
Gmail 

[Your Company Name] 

 

Instructor Guide 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

© 2020 by CustomGuide, Inc. 3387 Brownlow Avenue, Suite 200; Saint Louis Park, MN 55426 

This material is copyrighted and all rights are reserved by CustomGuide, Inc. No part of this publication 
may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any language 
or computer language, in any form or by any means, electronic, mechanical, magnetic, optical, chemical, 
manual, or otherwise, without the prior written permission of CustomGuide, Inc. 

We make a sincere effort to ensure the accuracy of the material described herein; however, CustomGuide 
makes no warranty, expressed or implied, with respect to the quality, correctness, reliability, accuracy, or 
freedom from error of this document or the products it describes. Data used in examples and sample data 
files are intended to be fictional. Any resemblance to real persons or companies is entirely coincidental. 

The names of software products referred to in this manual are claimed as trademarks of their respective 
companies. CustomGuide is a registered trademark of CustomGuide, Inc. 

EVALU
ATIO

N 

ONLY



© 2020 CustomGuide, Inc. iii 

Contents 
View Your Email .......................................................................................................................................7 

Navigate Your Inbox .........................................................................................................................................8 

Read Email..................................................................................................................................................... 10 

Read an Email ............................................................................................................................................ 10 

Open an Email in a Separate Window ...................................................................................................... 11 

Toggle Read Status .................................................................................................................................... 12 

Change Your Inbox Type ............................................................................................................................... 13 

Change to Important First View ................................................................................................................ 13 

Change to Unread First View .................................................................................................................... 13 

Change to Starred First View .................................................................................................................... 14 

Change to Priority Inbox View .................................................................................................................. 14 

Print an Email ................................................................................................................................................ 15 

Print an Email ............................................................................................................................................ 15 

View Email Categories ................................................................................................................................... 17 

Inbox Categories ....................................................................................................................................... 17 

View an Inbox Category ............................................................................................................................ 17 

Enable or Disable Tabs .............................................................................................................................. 18 

Change Your Inbox Theme ............................................................................................................................ 19 

Change the Inbox Theme .......................................................................................................................... 19 

Create a Custom Theme ............................................................................................................................ 20 

Get Help ........................................................................................................................................................ 22 

Search for Help .......................................................................................................................................... 22 

Compose and Send Email ....................................................................................................................... 23 

Compose an Email ......................................................................................................................................... 24 

Compose an Email ..................................................................................................................................... 24 

Reply to and Forward Email .......................................................................................................................... 25 

Reply to Email ........................................................................................................................................... 25 

Forward an Email ...................................................................................................................................... 27 

Format Email Text ......................................................................................................................................... 28 

Display Formatting Options ...................................................................................................................... 28 

Format Message Text ................................................................................................................................ 29 

Clear Text Formatting ............................................................................................................................... 29 

Add Attachments .......................................................................................................................................... 30 

EVALU
ATIO

N 

ONLY



iv [Your Company Name] 

Attach a File from your Computer ............................................................................................................. 30 

Attach a File from Google Drive ................................................................................................................ 32 

View and Save Attachments .......................................................................................................................... 34 

Save an Attachment .................................................................................................................................. 34 

Insert Pictures into Emails ............................................................................................................................. 36 

Insert a Photo ............................................................................................................................................ 36 

Insert Links into Emails .................................................................................................................................. 38 

Insert a Link ............................................................................................................................................... 38 

Check Spelling ................................................................................................................................................ 39 

Fix Spelling Errors ...................................................................................................................................... 39 

Check Spelling ............................................................................................................................................ 39 

Schedule an Email .......................................................................................................................................... 40 

Schedule an Email ...................................................................................................................................... 40 

Cancel a Scheduled Email .......................................................................................................................... 42 

View Drafts and Sent Items ........................................................................................................................... 43 

Save an Email as a Draft ............................................................................................................................ 43 

View Email Drafts ...................................................................................................................................... 43 

Edit and Send Email Drafts ........................................................................................................................ 44 

View Sent Emails........................................................................................................................................ 45 

Send and Receive Confidential Email ............................................................................................................ 46 

Send a Confidential Email .......................................................................................................................... 46 

Read a Confidential Email .......................................................................................................................... 48 

Organize Your Inbox ............................................................................................................................... 49 

Create and Apply Labels ................................................................................................................................ 50 

Create a Label ............................................................................................................................................ 50 

Apply a Label to an Email .......................................................................................................................... 52 

View and Manage Labels ............................................................................................................................... 53 

View Labeled Email .................................................................................................................................... 53 

Show or Hide Labels .................................................................................................................................. 53 

Change a Label Color ................................................................................................................................. 54 

Manage Labels ........................................................................................................................................... 55 

Search for Emails ........................................................................................................................................... 56 

Search a Search.......................................................................................................................................... 56 

Refine a Search .......................................................................................................................................... 57 

Filter Emails ................................................................................................................................................... 58 

Create a Filter ............................................................................................................................................ 58 

Create a Filter Using Example Email .......................................................................................................... 59 

EVALU
ATIO

N 

ONLY



© 2020 CustomGuide, Inc. v 

Manage Filters .......................................................................................................................................... 61 

Flag Important Emails ................................................................................................................................... 62 

Star an Email ............................................................................................................................................. 62 

Star Multiple Emails .................................................................................................................................. 62 

Toggle Importance Marker ....................................................................................................................... 63 

View Starred Emails .................................................................................................................................. 63 

View Important Emails .............................................................................................................................. 64 

Archive and Delete Emails ............................................................................................................................ 65 

Archive an Email ........................................................................................................................................ 65 

Delete an Email ......................................................................................................................................... 65 

View the Trash .......................................................................................................................................... 66 

Restore a Deleted Email ............................................................................................................................ 67 

Empty the Trash ........................................................................................................................................ 68 

Mute Email .................................................................................................................................................... 69 

Mute an Email Conversation ..................................................................................................................... 69 

View a Muted Conversation...................................................................................................................... 69 

Unmute an Email Conversation ................................................................................................................ 70 

Snooze Email ................................................................................................................................................. 71 

Snooze an Email ........................................................................................................................................ 71 

View Snoozed Email .................................................................................................................................. 71 

Unsnooze an Email .................................................................................................................................... 72 

Customize Email Settings ....................................................................................................................... 73 

Change Email Settings ................................................................................................................................... 74 

View and Modify Settings ......................................................................................................................... 74 

Settings Categories ................................................................................................................................... 75 

Enable Desktop Notifications ........................................................................................................................ 76 

Enable Desktop Notifications .................................................................................................................... 76 

View a Gmail Notification ......................................................................................................................... 78 

Add a Signature ............................................................................................................................................. 79 

Create a Signature ..................................................................................................................................... 79 

Add a Vacation Response .............................................................................................................................. 81 

Add a Vacation Response .......................................................................................................................... 81 

Add Other Email Accounts to Gmail ............................................................................................................. 83 

Link Another Email Account ...................................................................................................................... 83 

Send Email from Another Address ............................................................................................................ 87 

Change Linked Account Settings ............................................................................................................... 88 

Enable Keyboard Shortcuts ........................................................................................................................... 89 

EVALU
ATIO

N 

ONLY



vi [Your Company Name] 

Enable Keyboard Shortcuts ....................................................................................................................... 89 

Use Keyboard Shortcuts ............................................................................................................................ 91 

EVALU
ATIO

N 

ONLY



© 2020 CustomGuide, Inc. 7 

View Your Email 
Gmail lets you send and receive email messages while 
intelligently sorting your inbox. This module introduces 
the basics of viewing the email messages that you 
receive, navigating your inbox, changing your inbox 
type, viewing email categories, and changing your 
inbox theme. 

  

Objectives 
Navigate Your Inbox 

Read Email 

Change Your Inbox Type 

Print an Email 

View Email Categories 

Change Your Inbox Theme 

Get Help 
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Navigate Your Inbox 

 
 
 

 
The Inbox: Email messages you’ve received 
will be displayed as a list here. Click an 
email in the list to open it. 

 
The Left Pane: This pane contains quick 
links to your inbox, sent items, drafts, and 
the All Mail view. Below those links, you'll 
see links to the automatic mail categories, 
and any labels you've created. 

 
The Compose Button: Clicking this will start 
composing a new email message.  

The Search Field: Click here to search 
through all of your email. 
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The Toolbar: The toolbar above the inbox 
contains commands to interact with your 
inbox and email. The available commands 
will change based on what you have 
selected. 

 
Right Side Panel: This panel displays 
buttons for some other Google services 
that you can use with your Gmail, including 
Calendar. 
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Read Email 

When you receive a new email, it will be displayed at the top of the inbox. Emails that you haven't read yet 
will be highlighted in bold. 

Read an Email 
Click an email in the inbox. 

The email opens up in the 
window, with its contents 
replacing the inbox. 

Click the Back to Inbox button 
to return to the inbox. 

The inbox appears again, and now you 
can see the selected email is no longer 
highlighted in bold. 

  

Commented [IG1]:   
Preparation: Make sure that you have an inbox full of email 
you can use to demonstrate email basics. 

Commented [IG2]:   
1. Click an email in the inbox. 

 
2. Click the Back to Inbox button to return to the inbox. 
 

Make sure to note how the email is no longer marked as 
unread once you return to the inbox. 
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Open an Email in a Separate Window 
Click an email in the inbox. 

Click the In new window 
button to the right of the 
subject line. 

The email pops out into its own 
browser window, allowing you to 
return to the inbox and view another 
email while this one remains open. 

  

Commented [IG3]:   
1. Click an email in the inbox. 

 
2. Click the In new window button. 
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Toggle Read Status 
You can toggle an email's status between Unread and Read without having to open it.  

When you hover your mouse over an email in the inbox, a series of buttons appears on the right side of the 
email. 

Click an email's Mark as read 
or Mark as unread button. 

Tip: You can also select an email (or 
multiple email messages), click the 
More ⋮ button on the toolbar, and 
select Mark as read or Mark as unread 
from the menu. 

The Read status for the email is 
toggled. 

Commented [IG4]:   
1. Click an email's Mark as read or Mark as unread 
button. 
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Change Your Inbox Type 

You can change the way your inbox displays your emails. The default view will simply show everything in a 
list, with most recent emails appearing first, but other views allow you to view certain categories of email in 
a separate list. 

Change to Important First View 
Click the Inbox list arrow. 

Select Important first. 

The inbox changes to show all the 
emails flagged as important in one 
section, and all of the other emails in 
another. 

 
 
 
 
 
 
 
 
 
 

Change to Unread First View 
Click the Inbox list arrow. 

Select Unread first. 

Unread emails are listed first, separate 
from the ones that you've already 
read. 

  

Commented [IG5]:   
Preparation: For this demonstration to be most effective, 
have a mix of emails in your inbox—some unread, some 
starred, and some marked with the Important marker. 

Commented [IG6]:   
1. Click the Inbox list arrow. 

 
2. Select Important first. 

Commented [IG7]:   
1. Click the Inbox list arrow. 

 
2. Select Unread first. 
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Change to Starred First View 
Click the Inbox list arrow. 

Select Starred first. 

Emails that you've starred as favorites, 
whether or not they're unread, are 
shown in a section before the rest of 
your email. 

 
 
 
 
 
 
 
 
 
 

Change to Priority Inbox View 
Click the Inbox list arrow. 

Select Priority Inbox. 

This inbox type combines the other 
types into one. The first section shows 
emails that are important and unread, 
and the second shows emails that 
you've starred. A third section displays 
the rest of your email. 

Commented [IG8]:   
1. Click the Inbox list arrow. 

 
2. Select Starred first. 

Commented [IG9]:   
1. Click the Inbox list arrow. 

 
2. Select Priority Inbox. 
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Print an Email 

You can print a copy of an email that you’ve received in Gmail, if you need a paper copy. 

Print an Email 
Click an email in the inbox to 
open it. 

Click the Print button to the 
right of the subject line. 

A new browser tab opens, with 
the email message formatted 
for printing. Your browser's 
Print dialog box opens as well, 
where you can set up how you 
want this email to print. 

  

Commented [IG10]:   
Preparation: Have an email in your inbox that you can print. 

Commented [IG11]:   
1. Click an email in the inbox to open it. 

 
2. Click the Print button. 

 
3. Set the print options. 

 
4. Click Print. 
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Set the print options you want 
to use. 

• Destination specifies the 
printer you want to use for 
this email. 

• Pages sets the range of 
pages to print, if the email 
goes on for more than one 
page. 

• Copies controls how many 
copies of the email to print. 

• Layout sets whether to print 
the page in portrait or 
landscape orientation. 

• Color lets you choose 
whether to print the email in 
color, or in black and white. 

Click Print. 

The email is sent to the printer using 
the settings you chose. 
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View Email Categories 

Gmail can sort email you receive into one of several categories, by analyzing both the content of the emails 
and your emailing habits. 

Inbox Categories 

Inbox Categories Description 

Primary Emails sent directly to you, from people that you interact with. 

Social Automated messages from social networks. 

Promotions Deals, offers, and other marketing emails. 

Updates Automatically generated updates, confirmations, bills, and receipts. 

Forums Messages from discussion boards and mailing lists. 

 

View an Inbox Category 
Click a category's tab at the top 
of the inbox. 

The emails in the selected category are 
displayed. 

  

Commented [IG12]:   
Preparation: For this lesson to be most effective, you’ll 
need to have received email that would fit in each category. 

Commented [IG13]:   
1. Click a category's tab at the top of the inbox. 

EVALU
ATIO

N 

ONLY



18 [Your Company Name] 

Enable or Disable Tabs 
You can select which categories you want to appear at the top of the Inbox, so you see just the categories 
that are relevant to you. 

Click the Settings icon while 
viewing the inbox. 

Select Configure inbox. 

Toggle categories on or off by 
checking or unchecking 
checkboxes. 

Click Save. 

The tabs at the top of the inbox change 
to show only the tabs you’ve chosen. 

Commented [IG14]:   
1. Click the Settings icon in the inbox. 

 
2. Select Configure inbox. 

 
3. Toggle the Promotions category off, and the Forums 
category on. 

 
4. Click Save. 
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Change Your Inbox Theme 

If the plain white background of your inbox is getting boring, you can change themes to give it a more 
interesting look. 

Change the Inbox Theme 
Click the Settings button. 

Select Themes. 

A themes gallery appears, 
showing a variety of themes to 
choose from. The top of the 
gallery shows some curated 
images you can use as a 
background. 

Select a theme from the 
gallery. 

Click Save. 

The background of the inbox changes 
to the picture you chose. 

  

Commented [IG15]:   
1. Click the Settings button. 

 
2. Select Themes. 

 
3.Select a theme from the gallery. 

 
4. Click Save. 
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Create a Custom Theme 
You can also create a theme from a larger set of photos, or from photos in your Google Photos library, 
instead of choosing from the gallery. 

Click the Settings button. 

Select Themes. 

Click My photos. 

  

Commented [IG16]:   
1. Click the Settings button. 

 
2. Select Themes. 

 
3. Click My photos. 

 
4. Select Featured. 

 
5. Select a photo. 

 
6. Click Select. 

 
7. Customize text background, vignette, and blur options. 

 
8. Click Save. 
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Here you can choose between 
sources for additional photos 

• Featured shows a larger 
gallery of curated 
background images. 

• My photos shows all of the 
pictures you've uploaded to 
Google Photos.  

• Recently selected shows 
photos you've used recently, 
if you want to go back to a 
custom theme you've used 
before. 

Select a photo location. 

Select a photo. 

Click Select. 

The photo is set as your inbox 
background. 

Once a photo has been 
selected, you can customize 
some additional options. 

• Text Background lets you 
choose whether the theme 
should use dark text on a 
light background, or light 
text on a dark background. 

• Vignette lets you add a 
darkening effect around the 
corners and edges of the 
photo. 

• Blur lets you choose 
whether to blur the selected 
photo, and by how much. 

Customize text background, 
vignette, and blur options. 

Click Save. 

The theme is updated and applied to 
your inbox. EVALU
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Get Help 

If you don’t know how to do something in Gmail, you can consult the Help window. 

Search for Help 
Click the Support button. 

Select Help. 

The Help window appears. 
Here you can search for a 
specific topic, look through a 
few popular topics, or browse 
through all of the available 
articles. 

Search for a topic. 

Help topics matching your 
search appear listed below the 
search field. 

Select a search result. 

The help topic is displayed in 
the Help window. When you’re 
finished reading the topic, you 
can just close the Help 
window. 

Click the Help window's Close 
button. 

The Help window closes. 

 

Commented [IG17]:   
1. Click the Support button. 

 
2. Select Help. 

 
3. Search for a topic, such as “Mark Unread.” 

 
4. Select a search result. 

 
5. Click the Help window's Close button. 
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