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    INTRODUCTION


    Welcome to Gmail, the free mailing service of the Google family. This book introduces you to the many features that allow you to manipulate and organize the messages you receive or send.


    The book is organized into 9 chapters:


    Chapter 1 focuses on the work environment in which you work on a daily basis. You will discover the different displays: mailboxes, archiving, tracked messages, Spam and keyboard shortcuts.


    Chapter 2 shows the benefit of labels as customized folders you can create to store the messages easily.


    Chapter 3 helps you to search mails using options and keywords.


    Chapter 4 explains good practices for sending messages to different recipients. You will study how to insert attachments, files from the Drive, photos and how to use the confidential mode to securely send information. You will also learn how to insert a signature and cancel a mail sending.


    Chapter 5 exposes the templates that are pre-set mails you can use to save time.


    Chapter 6 details filters that enable data to be grouped according to several criteria.


    Chapter 7 deals with contacts.


    Chapter 8 lists the different parameters you can handle in your daily work. For instance, you will find out how to forward mails to another account. It is also possible to delegate your account to another person who will be able to consult your mails if necessary.


    Chapter 9 looks at Gmail and Calendar that bring more to decide appointments, in a collaborative environment. As for Hangouts that enhances instant messaging and video conferencing.


    Google Gmail will pleasantly surprise you with its features to organize your daily work better.


    Do not hesitate to contact me at remylent@gmail.com if you have any comments about this book.


    Be sure I will answer you.


    Enjoy your reading.


    The author

  


  
    Chapter 1

    The working environment


    Before exchanging mails with other people, you need to create your Google Account with information editable later. Once it is done, you can send and receive messages.


    With Gmail, the settings menu is particularly important. It has many features that will help you in your daily work. This menu is accessed by a gear-like icon on the right side of the window.


    When you click on this icon, choose Settings / See all settings to see Gmail's features. After changing any parameter, be sure to click the Save Changes button at the bottom of the screen.


    1.1 Creating your account


    A Google Account is a group of information that identifies you. The most important data will be your first name, last name and mail address.


    In your Internet browser, search for Google Gmail, then https://www.google.com/gmail/about/ that will show you the first homepage, as shown in figure 1.1.
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