
Guides on how to work in Gmail, Drive, Docs, Sheets, and all the various applications in Google
Workspace.

Welcome Message
Gmail
Google Calendar
Google Groups
Google Chat
Google Meet

Google Workspace



Please log into Gmail using your AESD-provided Google Account. Your calendar should also be
migrated. Call the helpdesk at Ext. 10222 Option #1 for help resetting a forgotten password.
Once verified, please inform the Technology Department as soon as possible so we can stop
routing to the old email server for your accounts.
Some things to know about Gmail:

The Spam folder exists; check it periodically
All external email is guaranteed to be in Gmail (presuming your email address on the
external address book is correct)
Some aliases may not work, EG Maiden names. Please inform me if that is the case; I
checked the ones I was aware of
Just to let you know, internal emails should work as intended. However, this is what we
are testing
We can support Outlook or Windows Mail App
Mobile users should switch from Outlook to the Gmail app or Built-in mail client
Rules do not transfer over; we have to recreate them using "Filters," which is Gmail's
equivalent to "Rules"
Groups are currently being worked on; please email me email distribution lists you need
prioritized

Help Resources:

Gmail Tutorials
Calendar Tutorials
Google Groups Tutorials
Google Chat Tutorials
AESD Tech Bytes (Newsletter)

Thank you for your patience and time in this transition. Please send feedback directly to
anthony_sinatra@aesd.net. Once you are confident in switching over, let the Technology
Department know so we can remove the forwarding to the old email server. We will not
delete data, and we will continue to maintain backups so there will be no data loss.
Thanks, and welcome to Gmail,

Welcome Message

http://mail.google.com/
http://calendar.google.com/
https://support.google.com/a/users/answer/9259748?hl=en
https://support.google.com/a/users/answer/9247501?visit_id=638126184624665653-3225162881&hl=en&rd=1
https://support.google.com/a/users/answer/9282667?hl=en
https://support.google.com/a/users/answer/9247502?hl=en
https://docs.google.com/document/d/16WtMD_kEjtZ6YhUhZk1KAMkkTyt9macw7c-NJimRaiY/edit?usp=sharing


Check out the following links to learn more about Gmail:

Gmail Training and help
Best Practices for group communication in Gmail
Tips to optimize your Gmail Inbox
Manage unwanted messages in Gmail
Creating a filter for incoming messages
Take Google's online Gmail course
Search operators in Gmail

Youtube:

Top 10 Gmail Tips & Tricks
Find emails from specific senders in Gmail
Undo send in Gmail

 

Gmail

https://support.google.com/a/users/answer/9259748?hl=en
https://support.google.com/a/users/answer/9942025?visit_id=638179547425525118-1667836346&hl=en&rd=1
https://support.google.com/a/users/answer/9282734?hl=en&ref_topic=9348490&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/10864105?hl=en&ref_topic=9348490&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9300019?hl=en&ref_topic=9348490&sjid=8244720594160248959-NA
https://www.cloudskillsboost.google/course_templates/200
https://support.google.com/mail/answer/7190?hl=en
https://www.youtube.com/watch?v=XtylV9RUbJw
https://www.youtube.com/watch?v=CAbV0OIKBRY&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=92
https://www.youtube.com/watch?v=UcNfIMgjjGI&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=103


Here are some links pertaining to Google Calendar:

Google Calendar Training
Calendar Cheat Sheet
Google Calendar Online Course

Youtube:

Google Calendar Tutorial for Beginners
Send a quick response in Google Calendar
Add task in Google Calendar
Add alternative calendars in Google Calendar
Change an event color in Google Calendar

 

Google Calendar

https://support.google.com/a/users/answer/9247501?visit_id=638126184624665653-3225162881&hl=en&rd=1
https://support.google.com/a/users/answer/9290350?hl=en&ref_topic=9348521&sjid=8244720594160248959-NA
https://www.cloudskillsboost.google/course_templates/201
https://www.youtube.com/watch?v=aZNvRtQYsns&t=2s
https://www.youtube.com/watch?v=DYIr0KiqOZQ&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=86
https://www.youtube.com/watch?v=nI-vsWGNS1c&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=105
https://www.youtube.com/watch?v=EZbyrgy9vh8&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=171
https://www.youtube.com/watch?v=gyFQKvr7JEU&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=148


Here are some links regarding Google Groups:

Google Groups Training and Help
Find and join a group
Create a group
Collaborate with your team in groups

Access Google Groups by going to this website:

https://groups.google.com/

 

Google Groups

https://support.google.com/a/users/answer/9282667?hl=en
https://support.google.com/a/users/answer/9304806?hl=en&ref_topic=9296547&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9303222?hl=en&ref_topic=9296547&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9303223?hl=en&ref_topic=9296547&sjid=8244720594160248959-NA
https://groups.google.com/


Check out the following links pertaining to Google Chat:

Google Chat Training and help
Use Google Chat
Create direct and spaces
Collaborate in Chat
Manage Chats

Youtube

How to: Search for Google Chat messages in Gmail

Google Chat

https://support.google.com/a/users/answer/9247502?hl=en
https://support.google.com/a/users/answer/9300318?hl=en&ref_topic=9296517&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9300611?hl=en&ref_topic=9296517&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9300319?hl=en&ref_topic=9296517&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/9300320?hl=en&ref_topic=9296517&sjid=8244720594160248959-NA
https://www.youtube.com/watch?v=wDw8HleYr1g


Here are some helpful links regarding Google Meet:

Google Meet training and Help
Google Meet Cheat Sheet
Tips to collaborate during a video meetings
Tips to share content in a video meeting
Google Meet online course

Youtube:

11 tips to use Google Meet Like a Pro

Google Meet

https://support.google.com/a/users/answer/9282720?hl=en&sjid=8244720594160248959-NA
https://support.google.com/a/users/topic/13265288?hl=en&ref_topic=9348491&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/12035416?hl=en&ref_topic=9348491&sjid=8244720594160248959-NA
https://support.google.com/a/users/answer/12813816?hl=en&ref_topic=9348491&sjid=8244720594160248959-NA
https://www.cloudskillsboost.google/course_templates/198
https://www.youtube.com/watch?v=XztF882Godg

