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Introduction


Knowledge is of two kinds. We know a subject ourselves, or we know where we can find information upon it.
 — SAMUEL JOHNSON


The sheer size and scope of G Suite is enough to give even the best thesaurus a run for its money. Choose just about any “large” or “complex” adjective — massive, sprawling, gargantuan, labyrinthine, brain-bending — and it's bound to seem just right to describe the G Suite gestalt.

With so many features and settings in the G Suite package, and so many tools and technologies, you need some sort of guide that not only tells you what these knickknacks are but also shows you how to get the most out of them so that you can get the most out of your (or your company's) G Suite investment.

And that's precisely where G Suite For Dummies comes in. I've scoured G Suite from head to toe, rung its bells and blown its whistles, and generally just pushed the entire package to its limits to see what would happen. The result is the book you're holding (physically or virtually).


About This Book

G Suite For Dummies takes you on a tour of all the main (and a few of the minor) G Suite apps. This book contains 19 chapters, but that doesn’t mean that you have to, as the King of Hearts says gravely in Alice’s Adventures in Wonderland, “Begin at the beginning and go on till you come to the end: then stop.” If you’ve already done a bit of work with any of Google's apps or in a rival suite such as Microsoft Office, please feel free to dip into this book wherever it strikes your fancy. The chapters all present their info and techniques in readily digestible, bite-size chunks, so you can certainly graze your way through this book.

However, if you’re brand-spanking-new to G Suite — particularly if you’re not sure what G Suite even is — no problem: I’m here to help. To get your G Suite education off to a solid start, I highly recommend reading Chapter 1 to get some of the basics down cold. From there, you can travel to more advanced territory, safe in the knowledge that you have some survival skills to fall back on.


What You Can Safely Ignore

This book consists of several hundred pages. Do I expect you to read every word on every page? Yes, I do. Just kidding! No, of course I don’t. Entire sections — heck, maybe even entire chapters — might contain information that’s not relevant to what you do. That’s fine, and my feelings won’t be hurt if you skim (or — who’s kidding whom? — skip over) those parts of the book.

If time (or attention) is short, what else might you want to ignore? Okay, in many places throughout this book, I provide step-by-step instructions to complete a task. Each of those steps includes some bold type that gives you the basic instruction. In many cases, however, below that bold text, I offer supplementary information to flesh out or extend or explain the bold instruction. Am I just showing off how much I know about all this stuff? Yes, sometimes. Do you have to read these extended instructions? Nope. Read the bold stuff, for sure, but feel free to skip the details if they seem unnecessary or unimportant.

This book also contains a few sidebars that are marked with the Technical Stuff icon. These sidebars contain extra information that either is a bit on the advanced side or goes into heroic, often obscure detail about the topic at hand. Do you need to read these sidebars? Not at all. Does that make them a waste of page real estate? I don’t think so, because they’re useful for folks interested in delving into the minutiae of G Suite. If that’s not you, ignore away.

If your time is very limited, you can also ignore the information beside this book’s Tip icons. Yes, these tidbits offer easier and faster ways to get things done, so skipping them to save time now might cost you more time in the long run, but, hey, it’s a judgment call.


Foolish Assumptions

G Suite For Dummies is for people who are new (or relatively new) to G Suite. That doesn’t mean, however, that the book is suitable for people who have never used a computer or a web browser. So, first I assume that you have not only a computer — either a Microsoft Windows PC or a Mac — and a web browser installed on that computer (all computers do, these days) but also some experience with both. That means I assume that you know at least how to perform the following basic tasks: 


	Starting your computer.

	Launching your computer's web browser.

	Navigating to a particular website given that site's address.

	Working with basic app doohickeys such as pull-down menus, buttons, text boxes, check boxes, and radio buttons.


This book also assumes you have a G Suite account and that your G Suite administrator has given you your sign-in info (that is, your G Suite account's email address and password).

What's that? You don't have a G Suite account? Surprisingly, I'm okay with that! You still have access to the Google apps through your personal Google account, so 96.5 percent of what you read in this book will still apply to you. Why not 100 percent? Because there are a few features and settings that are unique to G Suite or that work different for G Suite users.


Icons Used in This Book

Like other books in the For Dummies series, this book uses icons, or little margin pictures, to flag info that doesn’t quite fit into the flow of the chapter discussion. Here are the icons I use:

[image: Remember] This icon marks text that contains info that’s useful or important enough that you’d do well to store the text somewhere safe in your memory for later recall.

[image: Technical stuff] This icon marks text that contains some for-nerds-only technical details or explanations that you’re free to skip.

[image: Tip] This icon marks text that contains a shortcut or an easier way to do things, which I hope will make your life — or, at least, the data analysis portion of your life — more efficient.

[image: Warning] This icon marks text that contains a friendly but unusually insistent reminder to avoid doing something. You have been warned.


Beyond the Book

Cheat Sheet: To locate this book's Cheat Sheet, go to www.dummies.com and search for G Suite For Dummies. See the Cheat Sheet for an absurdly long list of keyboard shortcuts that you can use with G Suite.


Where to Go from Here

If you’re just getting your feet wet with G Suite, flip the page and start perusing the first chapter.

If you have some experience with G Suite or you have a special problem or question, see the table of contents or the index to find out where I cover that topic, and then turn to that page.

Either way, happy G Suite-ing!
      

Part 1

Keeping Your Affairs in Order


IN THIS PART …

Get acquainted with what G Suite is and what you can do with it.

Learn the ins and outs, the ups and downs, the receives and sends of Gmail.

Turn Calendar into your own, private assistant and never be late again.

Keep your friends close and your enemies closer with Contacts.


Chapter 1

G Suite: The 50¢ Tour


IN THIS CHAPTER

[image: check] Getting to know G Suite

[image: check] What comes inside the G Suite box

[image: check] Your urgent G Suite questions, asked and answered

[image: check] A brief introduction to online collaboration

[image: check] A quick look at the G Suite mobile apps



Way, way back in 2006 (an era so far in the distant past that people somehow had to manage back then with no iPhones or Android devices), the wonderful eggheads at Google came up with an idea: What if, they mused amongst themselves, businesses could avoid dealing with the headache-inducing and sanity-destroying complexity of managing high-tech services such as email, messaging, scheduling, and file storage? What if, they continued, Google managed those services and all businesses had to worry about was, well, business? “Wouldn't that be great?” they asked themselves.

The answer to that last question must have been a resounding “Yes!” because in that year Google Apps was born. This collection of online apps for email, messaging, calendars, and, a year or so later, documents and spreadsheets was an instant hit and has been sprouting new apps ever since. Now known to the world as G Suite, Google's business-focused collection of online apps just keeps getting better and more popular. In this chapter, you discover what G Suite is all about, explore what G Suite offers, and have your most pressing G Suite questions answered. Won't that be great?


What Is G Suite?

In the world of business jargon, a silo is a person or department that can't or won't share information with other people or departments in the company. Not all that long ago, all employees were silos in a way. Why? Because they beavered away at their computers using installed software such as Microsoft Word and Microsoft Excel, with all of their documents stored safely on their hard drives. Sure, every now and then they shared a document on the network or via email, but for the most part they worked in not-so-splendid isolation from their peers.

But as management gurus and overpaid consultants have been telling anyone who'll listen for at least a couple of decades now, silos are bad. On an individual level, silos make everyone less efficient and less productive; on a departmental level, silos create duplication of effort and endless turf wars; on a company level, silos inhibit growth and innovation.

Yes, silos are nasty things, but how do you get rid of them? An alarmingly large number of management reports and business books have been written to answer that question. It's a complex and difficult topic, but here are three solutions that are almost certainly common to all those reports and books: 


	Make it easy for individuals to access their software and documents no matter where they are or what type of device they're using.

	Make it easy for people on the same team or in the same department to collaborate with each other.

	Make it easy for people on different teams or in different departments to share information with each other.


And that, at long last, is where G Suite comes in. Google's G Suite is a set of applications that's designed to tear down silos. How? By implementing the preceding list of solutions in the following ways: 


	G Suite apps aren't installed on your computer. Instead, they live online (in the cloud, to use the vernacular), so you can access them from any location that has Internet access, using any type of device — desktop PC, laptop, Touch PC, tablet, smartphone, you name it — that you have handy.

	G Suite apps are built with collaboration in mind. For example, two or more people can work on the same document at the same time. No, I'm not just making that up — it's a real feature. G Suite also enables you to easily email, meet, and chat with members of your team or department, so everyone stays in the loop.

	G Suite documents aren't stored on your computer. Instead, all G Suite data and documents reside in the cloud, so it's a snap to share them with anyone in your company.


Silos, schmi-los!


What You Get with G Suite

My dictionary defines a suite as “a connected series of rooms to be used together.” You're probably thinking hotel suite, but that definition is actually a succinct and useful definition of the Suite part of the G Suite name. You can, in fact, define G Suite as “a connected series of Google apps to be used together.” That is, the G Suite apps are all awesome when used by themselves, but they're designed in a way that connects them together to make your work life easier, more efficient, and more productive.

Okay, so what are these apps that I've been going on and on about? Table 1-1 provides the list, with pointers to where you can find more info later in this book.
 
TABLE 1-1 The G Suite Apps
 	
App
	
What You Can Do with It
	
Where to Find More Info

	
Gmail
	
Send and receive email messages. (See Figure 1-1.) You can also share files as attachments, organize messages, control email conversations, and more.
	
Chapter 2

Chapter 18

	
Calendar
	
Maintain an online schedule of appointments and other events. (See Figure 1-2.) You can also see reminders of upcoming events, schedule repeating events, share calendars, and more.
	
Chapter 3

Chapter 12

	
Contacts
	
Create and maintain an online address book. (See Figure 1-3.) For each contact, you can store info such as the person's name, email address, and phone number. You can also import contacts, group related contacts, and more.
	
Chapter 4

	
Docs
	
Create, edit, and collaborate on word processing documents. You can change the layout, add bulleted and numbered lists, work with headers and footers, format text, paragraphs, and pages, and more.
	
Chapter 5

Chapter 6

Chapter 7

Chapter 11

	
Sheets
	
Create, edit, and collaborate on spreadsheets. You can build formulas, sort and filter data, analyze data, and more.
	
Chapter 8

Chapter 9

Chapter 11

	
Slides
	
Create, edit, and collaborate on presentations. You can change the theme, show your presentation, create slides that include text, images, shapes, and more.
	
Chapter 10

Chapter 11

	
Meet
	
Set up and join online meetings. You can invite people to a meeting, share resources, record and live-stream a meeting, and more.
	
Chapter 13

	
Chat
	
Exchange real-time messages with members of your team, department, or organization.
	
Chapter 14

	
Groups
	
Join and create groups for posting messages, sharing files, and more.
	
Chapter 15

	
Forms
	
Create forms, quizzes, and surveys to gather information and opinions from members of your team, department, or organization.
	
Chapter 16

	
Keep
	
Create, edit, and share notes.
	
Chapter 16

	
Drive
	
Store, manage, and share files online.
	
Chapter 11





Using Apps Online — Really? Here Are the FAQs

When folks switch to G Suite, if they're used to working with programs installed on their PCs, then the idea of using apps that somehow work online is the stuff of science fiction. It doesn't help that the G Suite apps look just like their PC-installed counterparts. (Check out Figures 1-1, 1-2, and 1-3 to see what I mean). How is any of this possible, and does it actually work? Those are great questions, and I'll try to answer them by walking you through a long list of frequently asked questions (FAQs) from people just like you who are new to G Suite: 


	Won't everyone on the Internet see my stuff? Nope. Your company's G Suite administrator will have provided you with a G Suite account. This means the only way to see your stuff is to sign in using your G Suite email address and account password. The only way other people can see your stuff is if you choose to show it to them by using G Suite's extensive collaboration-and-sharing features. (See the chapters in Part 3.)

	Okay, but can't tech-savvy snoops somehow “tap in” to my data as it goes back and forth between my computer and wherever this “cloud” is located? Dang, but that's a good question! The bad news is that, yes, it's technically possible for someone to “eavesdrop” on your data, a practice called packet-sniffing. The good news is that your data is scrambled (encrypted, in security-speak) as it travels between the cloud and your computer, so all that theoretical packet-sniffer will sniff is gobbledygook.

	Okay, but won't my account get hacked? Sheesh, you just won't let up, will you? The short answer is “Probably not.” Yes, I know, that probably isn't very reassuring. Let me say two things about this: 

	First, know that the Google servers that are home to your G Suite apps and data are among the most secure in the world. No system is hackerproof, but Google's systems are as close as you can get.

	Second, it's axiomatic (taken for granted, in other words) in security circles that the virtual chains that secure online systems are only as strong as their weakest link. What's the weakest link in the G Suite security chain? I'm afraid the answer is you. No offense intended, but even with an online service that has state-of-the-art security, that protection means nothing if attackers get their mitts on your sign-in data. So keep your password to yourself and be sure to carefully read all the good stuff in Chapter 19.



	Is my data safe? Definitely. G Suite keeps multiple copies of your data in different locations in the cloud, and it also regularly backs up your data.

	But won't there be big problems if the power goes out? Nope. The G Suite apps save your documents and data as you work, so even if your power goes down for the count, your data remains safe and sound on the G Suite servers, waiting patiently for you to return.

	Can I work when I'm offline? I'm afraid not. G Suite's apps are all online-only, so you need an Internet connection to access and work with any G Suite app.

	G Suite has so many apps! Do I need to keep them all updated whenever new versions come out? No, and this is one of the key benefits of using online apps. You'll never — I repeat, never — have to install or update any of the G Suite apps! All that malarkey is handled behind the scenes by Google, so every time you access, say, Gmail, you can rest assured that you're using the very latest version of the app.

	A nerd I know described G Suite as “SaaS,” which is too weird for me. Do I need to know what SaaS is? Not even a little bit. (But if your curiosity gets the better of you, have a read of the nearby sidebar “Another FAQ: What’s all this about a 'cloud'?” for the answer.)

 
[image: Snapshot of Gmail: G Suite's email app.] 
FIGURE 1-1: Gmail: G Suite's email app.



[image: Snapshot of Calendar: G Suite's scheduling app.] 
FIGURE 1-2: Calendar: G Suite's scheduling app.



[image: Snapshot of Contacts: G Suite's contact management app.] 
FIGURE 1-3: Contacts: G Suite's contact management app.







[image: Technical Stuff] ANOTHER FAQ: WHAT’S ALL THIS ABOUT A “CLOUD”?
 
I’ve mentioned the term cloud a couple of times now, so let me take a few minutes of your precious time to explain what I’m talking about. In many network diagrams (schematics that show the overall layout of a network's infrastructure), the designer is most interested in the devices that connect to the network, not in the network itself. After all, the details of what happens inside the network to shunt signals from source to destination are often extremely complex and convoluted, so all that minutiae would serve only to detract from the network diagram’s larger message of showing which devices can connect to the network, how they connect, and their network entry and exit points.

When the designers of a network diagram want to show the network but not any of its details, they almost always abstract the network by displaying it as a cloud symbol. (It is, if you will, the yadda-yadda-yadda of network diagrams.) At first, the cloud symbol represented the workings of a single network, but in recent years it has come to represent the Internet (the network of networks).

So far, so good. Earlier in this millennium, some folks had the bright idea that, rather than store files on local computers, you could store them on a server connected to the Internet, which meant that anyone with the proper credentials could access the files from anywhere in the world. Eventually, folks started storing programs on Internet servers, too, and started telling anyone who’d listen that these files and applications resided “in the cloud” (meaning on a server — or, more typically, a large collection of servers that reside in a special building called a data center — accessible via the Internet).

All the G Suite components (Gmail, Calendar, Docs, and so on) are examples of such apps — in the rarefied world of cloud computing geeks, these apps are described as software as a service, or SaaS — and they all reside inside Google’s cloud service called, boringly, Google Cloud. So that’s why I say that G Suite apps and your data live “in the cloud.” That’s also why, as I mention a bit earlier in this chapter, you need an Internet connection to use G Suite: It requires that connection to access all its cloud stuff.






Introducing Online Collaboration

When I talk to people about G Suite, the feature that invariably raises eyebrows is online collaboration. Just the notion that two or more people can work on a document at the same time seems, well, magical. Yep, there's some mind-bogglingly sophisticated technology behind G Suite's collaboration features, but you don't require a PhD in computer science to use them.

As an example, take a look at Figure 1-4, which shows a file open in Docs. The figure actually shows a fistful of collaboration features, but I want to bring your attention to just these four: 


	In most cases, inviting fellow collaborators is a simple matter of clicking the Share button, pointed out near the top-right corner of Figure 1-4. You choose whom you want to share the document with, add a brief note (optional), and then send the invite. The invitees receive a link that they can click to be taken directly to the file to start their editing duties.

	The G Suite app lets you know who's editing the document alongside you by displaying an icon for each collaborator. You can hover the mouse pointer over an icon to see that person's name and email address, plus options to contact that person via email, set up a meeting, send a message, or start a video call.

	The G Suite app also displays the Show Chat button, which enables everyone to send messages back and forth. The potential for fun here is unlimited!

	The G Suite app even shows you, in real-time, a tiny pop-up with the name of each collaborator so that you can see at a glance where each person is performing their editing chores.



[image: Snapshot of a Docs file, with several people editing.] 
FIGURE 1-4: A Docs file, with several people editing.




[image: Remember] I wrote this section to give you just a taste of G Suite collaboration prowess using the Docs app. For the full scoop on Docs collaboration, head for Chapter 11.


Going Mobile

Although I don't talk about them in this book (otherwise, the book would be twice as long as it is), most of the G Suite apps come with mobile versions that run on Android and iOS devices. See either Google Play on your Android device or the App Store on your iOS device to install any of the G Suite apps.

To give you an idea of what's available, Table 1-2 runs through the G Suite apps, shows you how to access each one on the web, and lets you know whether an Android or iOS version is available.
 


[image: Remember] For those G Suite apps that lack a version specifically for your mobile device, you can still access those services on your phone or tablet by using your mobile web browser to surf to the app's web address.



TABLE 1-2 The G Suite Mobile Apps
 	
App
	
Web Access
	
iOS App
	
Android App

	
Gmail
	
mail.google.com
	
✓  
	
✓  

	
Calendar
	
calendar.google.com
	
✓  
	
✓  

	
Contacts
	
contacts.google.com
	

	
✓  

	
Docs
	
docs.google.com
	
✓  
	
✓  

	
Sheets
	
sheets.google.com
	
✓  
	
✓  

	
Slides
	
slides.google.com
	
✓  
	
✓  

	
Meet
	
meet.google.com
	
✓  
	
✓  

	
Chat
	
chat.google.com
	
✓  
	
✓  

	
Groups
	
groups.google.com
	

	


	
Forms
	
forms.google.com
	

	


	
Keep
	
keep.google.com
	
✓  
	
✓  

	
Drive
	
drive.google.com
	
✓  
	
✓  




   

Chapter 2

Taming the Email Beast


IN THIS CHAPTER

[image: check] Taking a tour of Gmail

[image: check] Shipping and receiving: Sending and getting messages

[image: check] Replying to and forwarding messages

[image: check] Handling file attachments (carefully!)

[image: check] Helpful tips and techniques for managing all that email



To the world's technology nerds, a killer app is a software application that is so useful, so popular, or so essential to its underlying technology that the app is seen as indispensable to that technology. Email has been called the killer app of the Internet, and it certainly deserves that title. Yes, instant messaging is ubiquitous these days; social networks such as Facebook, Twitter, and Instagram get a lot of press; and faddish programs such as TikTok come and go. However, while not everyone uses these services, it's safe to say that almost everyone uses email. You probably use email all day, particularly during those few hours each day you describe as “work,” so learning a few useful and efficient email techniques can make your day a bit easier and save you time for more important pursuits.

The G Suite email app is called Gmail, and in this chapter you learn the basics of sending and receiving messages with Gmail, and then you delve a bit deeper to discover some Gmail gems that will kick your email know-how into a higher gear.


Rhymes with Email: Getting to Know Gmail

The good news about Gmail is that when it comes to the basic email operations — I'm talking sending and receiving messages, replying to messages, dealing with attached files, keeping your messages organized — the program is a beacon of simplicity in a world burdened by overly complex software. This is music to the ears for those of us (and that would be all of us) who wrestle with email all day long.

The bad news about Gmail is, well, I can't think of any! Put simply, Gmail does the job it was designed to do, which goes a long way toward explaining why Gmail boasts about 1.5 billion (yep, that's right: billion) active users.

I'm assuming you're new to Gmail, so I start by taking you on a guided tour of the app so that you know where all the major (and a few minor) landmarks are. If you've used Gmail for a while, you might want to take the tour anyway, because you never know what useful features you might have missed.
 
Touring the Gmail app

To get things started with the Gmail app, point your favorite web browser to mail.google.com and then sign in, if asked. The Gmail app that shows up looks fairly plain, but quite a few knickknacks are scattered around the screen. Let's take a look: 


	Main menu: This is the sidebar on the left, and it consists of the following elements: 

	
Label list: When you work in Gmail, your messages aren't stored in folders the way they are in most other email apps. Instead, Gmail uses labels to organize your messages, and all your labels appear on the Main menu's label list. When you click a label on this list, you see all your messages that have that label applied. For example, when a new message arrives, Gmail automatically applies the Inbox label to it, so to see all your new messages, you click the Inbox label.

[image: Remember] Why use labels instead of good old-fashioned folders? Because folders are storage areas, which means a message can reside in only one place at a time. However, you can slap as many labels on a message as you like. If a new message comes in and you give it the Starred label, that message is available to you in both the Inbox label and the Starred label. If the benefit of this strategy isn't clear right now, don't worry: I talk much more about labels later in this chapter.


	Profile picture: This is the image that others see when you interact with them in the G Suite apps. I talk a bit later about how to change this picture.

	Contacts: This is the contacts list from the Hangouts app.

	Conversations: You can see your recent chat conversations conducted in the Hangouts app.

	Phone calls: Make a phone call.



	Main menu toggle: Click this icon to narrow the main menu to show only icons. This gives you a bit more horizontal space for Gmail. Click the icon again to expand the main menu.

	Select: You can select some or all of the messages in the current label.

	Refresh: Click to check for new messages.

	Search mail: Enter text here to locate messages.

	Google apps: Clicking the grid icon displays the icons for all Google apps.

	Google account: Get access to your Google account.

	Side panel: This sidebar, which is on the right, consists of the following elements: 

	Calendar: Opens a pane for quick access to Google Calendar.

	Keep: Enables you to write a quick note to store in the Keep app.

	Tasks: Enables you to create a quick task to store in the Tasks app.



	Hide side panel: Click this arrow to collapse the side panel and gain a little extra horizontal legroom. Click the arrow again to redisplay the side panel.


Figure 2-1 points out the features listed above.
 

Touring the Gmail Inbox

Now I want to zoom in a bit and focus on just the inbox portion of the Gmail screen. I talk about many of the inbox features later in this chapter, so I'll just hit a few highlights here (check out Figure 2-2, which offers handy pointers to the features in the following list): 


	Message actions: These icons represent actions you can take on the selected message, such as moving the message to another label or deleting the message.

	More: Click this icon to see even more message actions.

	Message navigation: If you have more than one screenful of messages in the current label, you can click these arrows to navigate the messages one screenful at a time.

	Settings menu: Gain access to all the Gmail settings.



[image: Snapshot of Gmail, G Suite email home.] 
FIGURE 2-1: Gmail, your G Suite email home.



[image: Snapshot of the Gmail inbox.] 
FIGURE 2-2: The Gmail inbox.





Showing your good side: Adding a profile photo

When you send an email to another Gmail user, participate in a chat or a meeting, collaborate on a document or spreadsheet, or do any number of other G Suite activities, your presence in those activities is indicated by your G Suite profile photo. For a new G Suite account, that photo is a generic silhouette of a perfectly round head floating above the top third or so of what appears to be a perfectly round torso. (Refer to Figure 2-1.) It’s perfectly bland, in other words. Believe me, you do not want “circle person” to represent you to your colleagues, friends, and family.

Fortunately, the road to a flattering profile photo consists of just the following steps: 

	
On the Gmail main menu, click the default profile picture (pointed out earlier, in Figure 2-1).

The Select Profile Photo window appears.


	
Make sure the Upload Photos tab is selected.

If you've previously uploaded photos to use as your profile, they show up on the Your Photos tab, so feel free to click that tab if you want to reuse a previous photo.

If you want to take a fresh photo using your PC's camera, click the Web Camera tab.

[image: Remember] When you display the Web Camera tab, chances are you'll see an error message that says, “Adobe Flash Player is blocked.” Bummer. If you really want to use the camera, open your web browser's settings and find the option that enables Flash. (In Chrome, click Settings, See all settings, click Privacy and Security, click Site Settings, click Flash, and then click the Block Sites from Running Flash switch.) Follow Steps 1 and 2 and, when your browser asks whether it can run Flash, click Allow.


	
Select the photo you want to use for your profile.

Perhaps the easiest way to do this is to locate the photo in File Explorer (Windows) or Finder (Mac), click and drag the photo, and then drop it on the “Drag a profile photo here” message.

Otherwise, click Select a Photo from Your Computer, choose the image you want to use, and then click Open.


	
Click Set as Profile Photo.

Gmail uploads the image and uses it as your profile pic across all the G Suite apps. Looking good!




The Outbox: Sending an Email Message

Okay, enough lollygagging. It's time to get to work and learn how to foist your e-prose on unsuspecting colleagues, friends, family, and former “Brady Bunch” cast members. This section shows you the basic technique to use and then gets a bit fancier in discussing the contacts list, attachments, and other snippets of Gmail sending lore.
 
The basics: Composing and sending a message

Without further ado (not that there's been much ado to this point, mind you), here are the basic steps to follow to fire off an email message to some lucky recipient: 

	
On Gmail's main menu, click Compose.

You end up with the New Message window onscreen, as shown in Figure 2-3.


[image: Snapshot of cobbling together an email message in the New Message window.] 
FIGURE 2-3: You cobble together an email message in the New Message window.




 	
In the To text box, type the email address of the recipient.

It's perfectly acceptable to enter multiple addresses in this text box. After each address, press Enter. (For variety, you can also press Tab or type a semicolon [;] or a comma [,].)

What if you make a mistake in the address? Don't sweat it: Double-click the address to open it for editing, fix the error, and then press Enter.

What if you want to remove an address? Again, easy money: Click the X that appears to the right of the address.


	
The address you put in the To box is the main recipient of the message. However, it's common to shoot off a copy of the message to a secondary recipient. To do that, click Cc (short for courtesy copy) and then enter the email address in the Cc text box that shows up. (Again, you can enter multiple addresses, if you're so inclined.)

You might also want to send the message to someone as a blind courtesy copy (Bcc), which does in fact send a copy of the message to that person but also ensures that none of the other recipients sees that person's address anywhere. Click BCC and type the address in the Bcc text box.

[image: Remember] It seems awfully stealthy to send a Bcc to someone, so when would you ever do such a thing? The most common reason is that you want that person to see the contents of your message, but you don't want to burden that person with the subsequent conversation. That is, if one of your To or Cc recipients clicks Reply All (which I talk about later in this chapter), that reply doesn’t go to anyone in the Bcc field.


	
Use the Subject line to enter a subject for the message.

Now, don't rush things here. The subject acts as a kind of title for your message. It's the first thing the recipient sees, so it should accurately reflect the content of your message, but it shouldn't be too long. Think pithy.


	Use the large, empty area below the Subject line to type the message text (also known in Nerdsville as the message body).

	
Click the Formatting Options icon to display the impressive collection of commands shown in Figure 2-4.

Use these icons and commands to change the font, the type size, and the type style. You can also click More Formatting Options to format paragraphs, add a bulleted or numbered list, and more.

[image: Tip] Check your spelling before sending your message to the recipient. It just takes a sec, and if the spell checker finds an error or two, you'll save yourself a bit of embarrassment. To run the spell checker, click More Options (pointed out earlier, in Figure 2-3) and then click Check Spelling.


	When your message is fit for human consumption, click Send.


[image: Remember] After your message is outward-bound, Gmail also is kind enough to save a copy of it in the Sent label. This is handy because it gives you a record of all the missives you launch into cyberspace.
[image: Snapshot of click Formatting Options to spruce up the message text.] 
FIGURE 2-4: Click Formatting Options to spruce up your message text.



 
Easier addressing: Using the Contacts app

If you find yourself with a bunch of recipients to whom you send stuff regularly (and it's a rare emailer who doesn't), you soon grow tired of entering their addresses by hand. The solution is to toss those regulars into the Contacts app. That way, you can fire them into the To or CC (or even BCC) lines with just a few mouse clicks.

I cover how to add folks to your Contacts app in just the right amount of detail in Chapter 4. So, assuming that you have your email regulars safely stowed in Contacts, follow these steps to send one or more of them a message: 

	On Gmail's main menu, click Compose.

	
In the New Message window, click To.

Gmail displays the Select Contacts window.


	
Select the check box to the left of the contact’s name.

Note that you see this check box only when you hover the mouse pointer over the contact.


	Repeat Step 3 as required.

	Click Insert.

	Adding contacts to the CC and BCC fields is similar: 

	CC field: Click CC to display the field, and then click CC to the left of the field to display the Select Contacts window. Select the check box beside each contact you want to add to the CC field, and then click Insert.

	BCC field: Click BCC to display the field, and then click BCC to the left of the field to display the Select Contacts window. Select the check box beside each contact you want to add to the BCC field, and then click Insert.



	Fill in the rest of the message and then click Send.

 
Inserting attachments and other hangers-on

Most of your messages will be text-only creations (perhaps with a bit of formatting tossed in to keep things interesting). However, it's also possible to send entire files along for the ride. Such files are called, naturally enough, attachments. They're very common in the business world, and it's useful to know how they work. Here goes: 

	On Gmail's main menu, click Compose.

	
Click the Attach Files icon (see Figure 2-5).

The Open dialog box rears its head.


	Find the file you want to attach and then select it.

	
Click Open.

Gmail returns you to the New Message window, where you see a new box near the bottom that includes the name and size of the file.

Why does Gmail show you the file size? It's a reminder not to bolt an attachment or six onto every message you send. Adding attachments can greatly increase the size of your message, so it may take the recipient quite a while to download your message — which won't be appreciated, I can tell you. Some email services put an upper limit on the size of a message, so it's also possible that your recipient may never see your note. Use common sense: Attach files only when it's necessary, and avoid sending humongous files.

[image: Remember] The maximum message size you can send with Gmail is 25MB. The maximum message size you can receive with Gmail is 50MB.


	Fill in the rest of the message and then click Send.



[image: Snapshot of a file, attached to a message.] 
FIGURE 2-5: A file, attached to a message.





Creating a signature

In email lingo, a signature is a chunk of text that appears at the bottom of all your messages. Most people use their signature to give contact information, and you often see sigs (that's the hip short form) adorned with witty quotations or sayings.

Here are the steps you need to plow through to create a signature: 

	
Choose Settings ⇒   See all settings.

Gmail opens the Settings page with the General tab displayed.


	Scroll way down until you come to the Signature setting.

	
Click Create New.

The Name New Signature dialog box appears.


	Enter the name you want to identify your signature and then click Create.

	
Use the large text box to compose the signature.

Figure 2-6 shows an example.

Feel free to enhance your signature with any of the formatting options that appear just below the text box.


[image: Snapshot of using the Signature setting to create a signature that says “you.”] 
FIGURE 2-6: Use the Signature setting to create a signature that says “you.”




 	If you want Gmail to add a signature whenever you create a new email message, use the For New Emails Use list to select the signature.

	If you want Gmail to tack on the signature whenever you reply to a message or forward a message to someone, use the On Reply/Forward Use list to select the signature.

	When you're done, scroll down to the very bottom of the Settings page and click Save Changes.

 

Scheduling a send

When you compose an email and click Send, Gmail dutifully ships out your message right away. However, there might be times when you want your email delayed until a certain time or even a certain day. For example, you might want a newsletter email to go out at midnight tonight. Similarly, you might prefer that a message to your team be delivered first thing Monday morning.

Whatever the reason for the delay, you can set up a message to be sent later, by following these steps: 

	Create, address, and write your email in the usual way.

	
Click More Send Options.

More Send Options is the downward-pointing arrow to the right of the Send button.


	
Click Schedule Send.

Gmail offers up the Schedule Send dialog box, which looks suspiciously like the one shown in Figure 2-7.


[image: Snapshot of using the Schedule Send dialog box to tell Gmail when the message wants to be send.] 
FIGURE 2-7: Use the Schedule Send dialog box to tell Gmail when you want it to send your message.




 	
If one of the three offered dates and times works for you, go ahead and click it and then ignore the rest of these steps. Otherwise, click Select Date and Time.

Gmail opens the Select Date and Time dialog box, which offers a calendar and a time text box.


	Use the calendar to select the date on which you want your message fired off.

	Use the text box to enter the time you want to send the message.

	
Click Schedule Send.

Gmail makes a note to send your message on the date and time you specified.



[image: Remember] Your scheduled messages get parked in the Scheduled label until it's time for them to hit the road.

[image: Tip] What happens if you have a message scheduled to be sent later, but you realize you'd rather send it now? No problem: Gmail is happy to cancel the schedule and send your message right away. To make this happen, choose Scheduled on Gmail's main menu, click the message, and then click Cancel Send. Gmail opens the message in a separate window, and you can then click Send to fire the message into the ether right away.
 
Undoing a send

It's a rare emailer who hasn't experienced “post-Send” regret, which is the sinking feeling in the pit of your stomach that comes when you realize you’ve just posted a long lament about the sad state of your love life to the entire company.

The Gmail programmers must have experienced that regret a time or two themselves because they did something about it: They created the Undo command. After you click Send, Gmail displays the Message Sent pop-up, shown in Figure 2-8, for a few seconds. Crucially for those of us with overly sensitive Send trigger fingers, that pop-up also includes an Undo command. Click Undo and Gmail plucks your message out of the outbox and opens it again so that you can make whatever changes you need (or toss the message in the trash). Whew!


[image: Snapshot of after sending a message, we can change it by clicking Undo.] 
FIGURE 2-8: Right after you send a message, you can change your mind by clicking Undo.




By default, Gmail displays the Message Sent pop-up (and therefore the Undo command) for only five seconds. If you'd like a bit more time, follow these steps: 

	
Choose Settings ⇒   See all settings.

Gmail opens the Settings page with the General tab displayed.


	
For the Undo Send setting, use the Send Cancellation Period: X Seconds drop-down list to set the number of seconds you want.

You can choose 5, 10, 20, or 30 seconds.


	Scroll down to the bottom of the Settings page and click Save Changes.



The Inbox: Handling Incoming Messages

Some people like to think of email as a return to the days of belles lettres and billets-doux. (These people tend to be a bit pretentious.) Yes, it's true that email has people writing again, but this isn't like the letter-writing of old. The major difference is that the turnaround time for email is usually much quicker. Rather than wait weeks or even months to receive a return letter, a return email might take as little as a few minutes or a few hours. So, if you send a message with a question or comment, chances are that you’ll receive a reply before too long. This section shows you what to do with those messages after they arrive.
 
Refreshing your messages

One of Gmail's handiest features is that whenever it receives a message, it automatically adds it to your inbox. Nice! However, Gmail sometimes doesn't add a new message to the inbox immediately. It will get there soon enough, but if you're waiting impatiently for a particular message to arrive, you can often speed things up a bit by clicking the Refresh icon (pointed out earlier, in Figure 2-1).
 
Reading your messages

Figure 2-9 shows the Inbox label with a few messages. The first thing to notice is that Gmail uses a bold font for all messages you haven't read yet. For each message, you also see the name of the sender, the Subject line and the first few words of the body (separated by a dash), and the delivery time (if it was delivered today) or date (if it was delivered before today).


[image: Snapshot of the inbox with a few messages received.] 
FIGURE 2-9: The inbox with a few messages received.




To read a message, click it. Gmail opens the message and displays its text, as shown in Figure 2-10. To navigate your messages, use the following techniques (all shown in Figure 2-10): 


	To display the next oldest message, click Older.

	To display the next newer message, click Newer.

	To return to the inbox, click Back to Inbox.



[image: Snapshot of clicking a message to open it and see what it says.] 
FIGURE 2-10: Click a message to open it and see what it says.





Easier reading with the Reading pane

Reading messages isn't hard, but it does involve a few more clicks than you might like. To fix that, you can sit Gmail down and ask it to display the reading pane, which is a separate area displayed alongside the inbox. When you select a message, Gmail displays the message text in the reading pane. One-click reading!

You have two choices when it comes to the position of the reading pane: 


	To the right of the inbox: This option splits the inbox area vertically so that you end up with the inbox on the left and the reading pane on the right. This gives you the most vertical reading space, so it's best if you tend to get long messages.

	Below the inbox: This option splits the inbox area horizontally so that you end up with the inbox on the top and the reading pane on the bottom. This gives you the most horizontal inbox space, which makes it easier to navigate your messages.


Follow these steps to start using the reading pane: 

	
Choose Settings ⇒   See all settings.

Gmail opens the Settings page with the General tab displayed.


	Click the Inbox tab.

	For the Reading Pane setting, select the Enable Reading Pane check box.

	
For the Reading Pane Position setting, click the radio button you prefer: Right of Inbox or Below Inbox.

You also see a third option here: No Split. This tells Gmail to go ahead and activate the reading pane, but not to show it right away. You can then display the reading pane whenever you need it by using the Toggle Split Pane Mode list, pointed out in Figure 2-11.


	Scroll to the bottom of the inbox page and click Save Changes.



[image: Snapshot of the reading pane, positioned below the inbox message list.] 
FIGURE 2-11: The reading pane, positioned below the inbox message list.




Figure 2-11 shows the inbox with the reading pane lurking below the message list, dutifully displaying the text of the selected message. Note, too, the new Toggle Split Pane Mode list, which you can use to adjust the reading pane position to the right of the inbox (Vertical Split), below the inbox (Horizontal Split), or hidden (No Split).
 
Attending to attachments

If you receive a message that has one or more files tied to it, when you open that message (either directly or in the reading pane), you see a thumbnail version of each attached file. Gmail gives you quite a few ways to handle any attachments in the current message: 


	View the file. If you just want to see what's in the file, you can open the file for viewing by clicking the file thumbnail. Gmail opens the file and displays a toolbar similar to the one shown in Figure 2-12. With this toolbar, you can open the file in a compatible G Suite app (such as Sheets), add the file to My Drive, print the file, or download the file.

	
Download the file. Hover the mouse pointer over the file thumbnail and then click Download. (See Figure 2-13.) Alternatively, click the thumbnail to open the file for viewing and then click Download. (Refer to Figure 2-12.)

[image: Warning] Although Gmail makes it easy to deal with attachments, you should never just blithely open an attached file that you've downloaded, because you might end up infecting your computer with a virus or another type of malware. Be sure to use your security software (such as Windows Defender) to scan the file for malware before opening it.


	Save the file to your Google Drive. Hover the mouse pointer over the file thumbnail and then click Add to Drive. (Refer to Figure 2-13). Alternatively, click the thumbnail to open the file for viewing and then click Add to My Drive. (Refer to Figure 2-12.).

	Open the file for editing. Hover the mouse pointer over the file thumbnail and then click Edit with App (refer to Figure 2-13), where App is a compatible G Suite app. Alternatively, click the thumbnail to open the file for viewing and then click Open with App. (Refer to Figure 2-12.)



[image: Snapshot of seeing a toolbar similar to one which you have viewed with an attached file.] 
FIGURE 2-12: You see a toolbar similar to this one when you view an attached file.



[image: Snapshot of hovering the mouse pointer over the thumbnail to see the icons shown here.] 
FIGURE 2-13: Hover the mouse pointer over the thumbnail to see the icons shown here.





Responding to a message

If you receive a message that asks a question, solicits an opinion, or otherwise requires feedback from you, you can send a response. Open the message and then run one of the following commands: 


	
Reply: Click this command (refer to Figure 2-11) to send a response back to the sender of the message. Mail automatically addresses the message to the sender, includes the original subject line preceded by Re: (regarding), and adds the original message’s text.
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