
Google Mail and Calendar



Google Mail
● Get familiar with GMail
● Explore Settings
● Create Mail
● Respond to or file mail



Mail Toolbar

Select a messages to get more options

Basic toolbar and Mail settings



Mail Settings - 

Click on 
settings 



Conversations visible per 
page

Configure your font.



On the bottom half of the screen you can 
configure your image and signature.



Composing Mail

Start a 
new 
message

I have a default 
signature 
configured, so 
my email is 
signed

Type first or last name



Start by 
typing a 
person’s 
first or last 
name.
Student 
accounts 
are 
identified 
with 
numbers.

Use the Subject 
Line

Type your 
message here.





Google Calendar

● Basic Views
● Creating Events and inviting others

○ SMS and Reminders
● Sharing Calendars 

○ Private vs Public



Clicking on this…

Will get you this...



Month at a glance SETTINGS



There are four tabs to configure the 
calendar, we’ll review each.

This page shows default basics like time 
zone and more.



This is the second half of the 
first page, with more basics to 
configure.











Click here to CREATE a 
Calendar Event



Title your event

Set the date and time of the event

Describe the location and event details

Invite people to attend, it will 
add the event to their 
calendars when accepted.

Users can also set up 
alerts, add file 
attachments and set 
privacy displays for 
shared calendars.




