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2Zoom Protocols
• Please mute yourself and keep muted during presentation.

• Please be sure to let us know who you are if your name isn't 
listed. We like to check everyone in.

• Please type any questions you have in the Chat window. 
Zoom controls at the bottom of your screen or on a tablet or 
phone, tap the screen first to get the menu to pop-up. Then 
click or press Chat and type your question.

• “Raise your Hand” under the reactions button at the bottom.
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~ Gmail ~ 
What am I looking at?

Part 2: Layout
Jolyn Bowler

Monday, April 24th, 2023



4Over the next weeks I’ll cover the following.
Keep an eye out for the invitations to our next 

sessions.

I.   Security Zoom
4:00 pm

Monday, April 3rd, 2023

II.  What Am I Looking At ? Zoom 
4:00 pm

Monday, April 24th, 2023

III. Settings Zoom 
4:00 pm

Monday, May 15th, 2023

IV. Q&A ~ in person In-
Person 
2:00 pm

Monday, June 5th, 2023



5Gmail Layout:
The overall layout of Gmail is fairly simple

and user-friendly. 

At the top of the page, there is the search bar. It is 
one of the strongest features of Gmail. Remember, 
Google started as a search engine in the late ‘90s.

Use the search box to find emails by subject, by 
word, by to or from, by date, by senders email, by 
Label (folder)and much more.





Click the Blue SEARCH button to 
continue. We’ll cover Create Filter 
in the next session.
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To the right of the search bar is a 
profile icon, which allows users to 
access their account settings.

As you can see, you can access 
multiple Gmail accounts easily 
from this panel. 

I find this is a good way for me to
work with my Gmail accounts.



10Below the search bar is the navigation bar. This bar 
contains labels for the user’s inbox, sent items, and 
other folders and let’s you  act on individual or 
multiple emails.

You have access to the same labels/actions across the top
when you are reading an email.



11To the left of the navigation bar
is a button to compose a
new email.

Your Labels are listed below the 
Compose button.

The Hamburger Menu icon will 
collapse and open the labels list. 
This allows for a wider view on
your screen.



MAIN EMAIL WINDOW
The check boxes allow selection 
of one or many emails.

Tools appear above when you 
tick a box.

The GEAR wheel icon in the upper right 
corner opens the Quick Settings panel.
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The QUESTION MARK leads you
Help
Training
Updates 
And
Send Feedback to Google

Google does encourage feedback from users. There is
a robust Support Forums list at support.google.com

https://support.google.com/
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QUICK SETTINGS

Apps: how you manage Chat & Meet
You do not have to use these features.

Density: the view of the list for ease of 
reading

Theme: you can choose a wide variety 
of backgrounds to work/play with.

Scroll down a bit
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The next section below themes 
allows you to set your
INBOX TYPE
Gmail gives us a number of
“views” so you can read and 
review and reply to your email 
more easily.

Scroll down once more
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The final view is the 

READING PANE feature.
• No Split lists the inbox emails. Click 

on the one you want to open.

• Right of inbox is a side-by-side view. 
List on left and open one on right.

• Below inbox shows the list above
and the open email below.

• Conversation view allows you to 
keep a thread together or 
individually. Toggles on and off.



Quick Access to Google Apps.
Calendar

Keep (notes)
ToDo

Contacts

+ more apps to add

> Collapse or open the side panel.
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GMAIL LAYOUT

Let’s take a live look at what I’ve been talking about.

Please feel free to Raise Your Hand, Wave to get our
attention or put a question in the Chat panel.

For more help, please come into the Resource 
Center for more help or give us a call.
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thank you

Jolyn Bowler
jolyn.bowler@gmail.com

Resource Center Director
Volunteer Shift

Mondays from 10 am to 1 pm

mailto:jolyn.bowler@gmail.com
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