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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.



3

~ Gmail ~ 
I want to make it mine!

Part 3: All Settings

Jolyn Bowler
Monday, May 15th, 2023
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Over 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 Settings:
We’ve gone over how to best secure your Google 

Account.

We’ve gone over the main Gmail web page and how 
to navigate and change the Quick Settings.

Now we will delve deeper into the Settings that will 
fine tune your Gmail the way YOU want it.

Let’s go through the list of topics in
All Settings



6Here are the list of All Settings for Gmail

~ General: Fine tune your incoming and outgoing email.
~ Labels: Set Labels to identify like emails for easier organization.
~ Inbox: How do you want your incoming emails to appear.
~ Accounts and Import: Bring emails from others services in.
~ Filters and Blocked Addresses: Allow some and Block others
~ Forwarding and POP/IMAP: Send your Gmail to another service.
~ Add-ons: Certain Apps can be included, primarily for business use.
~ Chat and Meet: Replaced Hangouts, chatting and video calls
~ Advanced: 5 specific Apps to enhance & fine tune your experience.
~ Offline: Good for Traveling or Education purposes.
~ Themes: Jazz up your Gmail background with images or colors.

LET’S GO TO SETTINGS,
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Remember 
when you 

left- click on 
the Gear, the 

Quick Settings 
panel will 

open



Once the Quick 
Settings panel 
opens, left click on 
See all settings



Remember to click on the “hamburger menu to collapse the left panel.

The settings page will have the series of eleven tabs across the top. 
My view is zoomed in a bit so mine is in two rows. Yours may be all 
on one line.

I find that I do not use the Forwarding and POP/IMAP feature nor the 
Offline feature.

Let’s take a look at the features and how you can fine tune Gmail for 
your needs and patterns of use. 
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19WHAT ARE GMAIL LABELS?

Use labels to categorize your email. Labels are like folders, 
but with a twist—you can 
• Emails can have multiple labels
• Then later find the email by clicking any of its labels from 

the left panel. 
• You can also search by label.

Labels are a great way to keep track of emails, categorize 
them, or mark them as important.



You will find 3 main sections in Labels.
• System Labels
• Categories
• Labels (further down the page)

You have the choice to show/hide System Labels.

Categories will show in a certain setting on the main 
page.

Labels is your personal listing of labels YOU create 
while using Gmail.
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https://support.google.com/mail/answer/1306849?hl=en

https://support.google.com/mail/answer/1306849?hl=en
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We’ll stop the slide show now and go through 

a live demo of the Settings and how things 
are changed and affected.

Please put questions in the Chat or Raise 
Your Hand under the Reactions button in the 

Zoom tool bar.
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Q & A
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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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