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Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes

Language:

Maximum page size:

Keyboard shortcuts:
Learn more

External content:

Browser connection:
Learn more

My picture:
Learn more

Contacts’ pictures:
Learn more

Signature:
{appended at the end of all
outgoing messages)

Personal level
indicators:

Snippets:

-

Wheeling Jesuit University Mail display language:| English (US) hd

Show all language options
Show cunversatiuns per page

(& Keyboard shortcuts off
) Keyboard shortcuts on

@ Always display external

t (such as images) sent by trusted senders - Learn more

() Ask before displaying external content

& Always use https
Don't always use https (option disabled for your domain)

Select a picture that everyone will see when you email them.

& Show all pictures

(O Only show pictures that I've chosen for my contacts - Pictures your contacts select for
themselves will not be displayed. —

& No signature
O

& No indicators

() Show indicators - Display an arrow ( » ) by messages sent to my address (not a mailing list), and a
double arrow ( » ) by messages sent only to me.

(® Show snippets - Show snippets of the message (like Google web searchl).
() No snippets - Show subject only.
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Maximum Page Size — default number of conversations to display on a single page is 50. Depending on how many
messages you have and how you would like to have the information displayed, you can change this to 25 or 100.

External Content — I suggest changing this option to “Ask before displaying external content”.

Browser Connection is “Always use https”. This setting is controlled at the domain level and is set this way to increase

security.

Signature — enter the information that you would like to include at the bottom of each message you send.

Show snippets — choose whether you want to see only the subject or the subject and a ‘snippet’ of the message.
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Vacation responder:
{sends an automated rephy to
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incoming messag
zends you seversl me: 2
this sutomated rephy wi sent
&t most once every 4 days)
Learn maore

Qutgoing message
encoding:
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Attachments:

& No indicators
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() Show indicators - Display an arrow ( » ) by messages sent to my address (nat a mailing list), and a

double arrow ( » ) by messages sent only to me.

(% Show snippets - Show snippets of the message (like Google web searchl).
() No snippets - Show subject only.

(& Vacation responder off
() Vacation responder on

Subject:

Message:

[] Only send a response to people in my Contacts

& Use default text encoding for outgoing messages

() Use Unicode (UTF-8) encoding for outgoing messages

(& Advanced attachment features - See progress bars when attaching files to messages, and attach

multiple files at once. Requires flash. Learn more
() Basic attachment features - Attach one file at a time and don't show progress bars.

Cancel

Compose a message in a new window by pressing "Shift” while clicking Compose Mail or Reply.

You are currently using 0 MB (0%) of your 7383 MB.

Last account activity: 1 day ago on this computer. Details

Wheeling Jesuit University Mail view: standard | turn on chat | older version | basic HTML Learn more

E2009 Google - Terms of Service - Privacy Policy - Program Policies - Google Home
Powered by Gl.)ng!l:
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Vacation responder — control the subject and message of your vacation responder as well as when it is active or not.

NOTE: There is a special add-on feature that makes this better!
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Spam
Trash Chats show hide
Follow up )
Misc Sent Mail show hide
Priority )
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Contacts All Mail show  hide
Tasks
[3 show hide
+ w Eric Mencer pam
Search, add, or invite Trash show hide
Labels Create a new label show all  hide all
Follow up show hide remove
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Misc show hide remove
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Priority show hide remove
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Mote: Removing a label will not remove the messages with that label.
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Labels are how you will organize your email, not Folders. (Take a deep breath; it’'ll be okay.)

Let’s say you get a memo from a graduate about donating $1,000.00. Which file folder does that go in, Alumni or
Advancement? With file folders, you have to make a decision about where you still store the message, so you may also use
colored tabs to help recognize the topics in the memo, a red tab means Alumni and a blue tab means Advancement.

Now, with email, you do not store messages in folders, but label the message with whatever topics are related; both
Alumni and Advancement for example. Then when you go to the Alumni label, the message would be included there,

and when you go to the Advancement label, the message would be included there.

You can make the system feel as if it has folders. If you decide to place a single label on individual messages, then your list
of labels and the results of clicking on them will behave as if they are folders.
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Create a Filter
Choose search criteria Specify the criteria you'd like to use for determining what to do with a message as it armives. Use "Test Search” to see
which messages would have been filtered using these criteria. Messages in Spam and Trash will not be searched. B
From:l Has the words:
To: Doesn't have:
Subject: [ Has attachment
Show current filters [ Cancel ] [ Test Search ] [ Next Step » ]
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Choose action - Now. select the action you'd like to take on messages that match the criteria you specified.
When a message arrives that matches the search: from:nytimes, do the following:
[ Skip the Inbox {Archive it)
[ Mark as read
[ starit 0
[ Apply the label: | Choose label . +
[ Forward it to: | email address
[ Delete it
[ Never send it to Spam
Show current filters [ Cancel ] [ « Back ] [ Create Filter ] [J Also apply filter to 0 conversations below.
A
Done & Internet 00w -

You can use Boolean operators (AND, OR, NOT) to combine items as well. For AND use a space; for OR use |; and
for NOT use a hyphen.
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Create a filter

Compose Mail Settings

Inbox General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes
Starred ¥¥ .

Sent Mail Wheeling Jesuit University Mail Labs: Some crazy experimental stuff. a

Drafts

Wheeling Jesuit University Mail Labs is a testing ground for experimental features that

mencer@wiju.edu | Manage this domain | & | Settings | Help | Sign out

Spam aren't quite ready for primetime. They may change break or disappear at any time.

Irash If {(when) a Labs feature breaks. and you're having trouble loading your inbox. there’s an

Follow up escape hatch. Use https://mail.google.com/a/wju.edu/?labs=0.

Misc

- Cancel

Priority v
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Labs that I use and like:

Superstars — adds an additional configuration option to the General tab under Settings.

Canned Responses — essentially these are templates that you can write ahead of time to send out when needed.

Vacation Time — allows you to set that start date and end date of your Vacation Responder in advance.

Custom Label Colors — add colors to your labels.

Multiple Inboxes — creates configurable categories for you inbox to add another level of organizing incoming mail

Title Tweaks — changes the order of the information in the Title bar of your browser to see new mail easily.

Inserting images — insert images directly into your email message
Google Calendar gadget — adds a preview of your Calendar to the left column of your Mail.
Labs that I just found writing this and look like I might use:

Navbar drag and drop — reorder the items in the navigation bar.

Forgotten Attachment Detector — attempts to figure out if you mentioned a file in your email but had not yet

attached a file

Filter import/export — backup your filters and easily restore them (even to another account)

Hide read labels — visible labels in the navigation bar will be hidden under more unless they have new mail.
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You get to change the colors and backgrounds: enjoy!
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