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Use Gmalil Keyboard Shortcuts

Enable Gmail keyboard shortcuts and use common keys to move through email more
efficiently.

Before you begin: Keyboard shortcuts work while Gmail is active. Avoid typing shortcuts when
the cursor is inside a message or search field.

sTEP 1 Open Gmail settings

Select the Settings gear, then choose See all settings. Stay on the General tab and scroll to the
Keyboard shortcuts section.
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| compose 9 o
General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP  Add-ons Chatand Meet Advapged Offline Themes
J  Inbox 18 _'&_
% Starred Auto-advance
Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to ® Enable ' Disable
© Snoozed advance to the next or previous conversation on the ‘General settings’ page.
> Sent
B orafts z Templates
B Action Turn frequent messages into templates to save time. Templates can be created and inserted through the "More options’ menu O Enable @ Disable
in the compose toolbar. You can also create automatic replies using templates and filters together.
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- Custom keyboard shortcuts
itk Enable the ability to customise your keyboard shortcuts via a new settings tab from which you can remap keys to various ) Enable @ Disable
actions.
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Move the chat box to the right side of the inbox
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See how many unread messages are in your inbox with a quick glance at the EduFlip.net Mail icon on the tab header. Ensbls Plsabla
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Qsam Teacher 1 + Cancel
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Open Gmail settings.
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sTep 2 Enable keyboard shortcuts

Beside Keyboard shortcuts, select Keyboard shortcuts on. Scroll to the bottom of the page and
select Save Changes.
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% Starred Auto-advance
Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to @ Enable > Disable
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> Sent
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B Action 2 Turn frequent messages into templates to save time. Templates can be created and inserted through the "More options’ menu O Enable @ Disable
in the compose toolbar. You can also create automatic replies using templates and filters together.
B Notes 2 +
Waiting
" Custom keyboard shorteuts
itk Enable the ability to customise your keyboard shortcuts via a new settings tab from which you can remap keys 1o various O Enable @ Disable
actions.
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Mast Move the chat box to the right side of the inbox Ensbis Disabla
B New meeting
[ My meetings .
Unread message icon

See how many unread messages are in your inbox with a quick glance at the EduFlip.net Mail icon on the tab header. Enakle K Diaatna
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Enable keyboard shortcuts.
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STEP 3 Review or customize shortcuts

Return to Settings. If Custom keyboard shortcuts are available for your account, enable the
feature and open the Keyboard Shortcuts tab to review or customize the assigned keys.
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Review or customize shortcuts.
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sTEP 4 Use common Gmail shortcuts

Try c to compose, r to reply, a to reply all, f to forward, / to search, e to archive, and # to delete.
Press ? in Gmalil to display the current shortcut list.
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YouTube Changes to YouTube's Terms of Service - You're receiving this email because we're updating the YouTube Terms of Service (Te 21 May
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N Draft (no subject) - — This signature. 21 May
B Action 2
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Sethi De Clercg (no subject) - hitps://zoom.us/j/99109208417?pwd=R00rNINTU2Z5U2Iza09RYVJKWDAIUTO9 ~ Sethi De Clercq Flipped Classr.. 13 May
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Use common Gmail shortcuts.
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