
Gmail cheat sheet  (https://support.google.com/a/users/answer/9283036) 
1. Click Compose to create     2. Click a message in your inbox to read it  
    a new email message           and send a reply.  
 

        
  
 
 3. Organize your inbox. 
Labels are what Outlook called folders.  

 
 
 
 
 
 



 

 
 

 


