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Agenda of Discussion

Gmail Hacks
Google Docs
Google Sheets
Google Forms

Google Translate

Few Use cases with Google- Gemini
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Gmail
Templates

GMAIL TEMPLATES
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Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chatand Meet Advanced Offline Themes

g +

41,960

Auto-advance

®
Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select whether to advance to the next or ") Enable ® Disable
0 previous conversation in the "General” Settings page.
»
> Templates
= o Turn frequent messages into templates to save time. Templates can be created and inserted through the "More options” menu in the compose _) Disable
'. toolbar. You can also create automatic replies using templates and filters together.
»

Custom keyboard shortcuts

: . T s . Enable ® Disable
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to various actions.

Right-side chat
Move the chat box to the right side of the inbox.

(]

Enable ! Disable

Unread message icon

. - . - . " Enable @ Disable
See how many unread messages are in your inbax with a quick glance at the Gmail icon on the tab header.
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Gmail Templates.......




New Message
Recipients

Subject

INSERT TEMPLATE

Following up
Save draft as template

B Delete template

¥ ~ SansSerif ~ [~ B I U A~

“g@@@auﬁ)fs

Gmail Templates......
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Default to full-screen

Templates
Label

Plain text mode

Print

Check spelling

Smart Compose feedback
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|— Compose E
() Primary a¢  Social ® Promotions
[ Inbox 18
% Starred Sumit Bihani Audit Report of XYZ Private Limited Changed - PFA the Audit Report Regards Sumit Bihani 2353
> _ @
0 snoozed [0 Audit Report_V..
> Sent - . W | | 0
Sumit Bihani Audit Report of XYZ Private Limited Version 2 - PFA the Audit Report Regards Sumit Bihani 2352
Drafts :
b 0 Audit Report_V..
v More
st Sumit Bihani Audit Report of XYZ Private Limited - PFA the Audit Report Regards Sumit Bihani 23:50
ee
_ @ Audit Report_V..
W New meeting 0

Multiple Version of Emails....




& Join a meeting

Hangouts

ap...mn

Multiple Version of Emails....

&L Social

Sumit Bihani 3

& 2357

Audit Report of X¥Z Private Limited

The Google Account .

it Bihani <bihian:

2309

Sumil, take the next step on your Win_.

Hi Sumit, Tt

Google
Recovery email verified fo
Recovery email v
Google
Security alert

\ Aizw slgn-in an Wir
me 37

Google

Dsc of will be expiring on

23:09
T your Goog...

23:08

20172/2027

of Ham

06/12/2021

Find out more about our updated Ter

YouTube

comOn 5.

24120

Updates to YouTube's Terms of Service
on 5 January 2022, we're updating ol

me, Mail 2

rajeshjalan
reply

1411200

Vas..

14/11/201

Stay

[re
Tir

¥ Promotions

Audit Report of XYZ Private Limited > i «
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Driear Sir PFA it Report of XY

rivate Limited Hegards

Sumit Bihani
FFAR
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tame =
EFA,

Regards
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New Message Enable desktop notifications for Gmail.
Recipients

Subject

Multiple Version of Emails....
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Starred
Snoozed
Important
Sent
Drafts
Categories
To do

Maore

Aliya,

Aliya Chaudhry

Hey - Thanks for reaching out!

Hi - Hello!

CA Sumit Bihani
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1-500of 2,332 >
Jul 10
Jul 10
a 8 e
Snooze until...
Later today Mon, 6:00 PM
Tomorrow Tue, 8:00 AM
Later this week  Wed, 8:00 AM
This weekend Sat, 8:00 AM
Next week Mon, 8:00 AM
3 Pick date & time
Jul 9
Jul 9
Jul g

Julg



Schedule send

Pacific Time

Last scheduled time Tue, Nov 9, 9:00 AM
Tomorrow morning Nov 5, 8:00 AM
Tomorrow afterncon Nov 5, 1:00 PM

Monday marning Nov B, 8:00 AM

[ Pick date & time

Schedule Send Gmail
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I- Compose
Stuart IR Pics to present alang - Same pies of the highlights to introduce B0 AM
L]  inbox 2 ™ gd-highlights1 . ™ qd-tughlights2.. ™ ad-highligh +7
W Starred ©
0 s d O + Stuart Warren's Intre - Time far our annual round up. | included links to the 04 roundup with the sheet. hitps:/fdocs.google com/spreadsheets/d. . B:09 AM
nooze
04 - Totals
= Sent
- Drafts 1 Maury Idaas Breakfast Place - it's now apen on pourt st Some thoughts on our discussi 13 +
ideas . .
David, me 2 Weekend in the valley - Mated. Have fun! davidgigmail. cam
B Quarterly
T Chabad.org Subscriptions Chabad.org Subscription Confirmation - Action Required -  Some thoughts on our discussion
Subscriptions
v Tare Banana Republic subiseiptians It's the start of something great - We'rs glad you janed us  Hi David,
itwas very useful and helpful to meet up In person.
tising 4.67-GA Progzam Policies e .
24 | dhalinitety agree wa should do this mare oftan. ]
Powered by Google Ia
As discussed - highlights:
= Ensure we meel next month's deadline
= Work on recruilment process
‘-’al\ﬂlchaul Te
Thanks
Michaal

FE. Thanks again for the soder invile al Chabad, Enjoyed our family's ime logeifer

Make 2 call Content explres Feb 12, 2023,
Optians to forward, download, or copy this email's contents Edit =
and attachments will be disabled;

Az iry owrmebile apps for Android

A

=0 amb [

d Password Protected Email
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. " A A 44l %-;’; § Attach File ¥ Follow Up -
B I I . T =—1n; W Attach BRem - ¥ High lmportance
Pasite : Address Checl
. Book Names a8 Signature - 4 Low Importance
Llipboard . Bathkr Tent Figme! Include Tags " L00m
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Attach E-malil as attachment




M Gmail

Compose

Inbox
Starred
Snoozed
Important

Sent

svvexro +

Team
MNew HFPs

Projects

Persanal

~ More

e
o

O~

Starred

80 8 ©

Blaine, me
Clarence .. Vijay .. 13
Brianna, John 2

William, me 4

Everything else

|

|

Hilton Honors

Virgin Atlantic

Jack

Xander

Richard, Matthew, me 2
Peter, Shalini 2

Roy, Alex, John Jose 5
Mizra, Paul, Asher 5
Zaid, Alex, me 4

Peter, Christina 3

L

B - » - : 1116 0f 16
Mark as read
1-4 of 4
Mark as unread

Mark as not important

vacation Greece plannir ed in Santorini for the...

Add to Tasks

Chocolate Factory Tour - icket! The tour begins...

Add star

Surl  Surf Sunday? — Gi : .
4 Filter messages like these

Best Indian Resta Forward as attachment 9 tIndian places in the...

Mute

1-50 af many

Your Upcoming Heservation #20983746 Tim Smith, thank you for choosing Hilton. ¥...
Confirmation for Flight VA2345 SFQ to NYC — Wednesday, November 7th 2015, San Fr. ..
FW: Have you ever wondered...? — Have you ever wondered: 1 how deep the average ..
Photos from my road trip — Hi all, here are some highlights from my vacation. What do...
Photography classes — He 2mailed me about his latest

Business trip — Hi, | made a reservation for the hotel you talked about. It looks very fan..
Book Book you recommended — Aboul to go on a trop and was hoping to learn more a...
Oops... need to reschedule — Mo proeblem Paul! | am free anyitm befere four. Let me kno...

Future of Inbox Take a look over these slides and tell me about page 5 and 32. | think...

Bread and cookies! — Can you please get some cockies and bread for dinner to,.

Attach E-malil as attachment

>

2:25 PM

Mov 11

MNov 8

Mov 8

Maowv 7




I%PDF MERGEPDF  SPLITPDF  COMPRESSPDF  CONVERTPDF v  ALLPDFTOOLS v Login

Every tool you need to work with PDFs in one place

Every tool you need to use PDFs, at your fingertips. All are 100% FREE and easy to use! Merge,
split, compress, convert, rotate, unlock and watermark PDFs with just a few clicks.

% e y y N
T W 0 X

Split PDF Compress PDF PDF to Word PDF to PowerPoint PDF to Excel
PDF Separate one page or & whole set Reduce file size while optimizing Easily convert your PDF files into Turn your PDF files into easy to edit Pull data straight from PDFs into
: .,I! ;I, |

Convert to PDF




Google Docs

* Collaborative working
* Audit Noting
* Voice Typing
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Building Blocks

B &

Insert For QNS

[ Image

f Table

%) Drawing

(] Chart

— Horizontal line
® Emoji

© Smart chips

& Drop-down

Building blocks

Help



9 Citations
:= Line numbers

Linked objects

[ Dictionary

J, Voice typing

Q) Notification settings

2u Preferences

| d
AA LA ARA N R A
LA AL L LR8N ]

T Accessibility
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Ctrl+Shift+Y

Ctrl+Shift+S







Google Translate

Text

A\ Image

Document

Website

CA Sumit Bihani

12:48

Calendar

o

Shopping

~

@ @& i

Gmail

Contacts

o3

Translate

My Ad Ce...

Meet

Drive

Photos
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INTRODUCING
Gemlnl

Google Gemlnl




Use Case

Voice Typing
Extracting Z?[bcl; égcg
data Bills
. Double
Making Check
Summary

Response
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B80 shopping list

Hibs

BEG sauce
Pinte beans
Fed onions

Cabbage
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Thank You
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