How do | change my Settings?

Settings allow you to configure your email account. You can set up a signature, choose a language, set
up a vacation message, create filters for incoming messages, choose a design theme , forward your mail,

and more.

Change your account settings by clicking on the Settings link at the top right of the Inbox window.
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In the General Tab, you’ll find options to select a language, set up a signature, and set up a vacation
message.

Show search aptions

Search Mail Search the \Weh Create a filter

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

Language: Lawrence Technological University Mail display language:| English (US) j

Show all language options

Mazimum page size: Show |50 ~|conversations per page
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Use the Accounts Tab to change your password.

I ice . Show search options

. Search hiail Search the Web Create a filter

-

ail Settings
General Accounts Labels Filters Forwarding and POP/AMAP Chat Weh Clips Labs Themes
Send mail as: Sample Account <marketing@gapps.ltu.edu= edit info
(Use Lawrence Technological
University il to send from your  Add another email address you own
ather email addrezses)
Learn mare
Get mail from other Add a mail account you own
accounts:
(Download mail using POPI)
Learn mare

" Change Password: Fallaw this link Change Passward to reset your password.
sCour
irnite

Add phone numbers, notes and mare far the people in your Contact list.  Learn mare

You are currently using 0 MB [0%) of your 7335 MB.
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The Labels tab lists all your labels and allows you to access them, rename them, or remove them.

Mail

Calendar Docurnents Sites

marketing@gapps.ltu.edu | 1 | Settings | Dlder varsion | Help | Sign out =

Lawrence
@Tec

Compose Mail

Inbox (2)
Starred 77
Chats G2
Sent Mail
Drafts (1
All Mail
Spam
rash

—

Contacts

@ Sample Account

Search, add, or invite

Labels
2009 (1
Accounting
INBOX/Quarantined I
Marketing
Migrated (4)
Purchasing
sub-INBOX (1)

Edit labels

Search Mail Search the Wb Show search options
Create afilter

Settings

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

2009

. rename
(1 conversations) —

remaove

Accounting

n rename
[0 conversations) —

remaove

INBOX/Quarantined Mail

n rename
(1 conversations) —

remaove

Marketing

- rename
(1 conversations) —

remaove

Migrated

. rename
(4 conversations) —

remaove

Purchasing

n rename
(1 conversations) —

remaove

sub-INBOX

- rename
(1 conversations) —

remaove

Create a new label:

| Create |

Note: Removing a label will not delete the messages with that label.
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The Filters tab lists all the filters you have created to handle incoming mail. You can create a new filter,
edit, export, or delete a filter from this page.
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Settings

General Accounts Labels Filters Forwarding and POP/IMAP Chat Weh Clips Labs Themes
The following filters are applied to all incoming mail:
Matches: from:TechRepublic edit delete o
Do this: Apply label "MNewsletters” i
Create a new filter
See whether the messages you receive were sent to a mailing list or sent only to you.  Learn more

Search Mail Search the \Weh Show search opdons
Create afilter

Your filter was created. Learn more

You are currently using 0 MB {0%) of your 7335 MB.

Use the Forwarding the POP/IMAP tab to set up a forwarding address.

ount

wite

Settings

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

Forwarding:

POP Download:
Learn rore

& Disable farwarding

© Forward a copy of incaming mail to Iemail address and

keep Lawrence Technological University Mail's copy in the Inbox

Tip: ¥ou can also foreard only some of your mail by creating a filter!

1. Status: POP is enabled for all mail that has arrived since May 8

" Enahle POP far all mail (even mail that's already been downloaded)
" Enable POP for mail that arrives from now on

© Disable POP

2. When messages are accessed with POP

keep Lawrence Technological University Mail's copy in the Inbox j
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The Chat Tab contains settings to configure your chat sessions.

1=
ail Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes
My chat history: & Save chat history. - Your chats will be saved under "Chats" in your Lawrence Technological University
Mail account, and you can search for them later. You can always go "off the record.” Learn maore
" Never save chat history. - Your chats will never be saved or searchable in your Lawrence Technological
University Mail account. Learn rore
Voice and video chat: _ _ _ o _ o _
hlake voice and video calls to friends and family right from Lawrence Technological University Mail. It's free
and installs in seconds.
Learn more
:count
Chat list location: I l i
imite Show the chat box | above | the Labels box.
Auto-add suggested @ Automatically allow people | communicate with often to chat with me and see when I'm online.
contacts: Learn rmore
 Only allow people that I've explicitly approved to chat with me and see when I'm online.
ined i Sounds: % Sounds on - Play a sound notification when new chat messages arive. Reguires Flash. Learn mare
ounds o
© Sounds off
Emoticons: % Emoticons on - Yhen an emotican is sent -1 it will automatically animate.
' Evmnticanc off

-
mail.google.com |} \!’ v

Web Clips are headlines, blog posts, and sponsored links shown above your inbox.

Show search options

Search Mail Greate a filter

Search the Wb

ESPM.corm - John Daly, daughter unhurt

Archive = Report spam | Delete Move

Select: All, Mone, Read, Unread, Starred, Unstarred

r
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Fatima Jawad

ma

when bus scrapes tunnel - 2 hours aga Wigh Cligy
tow | Labels v More actions w | Refresh 1-7off
Migrated  Fwid: You are registered for the training session: Google Apps Diret Jun 22
Hovt Masting Srhadolad - Test dun 15
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You can select which web clips to view, or disable this feature.

Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes
My Clips =
Search by topic or URL: Show my web clips above the Inbox
Clips include Google Sponsored Links, Lawrgnce Technolagical University Mail tips, and custom content.
Learn mare
.2 hockey, BBS, s—
: ngg a dogce t.e: om,’ ﬂl
rs=.uml Wired Mews - Keyboard Is Mightier Than Sword - 1 hourago  Web Clip
Browse clips in... Archive |  Report Spam | |M0re Actions ... | Refresh
News
Business )
t i 101 Cookbooks - http:/fwew. 101 cookbooks. comfindes. rdf remaove
== Lifestyle
: Sports About Today - http://z about. com/B/nlfrssftodaysl xml remaove
Tech BusinessWeek.com -- - http:dfweww. businessweek. com/rss/bwdaily.rss remave =
Fun
CMM. com Recently Published/Updated - http://re=.cnn.com/frssfonn_latest ras remaove
W Dictionary.com Word of the Day - http:/fdictionary reference. cornfwordoftheday/wotd.rss rernove
[ ] Discovery News Top Stories : Discovery Channel - http:/fdsc.discovery. com/news/topstories. xml rernove

Frandant ke flosies ancadaat cavafesn weal FArnme

Labs are features which are being introduced and haven’t been fully adopted into Gmail. These can be
very useful, but they may stop working or disappear at any time.
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ce Search Mail Search the Wek Show sesrch options
l Create afilter
Settings

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

Lawrence Technological University Mail Labs: Some crazy experimental stuff. .

Lawrence Technological University Mail Labs is a testing ground for experimental
features that aren't quite ready for primetime. They may change break or disappear
at any time.

If fwhen) a Labs feature breaks, and you're hawing trouble loading your inbox, there's an
escape hatch. Use https://mail. google comfa’gapps. [tu. edu/?labs=0.

Cancel

- Offline O Enable

ite by the Offline team & Disable
M’—L,»" - | Make Lawrence Technalogical University Mail go where  Sand feedhack

the Internet doesn't. Access your inbox through your
browser and use Lawrence Technological University
Mail's familiar features when you're offline. To get
started, enable this lab and then click on the "Offline”

an link in the upper-right of your inbox.
]
Tasks O Enable
Pareonal ki Tho Tacloe Toom S me  wa
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Use the Themes tab to select a design scheme for your email account.
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1 Settings
General Accounts Labels Filters Forwarding and POP/IMAP hat Web Clips Labs Themes
Cuold

Default Classic Mew Blue Shower Steel Minirmalist Green Sky Eubblegum

Cherry Might Silver Contrast 1

Blossom Shade Marina Dusk Sunset Lining Black Shiny
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