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Go to your Gmail Account.

Google
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Click “Settings” £ .
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At the top, click

M Gmail

} compose

Inbox 3887
Starred

Snoozed

sent

Drafts 2

BVex*xO

v More

Qe +

Q  searchmail

Settings

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons

Language:

Phone numbers:
Maximum page size:

Undo Send:

Default reply behavior:
Leam more
Hover actions:

Send and Archive:
Leam more
Default text style:

(Use the Remove formatting' button on the toolbar to
reset the defaul text style)

Images:
Dynamic email
Leam more

Autocorrect:

‘Smart Compose:
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‘Advanced”.

Chat] offiine  Themes

‘Gmail display language: |English (US) | change language setint

(or other Google products
@ Enable input tools - Use various text input tools to type in the language of your choice - Edit tools - Learn

 Right-to-left editing support off
ht-to-left editing support on

Default country code: | India v

Show[50 v conversations per page

Send cancellation period: |5 v | seconds

Reply
Reply all

 Enable hover actions - Quickly gain access to archive, delete, mark s read, and snooze controls on hover.
Disable hover actions

Show “Send & Archive" button in reply
 Hide "Send & Archive" button in reply

sansSerif « T~ A~

This is what your body text will look ke

© Always display exteral images - Learm more
‘Ask before displaying external images - This option also disables dynamic email

 Enable dynamic email - Display dynamic email content when available.
Developer setiings

© Autocorrect on
Autocorrect off

© Writing suggestions on

as you
compose an emal)

Feedback on Smart Compose suggestions.
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In the Templates section, select Enable.

M Gmail

I compose

Inbox 3887

Starred

sent

Q
*
© snoozed
>
B omfts 2

v More

Qe +

Q  searchmai

‘

Settings

General Labels Inbox Accounts and Import  Filters and Blocked Addresses  Forwarding and POP/IMAP  Add-ons Chat Advanced ~ Offline

Auto-advance

‘Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next o previous

conversation in the “General” Settings page.

Templates
Turn frequent messages into templates to save time. Templates can be created and inserted through the "More options”
create automatic replies using templates and filters together.

Custom keyboard shortcuts
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions.

Right-side chat
Move the chat box to the right side of the inbox.

Unread message icon
See how many unread messages are in your inbox with a quick glance at the Gmailicon on the tab header

Save Changes | [ Cancel |

2868 (18%) of 15 GB used Terms - Privacy - Program Policies
Manage

At the bottom, click Save Changes.

enu in the compose toolbar. You can also

Enable

© Enable

Enable

Enable

Enable
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Disable

Disable

Disable

Disable

Last account activity: 1 hour ago
Details
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Create or Change Templates

—_—

= M Gmail

I compose

Inbox
Starred
Snoozed

sent

BVex*xD

Drafts

v More

Q-

3887

Open Gmail and click “Compose”

In the Compose window, enter your template text.

Click More “More” and then “Templates”.

Q search mail -
Settings
General Labels Inbox Accounts and Import  Filters and Blocked Addresses Forwarding and POPIIMAP  Add-ons Chat Advanced Offline Themes

Auto-advance
Show the next conversation
conversation in the “General’

stead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next or previous Enable
ettings page.

Templates
“Turn frequent messages into templates to save time. Templates can be created and inserted through the “More options" menu in the compose toolbar. You can also © Enable
create automatic replies using templates and filters together.

© Disable

Disable

Enable the ability to customize your keyboard shortcuts via  new settings tab from which you can remap keys to various actions. Reciplents
Subject
Right-side chat This is the default Template Text

Move the chat bo to the right side of the inbox.

Unread message icon
‘See how many unread messages are in your inbox with a quick glance at the Gmail icon on the tab header

Save Changes | [ Cancel

2868 (18%) of 15 68 used Terms - Privacy - Program Policies
Manage

o~ sansSerif v T~ B
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Default to full-screen

Templates

Label ,

Plain text mode

print

Check speling ©

Smart Compose feedback r
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Choose an option:

To create a new template, click “Save draft as template”

and then “Save as new template’

= M Gmail
Compose

Inbox
Starred
Snoozed
sent

Drafts

<mvexno 4+

More

Qm;

3887

Q  search mail

Settings

General Labels  Inbox

Auto-advance

Forwarding and POP/IMAP  Add-ons Chat Advanced Offline Themes

Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next or previous Enable

conversation in the “General” Settings page.

Templates

“Turn frequent messages into templates to save time. Templates can be created and inserted through the “More options" menu in the compose toolbar. You can also © Enable

create automatic replies using templates and filters together.

Custom keyboard shorteuts

Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions.

Right-side chat

Move the chat box to the right side of the inbox.

Unread message icon

‘See how many unread messages are in your inbox with a quick glance at the Gmail icon on the tab header.

18%) of 15 6B used

Save Changes | [ Cancel

Your Application Has Been A
Content Writer Aptitude Test

Last and Final Round of Wit

Save as new template

Reciplents

Subject

This is the default Template Text

Your Application Has Been A.
Content Writer Aptitude Test

Last and Final Round of Wit

& Save draft as template

W Delete template

© isable (4]

Disable

Default to full-screen

Templates »
Label ,
Plain text mode

erint

Check speling ©

Smart Compose feedback r
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To change a previously saved template, click “Save draft as
template” and under Overwrite Template, choose a
template and click “Save” to overwrite it.
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Insert templates

1.
2.
3.
C

= M Gmail
Compose

Inbox
Starred
Snoozed
sent

Drafts

<mvexno 4+

More

Qe

3887

Open Gmail and click “Compose”
Click “More” and then “Templates”.
To insert a template, under “Insert template”,

hoose a saved template to insert in your email.

Q  search mail -
Settings
General Labels Inbox Accounts and Import  Filters and Blocked Addrosses Forwarding and POP/IMAP  Add-ons  Chat

Advanced  Offline Themes

Auto-advance
Show the next conversation

stead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next or previous Enable
conversation in the “General” Settings page.

Templates

Tur frequent messages into templates to save time. Templates can be created and inserted through the "More options" menu in the compose toolbar. You can also ® Enable

create automatic replies using templates and fifters together.

Custom keyboard shortcuts -
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions. To

Subject

Right-side chat
Move the chat box to the right side of the inbox.

Unread message icon
‘See how many unread messages are In your inbox with a quick glance at the Gmail icon on the tab header.

Save Changes | [ cancel

2868 (18%) of 15 6B used Defauit Template

Manage

Tems - Privacy - Program Policies
Your Application Has Been A.
Content Writer Aptitude Test

Last and Final Round of Wit

Save draft as template

&

(]

Delete template

t 2020 MarketingCheatGuides.com - All Rights Reserved

© Disable

Disable

ce Bec

Default to full-screen

Templates »
Label ,

Plain text mode
print
Check spelling
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4. Compose the rest of your message and click Send.

= M Gmail
Compose

Inbox 3887
Starred
Snoozed

sent

®Vex*xO -+

Drafts. 2

v More

Qe +

Q  searchmai -

Settings
General Labels Inbox Accounts and Import  Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat Advanced Offline Themes
Auto-advance

Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next or previous Enable  ® Disable
conversation in the "General’ Settings page.

Templates
Tum frequent messages into templates to save time. Templates can be created and inserted through the “More options" menu i the compose toolbar. You can also ® Enable Disable
create automatic replies using templates and filters together.

Default Template
Custom keyboard shortcuts

Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions. Recipients
Default Template

Right-side chat This is the default Template Text.
Move the chat box to the right side of the inbox.

Unread message icon
see fow many unread messages are in your Inbox with a quick glance at the Gmal Icon on the tab heade.

['save Changes | [ Cancel

2868 (18%) 0f 156B used Terms - Privacy - Program Policies
Manage

o~ SansSerif v T~
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Delete Templates

1. Open Gmail and click “Compose”.
2. Click “More” and then “Templates”.

3. To delete a template, click “Delete template”,

choose the template you want to delete, and click “Delete”

= M Gmail

F compose

Inbox 3887
starred

Snoozed

sent

Drafts 2

«mBVexno

More

@ s N

You did

Q  searchmail -

Settings

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat Advanced Offline Themes

Auto-advance

‘Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to advance 10 the next or previous

conversation in the “General" Settings page.

Templates

“Turn frequent messages into templates to save time. Templates can be created and inserted through the “More options” menu in the compose toolbar. You can also

create automatic replies using templates and fifters together

Custom keyboard shorteuts
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions.

Right-side chat
Move the chat box 10 the right side of the inbox.

Unread message icon
See how many unread messages are in your inbox with a quick glance at the Gmail icon on the tab header.

Save Changes | [ Cancel

2868 (18%) of 15 68 used
Manage

Terms - Privacy - Program Policies.

Default Template
/ Your Application Has Been A

Content Writer Aptitude Test

Last and Final Round of Wi, & Delete template NN 5

it!

=g
Enable  © Disable
® Enable Disable
Default Template x
Recipi
Default Template
This s the defaut Template Text
Default to full-screen
| Templates >
Default Template Laoel ’
Your Application Has Been A Plain text mode
Content Writer Apttude Test print
Lastand Final Round of Wit Check speling ©

oy Savedaitastemdlste » | Suan ompose fesdback

If you face any issues with the set up, please reach out to us
at www.marketingcheatguides.com/contact-us.

Thank you.
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