Go gle Apps Learning Center apps.google.com/learning-center

@ Gmail Cheat Sheet mail.google.com

Work faster and collaborate better with powerful email features.

Create and send emails, reply to threaded email conversations, and organize your inbox.

/I Click to create new emails. 2 Click a message in your inbox to read it and send a reply.
Expand all emails in Open conversation
Ty —— .._ the conversation in a new window
]
From:
Subject: (2 days ago)

Dafault to full-scraan
6 older messages
Labal

Change font styles Choose text alignment Raquest read raceipt (3 hours ago)
, \ l Plain taxt moda
| ” = | Print (1 hours ago) ™ |~
Senafert - T- B I YU A-IE-|Zi=@ WM L Chack spaling -
4 Reply to no-raply
El: jeto E i
/ .\ N i
Add attachments Add links | Popoutropy |
n Click here to Reply, Reply to all, or Forward
Insert files from Drive Insertimages
3 Organize your inbox.
Add selected emails
Archive email Delete email Advanced search and filters  Add labels ~ to task list
1 Mail “ Change settmgs
Contacts
Mail - Tasks [} More ~

2 Add o Tsks

\

Select email Star or mark as important Unread emails

©2016 Google Inc., 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA galc-gmail-cs_1.02



