates
E Inbox
Yr  Starred
@
® wozed
B> Sent rima T -
[ Drafts
A~ ess
D Important ar
B Chats
Fe Scheduled
B2 Al Mail
0 Spam
@ Trash
v [ Categories
88 Manage labels
+  Create new label
Labels +
@ EOD
u* E
>

MMl
K 4
Q
3
B,
Jol
1l
@)

¢ = @

- s i} |
Z Comp = B
& Primary 2> Promotions 2, Social () Updates
E Inbox
Tr Starred
@
(O Snooze
B Sent bise ;
[ Drafts
-~ 855 MNew Message -2 X
P Important +
=

Scheduled
All Mail

Spam

Categories

Manage labels

+ & Um0 @&

Default to full screen
Labels e Templates
® oD Label
n tex
int
eck spelling

3 Setupatime

arm y ra ! to meet @b
ued B C i cveomTETY g |
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Click on the dropdown button
01 in the recipient’s email then 02
click Add to contacts

Click here to view added
contacts

-~ B Hassan Ahmad Khan (]“ Slk

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

03 button to create one.
oy
Kk -
test 2
04 Input a name for new groups then hit OK.
New group

Please enter 3 new group name
+
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05 To add a new contact, click the New Contact button then input their details.

Gk‘.ﬁ 3[t “

As for groups, you have these Click on the star for those
06 ) 07 .
options to set. important contacts/groups.

nama grou L
*"’r
il i 'frl]
r‘
* My Contacts (4
% : | )
— rart tarred
I wadl
| Al
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Search first for a particular email then click the dropdown button beside the
01 search icon. After that, you have then the option to filter according to your
liking.

AN Mall 5

greater than LI —

1 day —

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

To manage your filters, go to

02 Settings and click Filters

03

gmail team \
1-4 of 4 Q-

C 1
When a message amves that matches this search omfortable
Skip the Inbox (Archive it
Mark as read
| Star it Configure inbox
":'*Dr'l'j' the labe Choose labe — l tir -}h}
— —
Forwardt add !
A
Delete it
Never send it to Spam
1 tug J

Always mark it as important

Never mark t as imporntant

Cateqorize as Choose category...

Settings
Creale filter AlSO apply filter to 3 malching conversabons
General Accounts and Import | FilteTs | Forwarding and POP/IMAF hat Web

Labels Inbox
L ——

Leam more Setup progress ]
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01 Select an email then create a label

F.'T T‘ 348

d Fnman

me Mail (&

Another way is
02 on the sidebar at
the bottom

M VASTAFFER

- S

'-TJ
1 11 tlt 5
- |IH‘:. {

03 The 3rd way is to go to settings and click Labels
then at the bottom is to create a new one.

Sefttings
1;+*|H~r-|l|nt:=-n Accounts and Import  Filts
All Ma hide
Spam hide
Trash hide
Categories Show in label list
Categones hide
Social hide
Promotions hide
Updates ' hide
Forums hide
Labels Show in label list v

Create new label
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01 Go to this address and click Download. Then choose for Mac and PC

O O www.gmail.com/drive

oogle Drive verview eatures ustomers ricing ownload ore tools Sign in Go to Drive L ve for Worl
Gng o] F C Pricingl] D M : D Try Drive for Work

Easy and secure 4. .
access to your

. 0
content
)
|
- 4 |
Store, share, and collaborate on files and folders from a
your mobile device, tablet, or computer
= ]
B e [ H
Try Drive for Work Go to Drive .-— — "
T
al = -

Don't have an account?  Sign up at no cost

‘ GODQIE Drive Individuals Teams Enterprise Download Go to Drive Try Drive for your team

Safely store your files D (e
and access them from any | e
device G| O

Choose folders on your computer to sync with Google Drive or backup to Google O ]
Photos, and access all of your content directly from your PC or Mac & Cooglermaton m
x|
0 s .
:
& o

02 A pop up box will show then click Accept and Install

Download Google Drive for Windows

Google Drive Terms of Service

By using Google Drve, you agree to the Google Terms of Serace ¥ you are a Google Apps user
your use 15 subject to edther the appropnate 0oge Apps Terms of Semice. or the negotiated Google
Apps terms. f apphcable

Optional: He ke this product better by automatica

Cancel
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For backing up, copy a file then click Open Google Drive folder which can be

03 found on the hidden icons on your computer.

toolstochangeyourife@gmail.com

Ll
).03GB (0%) of 15.00GB used '
wn Y
I — .-
: Visit boogle Urive on the web
" mid_bg.png
-
ine I:'I r"'_:l
n.
04 Once the folder will pop up, paste the copied file.
L = e ar
' 4 » hassangul » Google Dive
JIT 21N
Sort by r
Group by
test Refresh
How to get started wath Drrve TP
Pacte N ]
Undo Delete Cirls £
B3 Graphics Propertes
B8 Geaphics Options ’
Share with
[t
Propertees
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01 Create or upload button

& Drive @ @O © =

+ N &: New! Keyboard shortcuts Drive keyboard shortcuts have been updated to give you first-letters navigation See shortcuts ® B
2w
E— Welcome to Drive @
+[B My Drive
Q, Search in Drive @
[0 Computers
L
2 Shared with me O Type - & People - B Modified - £ Location - -
O Recent
¥r Starred Suggested + Files 03 Folders v=| 2 P
(D Spam
[l Trash
A\ Storage (94% full)
14,12 GB of 15 GB used
Get more storage
»

LDrive @ @ @

ane
anw

CH  New ! Keyboard shortcuts Drive keyboard shorteuts have been updated to give you first-letters navigation See shortcuts X E
[ File upload AltsC then WEECC}me to Dr|Ve @
(1 Folder upload Alt+C then
—— Q, Searchin Drive &

LCO0gle LVoCs ]
’ - _ o

O Type - 2 People ~ B Modified - O Location =~

Gooagle Slides ¥

E Google Forms b . s T
ed + Files 3 Folders w=| 8=

More b ! y ! +
O Spam Name Reason suggested Owner Location
[ Trash
A\ Storage (94% full)
14.12 GB of 15 GB used

Get more storage

>
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. SCAN CALENDAR

BOOK ASTRATEGY CALL

vastaffer.com
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