Gmail’s New Look

Once you switch to the “new look” of Gmail, you will notice that a “Take a Tour” link appears on the lower

right side of the Inbox window.

In addition, you can use this YouTube link to a video created by Google to view some new features.

¢ on " o A
o
&G )
—
L - R L+
m Mg g e (e o - T3 Nenrs g
I an [ ) - -l -~ — LT 3 ' -
. Bnars Pk by ok e Buninens Commmaty barvival Gunte & WSy Chunion -
c:‘:-r Goope Cownder ety Agandia for Ruborts Shuon 00 of Sum " -
Sown (1) Trwae nae 2 Moo Deege wes Y
e e < SRS
—— Ve
i COCL "~ amadedob )
e anaesssmeend A on Astmon VA A Barege O Sate e FE
e "~ e w W (NTORT )
B Srgprrens Tt en P At 0 -
& Shuke -t B ve o Dt 5370 of Gt wuiy 3 Cove 4 Ligig ot 150 @ Xy P -
L Odgire Resers Lawnn PV U 4 ) et PERPA Dutwines don 1
® Mo S bampetal Serigement (reamed Commanm Sovien wewe O 065004 o1t
- o (RO P— -
B Bomnr Cot Duy e mwar (§ Wt Jon 11 g - |p redmdbongmarrowes ot
ot Agrerurt Cragied Wt S Smgert © (OO -
1T Mgt o baminar  Fowm Cups e Mimsnn ooy ond Basmensy Subsoms St at a1
G ruteear Yomeetiar Sevgement Cramud GMAL Tipmimy © 06100011
Sevgrment Cramed L viners weee © SCTIINE

1. Click Take a Tour to start a demonstration of the new features of Worcester State’s version

of Gmail.

2. Asyou read and view each screen, click the Next button to proceed
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http://www.youtube.com/watch?feature=player_detailpage&v=vfW5e6jVsMs

Gmail’s New Look

The Settings Gear allows the screen display to be set to Comfortable, Cozy, or Compact.

Depending on the choice you make, more or fewer messages will be visible in the Gmail window.

NOTE: As a window gets adjusted to a larger or smaller size, the content adjusts to fit the window.

Therefore, when viewing Gmail on a computer, iPad, or mobile phone, the contents should be visible in
an appropriate size for the device. Of course, some devices might require a special “app” (application) to

be installed in order to view Gmail effectively.
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3. On the upper right side of the Gmail window, click the Settings Gear and choose Comfortable

(for larger displays), Cozy, or Compact.
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Gmail’s New Look

4. Click Next to move to the Customize your labels and chart demo prompt.
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When the mouse pointer is placed in the left-hand column next to the word Chat, a

double-headed arrow displays.

5. Use the left mouse button, that looks like a double-pointed arrow when clicked in the Chat
area, to drag the bar dividing Gmail labels and Chat contacts to view more or less of the area

(labels or chat contacts) you use most.

A New Toolbar has been added to Gmail.

A new toolbar X

Don’t worry, the buttons you're used to are still there, but with new
icons. Now they only show when you need them.

When you select or open a message more buttons will appear. Hover
over each button to see a description.

« Back Next

6. Select a message in Gmail's Inbox by clicking the check box to the left of the desired

message or by opening a message.

The new toolbar displays. Point to each graphic to view a label to match each graphic.
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Gmail’s New Look

Searching or filtering messages from specific people or organizations has been simplified with the
availability of a new search box accessed by clicking the arrow on the right side of the “Search” box.

the same place.

Search and filters made simple

The new search box makes it easy to customize your search and find
exactly what you're looking for. You can also create a filter right from

Click the arrow in the search box to see the new search options.

X

« Back Next»

7. Click Next to proceed to the next prompt in the Gmail tour. Then, click the arrow on the

right side of the Search box.

The Search box should display.

8. Enter desired Search criteria in the Search box. and press the blue “Search Mail” button on
the lower left of the Search box to initiate the search.

If desired, click the “Create filter with this search” link to move messages to specific labels
(folders) or to perform other specified actions. Once the options are selected, click the blue

Create filter button.

Search X
All Mail <

From

Joseph Lancer

To

Roberta
Subject

Has the words

[F] Has attachment

Date within

1day < Oi

Examples: Friday, today, Mar 26, 3/26/04

Create filter with this search »

’ om:SupportMai

« back to search options

When a message arrives that matches this search:
("] Skip the Inbox (Archive it)

(" Mark as read

7] Star it

[”] Apply the label: Choose label... $

Forward it
[T Delete it
["I Never send it to Spam

add forwarding address

Send canned response: No canned responses %

[“] Always mark it as important
"I Never mark it as important

["] Also apply filter to 1000 matching
conversations.
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Gmail’s New Look

9. Click the Next button to view the Switch to Contacts and Tasks Gmail tour prompt.

The following message explaining a new method for switching between Mail, Contacts, and
Tasks displays.

Switch to Contacts and Tasks X

4

; Easily swap between your Mail, Contacts, and Tasks by clicking the
Mail drop-down menu above the Compose button.

« Back Next »

10. Click the Mail drop-down menu (See graphic below) to switch between Email, Contacts, and
Tasks.

wsu GMzil

Mail ~
Mail

Contacts
Tasks

11. Click the “Tour’s” Next button to learn about New themes.

IMPORTANT NOTE: Themes add style and artistic features to messages, but the graphic
elements increase file size. Therefore, the amount of email storage allotted to you will get used
up much more quickly than if themes are not used. If you store a lot of email, you probably
should not use themes.

New themes X

Customize Worcester State University Mail with our new, high-
definition themes.

Click Themes under your gear icon to choose a theme.

« Back Next»
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Gmail’s New Look

12. Click the Settings wheel and select Themes from the displayed menu.

Click here, then choose Themes. *

Display Density
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13. A prompt for your location displays.

Select your location
This theme will change depending on your location.
Country/Region: | United States [~]

City: Worcester] v

Save Cancel

14. If a theme is desired, enter the location information requested on the form and click Save.

The theme will be applied.
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Gmail’s New Look

15. Click Next to proceed to the Sign Out information in the Gmail Tour. After reading the text, click
the Finish button to complete the tour.

Sign out X
Finally, when you're ready to sign out of Worcester State University

Mail, click your name or email address in the top right cormner and
select Sign out.

« Back Finish

16. Sign Out of Gmail by clicking your WSU username (e.g. jlancer@worcester.edu) in the upper
right-hand corner of the window and selecting Sign Out

gmailnewversion 7 R. Sibulkin, IT
The Google Chrome browser was used while creating this document. Worcester State University


mailto:jlancer@worcester.edu

