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FPS Gmail Resources  
tinyurl.com/fpsgmaildoc  

The G Suite Learning Center provides short modules to walk through so you can learn how to use and be 
efficient with Gmail. It is expected that all staff are familiar with learning targets in sections 1-5 of the Gmail 

Training module below as well as the FPS Gmail Learning Targets for Staff section. 

What’s New  |  Top 6 New Things 
Gmail Cheat Sheet  |  Gmail Tips 

Gmail HELP Page 
 

G SUITE LEARNING CENTER 
Pick and choose from the Learning Targets below or click here to get started and walk through them all. 

 

●​ 1.1 Create & send email 
●​ 1.2 See new email 
●​ 1.3 Reply to email 
●​ 1.4 Change recipients 
●​ 1.5 Save and print 

attachments 

 

●​ 2.1 Switch to labels from 
folders 

●​ 2.2 Create labels 
●​ 2.3 Apply labels 
●​ 2.4 Add filters 
●​ 2.5 Star important email 
●​ 2.6 Snooze email 
●​ 2.7 Archive or delete email 

●​ 3.1 Search your inbox 
●​ 3.2 Narrow your search 

 

●​ 4.1 Create a signature 

 

●​ 5.1 Open your Google 
Calendar and events 

●​ 5.2 Open notes in Google 
Keep 

●​ 5.3 Open your to-do lists in 
Google Tasks 

 

 

FPS GMAIL LEARNING TARGETS FOR STAFF 
The following are learning targets and expectations for uses of Gmail by Franklin Public Schools Staff. 

ffffff 

FPS GMAIL LEARNING TARGETS FOR STAFF 
FPS 1.1 - I can create a contact and create my own contact group 
FPS 1.2 - I can send an email to a group (district or my own group) 
FPS 1.3 - I can add/open an attachment (uploading and from drive) 
FPS 1.4 - I can add my FPS Professional Email Signature 
FPS 1.5 - I can choose between conversation view on and off 
FPS 1.6 - I can change the send cancellation period to 30 seconds 
OTHER RESOURCES 

 

   Gmail 1 

http://tinyurl.com/fpsgmaildoc
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-1
https://support.google.com/mail/answer/7677724?hl=en
https://gsuite.google.com/learning-center/assets/pdf/top-new-gmail-features.pdf
https://gsuite.google.com/learning-center/products/gmail/cheat-sheet/#!/
https://gsuite.google.com/learning-center/tips/gmail/#!/
https://support.google.com/mail#topic=7065107
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-2
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-3
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-4
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-5
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-1-5
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-2
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-3
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-4
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-5
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-6
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-2-7
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-3-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-3-2
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-4-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-1
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-2
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-2
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-3
https://gsuite.google.com/learning-center/products/gmail/get-started/#!/section-5-3
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FPS 1.1 - I can create a contact and create my own contact group 
 
CONTACTS is a stand alone app in G Suite for Education (as of Aug 2018) 

1.​ Click on grid menu icon at top right of Gmail (or any Google window) and choose CONTACTS (shown at right) 
2.​ Contacts will open as a new tab 

 
To create an individual contact (this is how you add parent emails) 

1.​ Go to Contacts from the  at top right 
2.​ Click the New Contact button 
3.​ On the next screen enter the contact information 
4.​ As you enter the information Google will save it for you 

 
To create your own contact group (from staff in the district, a parent group*, a student group) 

*your contacts you want to add need to be in your contacts list already 
1.​ Click on New Group from the bottom of the list on the left sidebar 
2.​ Name your group 
3.​ From the list of contacts, checkbox the names of people you want in that group 

4.​ Click on the Groups icon and select the name of the group 
5.​ Click on Apply at bottom of list 

 
 
 

   Gmail 2 



Updated 8/16/18 CK 

GMAIL FEATURE! 
There are multiple ways to import contacts into the Contacts area. Another way includes copying/pasting email addresses in from 
another source (document, spreadsheet).  Click here to learn how to do this. This is helpful if you have collected a large number 
of email addresses already in a Doc or Spreadsheet. 

 
 
Directory of Franklin Users 

1.​ Search is the quickest way to find a staff member or student in Contacts (see below) 
2.​ If you cannot locate a student or staff member, click on Directory on the left side menu (shown at right) 
3.​ Enter the name of person you are looking for in the search bar 
4.​ Click the search button 
5.​ Checkmark the box in front of the name and click Add to My Contacts 
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http://www.youtube.com/watch?v=cPotaj5-YXA&feature=youtu.be
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FPS 1.2 - I can send an email to a group (district or my own group) 
Sending an email to a group 

1.​ Click on the Compose button 
2.​ In the To section, start typing the name of the contact group you want to send the email to 
3.​ If the contact group name does not autofill, click on the word To in the new email 
4.​ Click on My Contacts to see your list of contact groups, select the group from that list 
5.​ Checkbox select all to include all members in the To line of the email 

 
 
 

FPS 1.3 - I can add/open an attachment (uploading and from drive) 
Adding an attachment from Drive 

1.​ Compose email 
2.​ Choose to add an attachment from bar at the bottom by clicking on the DRIVE 

icon  
3.​ Click on “My Drive” 
4.​ Click to select BLUE the file(s) you want to send 
5.​ Google Docs, Sheets, and Slides will insert as a ‘link’ for the 

receiver to click on.  Other items like PDF files or other file types 
can be added as an attachment if you choose. 

6.​ When ready, click Insert on bottom 
 
 
 
 
 
 
 
 
 
 

   Gmail 4 



Updated 8/16/18 CK 

 
 
 
Adding an attachment that is not kept in your google drive 

1.​ Compose email 
2.​ Click on paperclip icon on bottom toolbar in email window 
3.​ Navigate to where file is located and select it 
4.​ Click Open  

 
 
 
Opening an attachment in drive 

1.​ Open email  
2.​ Mouse over the attachment 
3.​ Click the Drive icon to add it to your drive  

 
 
Opening an attachment that was added using drive 

1.​ Open email 
2.​ Mouseover attachment  
3.​ Click on attachment to open it in Drive 

 
 
Opening an attachment by downloading it 

1.​ Open email 
2.​ Mouse over the attachment   
3.​ Click on the download icon 
4.​ Downloads appear in the bottom left or you can click Show All to see all downloads 
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FPS 1.4 - I can add my FPS Professional Email Signature  
●​ Open email  
●​ Click on the gear on the right side 
●​ Pull down to settings 
●​ Make sure you are in the General tab along the top 
●​ Scroll down to Signature 
●​ Click in the button before the signature box 
●​ Enter your signature 
●​ Scroll to the bottom and click on Save Changes 

 
 
 

 
If you want to get creative with your signature and add images, check out these resources: 

●​ Creating a Custom GMail Signature (1-min-ish video) 
●​ Resource Doc with Logos 

 

 

FPS 1.5 - I can choose between conversation view on and off 
Gmail defaults to conversation view on, emails with the same subject will be grouped together. Turning Conversation view off means every new 
email you receive will be show as a separate email.  
 

1.​ Open Gmail  
2.​ Click on the gear on the right side 
3.​ Pull down to settings 
4.​ Make sure you are in the General tab along the top 
5.​ Scroll down to Conversation View 
6.​ Select on or off based on your preference 
7.​ Scroll to the bottom and click on Save Changes 

 
 

 

   Gmail 6 

https://www.youtube.com/watch?v=olJElxf50c0
https://docs.google.com/document/d/1YTj5AMkjc45YfFn30r6kgRpeiq37gRifdSp5uMzfszM/edit
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FPS 1.6 - I can change the send cancellation period to 30 seconds 
This feature allows you to “undo” your sent message if you accidentally send an email. Each time you send an email, an option will appear at the top 
of the screen to allow you to “undo” within a 30 second time period. 
 

 
1.​ Open email  
2.​ Click on the gear on the right side 
3.​ Pull down to settings 
4.​ Make sure you are in the General tab along the top 
5.​ Scroll down to Undo Send 
6.​ Use the dropdown to change the Send cancellation period to 30 seconds 
7.​ Scroll to the bottom and click on Save Changes 

 
 
 
 

OTHER RESOURCES 
●​ Adding Gmail & Google Calendar to iOS Mail & Calendar 

○​ This is for those that want to use iOS Mail and iOS Calendar instead of Gmail & Calendar (both free and easy to sign into) 
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https://docs.google.com/document/d/1oAjnroTOe-LR7GO4V6sK3QfGO9yPURDZUXtRyuofaRI/edit?usp=sharing
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