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Åú¬âøîÊÛòÛÚöĈÉñĀÚñÚČóÂóäĂË­ÈóÚÿÅäøćîÈâøîÖ¬óÈąÃîÈËùÕ Google Apps ăÕ­ĀÂ¬ Mail, Calendar, Docs Āæñ Sites Ì÷ćÈÉñ

Ë¬èãĂì­ÅùÔëóâóä×ÖõÕÖ¬îëøćîëóä ĀæñØČóÈóÚä¬èâÂòÚăÕ­È¬óãĀæñâöÜäñëõØÙõáóßâóÂÃ÷ĈÚ  

ÉùÕÿÕ¬ÚÃîÈ Google Apps 
V ßøĈÚØöćÿÂĆÛ e-mail âóÂ×÷È 25 GB ëóâóä×ÿÂĆÛ e-mail ØòĈÈìâÕăè­āÕãăâ¬Ö­îÈëČóäîÈÃ­îâúæĀÛÛ offline 

V Åèóâëóâóä×Ăìâ¬ąØöćË¬èãĂì­ÉòÕÂóä e-mail ăÕ­îã¬óÈëñÕèÂ ÿË¬Ú labels, conversation, search operation 

V ÿÃ­óĂË­ÈóÚăÕ­ÉóÂîùÜÂäÔ°Ö¬óÈąØòĈÈ Notebook, āØäéòßØ°âøî×øî ìäøî Tablet ØùÂØöć ĀæñØùÂÿèæó 

V ĂË­ÈóÚăÕ­ØòĈÈ PC, Mac ìäøî Linux 

V ÂäÔöØöćÿÂõÕÅèóâÿëöãìóãÂòÛÿÅäøćîÈ computer ØöćĂË­ÈóÚîãú¬ Ã­îâúæØòĈÈìâÕÃîÈÅùÔÉñãòÈÅÈîãú¬îã¬óÈÜæîÕáòã Āæñ

ÿäöãÂĂË­ÈóÚÉóÂÿÅäøćîÈîøćÚąăÕ­ØòÚØö 

V ÉòÕÖóäóÈÚòÕìâóãÃîÈîÈÅ°Âä(ìäøîÂæù¬â)ăÕ­Õ­èã Calendar ØöćØùÂÅÚĂÚîÈÅ°Âä(ìäøîÂæù¬â) ĂË­ÈóÚä¬èâÂòÚ 

V ĂË­ÈóÚ document, spreadsheet ä¬èâÂòÚ āÕãØöćØùÂÅÚĂÚÂæù¬âëóâóä×ÿÃ­óĂË­ÈóÚĀæñĀÂ­ăÃăÕ­ßä­îâÂòÚ 

V ĂË­ÈóÚ IM ăÕ­ØòĈÈ text, voice ìäøî video ÉóÂìÚ­óĂË­ÈóÚ e-mail 

 

ÂóäÿÃ­óĂË­ÈóÚ Google Apps 
1. ØöćìÚ­ó Web browser Ăì­ÿÜõÕ url ăÜØöć https://mail.google.com/a/yourdomain 

2. Ăë¬ username Āæñ password 
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ÂóäĂË­ÈóÚ Mail 

ìæòÈÉóÂ login ÿÃ­óĂË­ÈóÚ browser ÉñĀëÕÈÝæìÚ­óÉîÃîÈ Mail Ì÷ćÈâöë¬èÚÖ¬óÈąÕòÈÚöĈ 

1. Link ëČóìäòÛÿÃ­óĂË­ÈóÚÿÅäøćîÈâøîÖ¬óÈą ÿË¬Ú Calendar, Documents, Groups ìäøî Contacts 

 
2. Ë¬îÈëČóìäòÛĂë¬ keyword ÿßøćî Search Mail 

 
ëóâóä×ÂÕØöć Show search options ÿßøćîĀëÕÈË¬îÈÂóäÅ­ÚìóĀÛÛæñÿîöãÕăÕ­ 

 

1 

2 

3 
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3. ÂóäÖòĈÈÅ¬óÖ¬óÈąÃîÈ Mail āÕãÉñâöËøćî username ØöćÂČóæòÈ login ĀëÕÈîãú¬ ÂäÔöØöć username ØöćĀëÕÈăâ¬

×úÂÖ­îÈ Ăì­ÂÕØöć Sign out ÿßøćîăÜìÚ­ó login  

 
4. Navigation Pane 

 

ÉóÂäúÜ Âæ¬îÈëöà­óî¬îÚîãú¬Øöć Mail ìâóã×÷ÈÂČóæòÈĂË­ÈóÚ 

Mail  

ëóâóä×ÿÃ­óĂË­ÈóÚ Contacts Āæñ Tasks ăÕ­āÕãÂóäÂÕ 

link Øöćë¬èÚÚöĈ 

 

ÂÕ ÿßõćîÿäõćâÿÃöãÚ message  

 

ë¬èÚ×òÕâóÿÜĆÚë¬èÚØöćĂË­ĀëÕÈ message ÜäñÿáØÖ¬óÈą 

ÿË¬Ú Inbox, Starred, Important, Sent Mail, Drafts 

Āæñ label list Øöćëóâóä×ëä­óÈÿßõćâăÕ­ 

 

 

 

 

5. Chat Pane 

 
ĀëÕÈäóãËøćî Contact Āæñë×óÚñÂóä online ëóâóä×ÖòĈÈë×óÚñÖòĈÈë×óÚñÿÜĆÚÃ­îÅèóâë¬èÚÖòèăÕ­ ìäøîÂÕ

ØöćËøćîÿßøćîÿäõćâëÚØÚóăÕ­ØòÚØö 
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ëČóìäòÛìÚ­óÖ¬óÈ Chat Õ­óÚÛÚÉñĀëÕÈËøćî Contact ØöćÂČóæòÈÅùãÕ­èã  

ÂÕ ìäøîÿßõćîÿäõćâĂË­ video/voice chat 

ÂÕ ÿßøćîÿßõćâäóãËøćî Contact ÿÃ­óâó chat ĂÚìÚ­óÖ¬óÈÿÕöãèÂòÚăÕ­ìæóãąÅÚ 

ÛäõÿèÔÕ­óÚÛÚ ÂÕ ÿßøćîĀãÂìÚ­óÖ¬óÈ chat îîÂâóÿÜĆÚìÚ­óÖ¬óÈĂìâ¬ 

6. Message list 

 
ĀëÕÈäóãäñÿîöãÕÖ¬óÈąÃîÈ Message ÿË¬Ú Sender, Subject Āæñ date 

 
ÂäÔöØöć message ÚòĈÚâöăàæ°ĀÚÛâóÕ­èã ëóâóä×ëòÈÿÂÖùăÕ­ÉóÂäúÜ  ØöćÕ­óÚØ­óã 

Tip1: ëóâóä×ÂČóìÚÕÕóèăÕ­āÕãÂÕØöć  ÛäõÿèÔÕ­óÚÌ­óãÃîÈ message 

Tip2: ÛäõÿèÔÕ­óÚæ¬óÈÃîÈìÚ­óÉîÉñĀëÕÈÜäõâóÔßøĈÚØöćØöćĂË­ăÜÿØöãÛÂòÛßøĈÚØöćØòĈÈìâÕ  
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ÂóäÿÃöãÚ Message Ăìâ¬ 

1. ØöćìÚ­ó Mail ÂÕØöć  

 

 

 

 

 

 

2. ÉñÿÃ­óëú¬ìÚ­ó Compose mail ÕòÈáóß 

 

Tip: ÂÕØöć  ÿßøćîĀãÂìÚ­óÖ¬óÈ Compose mail 
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3. ØöćË¬îÈ To: ÿâøćîÿäõćâßõâß°ÖòèîòÂêäæÈăÜ äñÛÛ auto-complete ÿæøîÂËøćîÉóÂ Contacts ØöćÿÂöćãèÃ­îÈâóĂì­ 

 
Tip1: ëóâóä×ÂÕØöć To: ÿßøćîÿÜõÕìÚ­óÖ¬óÈ Contact ăÕ­ÿË¬ÚÂòÚ 

Tip2: ëČóìäòÛ Cc Āæñ Bcc ëóâóä×ÂÕ ÿßøćîÿßõćâËøćîÝú­äòÛ message ăÕ­ÿË¬ÚÿÕöãèÂòÛ To: 

 

4. Ăë¬ìòèÃ­îØöćË¬îÈ Subject ìóÂÖ­îÈÂóäĀÚÛăàæ° ëóâóä×ÂÕ Attach a file Āæ­èÿæøîÂăàæ°ØöćÖ­îÈÂóäĀÚÛ 

ÃÔñØöćăàæ°ÂČóæòÈ upload ÉñÃ÷ĈÚĀ×ÛĀëÕÈë×óÚñÂóä upload 

 

 

Tip1: ìóÂÖ­îÈÂóäĀÚÛăàæ°îøćÚąÿßõćâÿÖõâĂì­ÂÕØöć 

Attach another file 

Tip2: ëóâóä×ãÂÿæõÂÂóäĀÚÛăàæ°ăÕ­ Õ­èãÂóäÿîóÿÅäøćîÈìâóã ìÚ­óËøćîăàæ° îîÂ 

5. ÜäòÛĀÖ¬ÈÃ­îÅèóâăÕ­ Õ­èãÿÅäøćîÈâøîÖ¬óÈą 

 

6. ØöćÛäõÿèÔÕ­óÚÛÚ ëòÈÿÂÖùÿìĆÚè¬óÉñâöÃ­îÅèóâ  Ì÷ćÈäñÛÛÉñØČó

Âóä save Ã­îÅèóâĂì­āÕãîòÖāÚâòÖõ āÕãÃ­îÅèóâØöćãòÈăâ¬ë¬ÈîîÂăÜ Éñîãú¬ĂÚ Drafts 

7. ÂÕ  ÿßøćîë¬ÈÃ­îÅèóâ  

Tip: ìóÂÉñãÂÿæõÂÃ­îÅèóâ Ăì­ÂÕ  
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ØČóÅèóâÿÃ­óĂÉ Labels Āæñ Conversations 
 Labels Āæñ Conversations ÿÜĆÚäñÛÛÉòÕÂóä mail ĀÛÛĂìâ¬ØöćÉñË¬èãĂì­ mail ÃîÈÅùÔÿÜĆÚäñÿÛöãÛ ĀæñÿäöãÂĂË­ÈóÚ

ăÕ­È¬óã ĀÖ¬ÿÚøćîÈÉóÂëõćÈÿìæ¬óÚöĈÿÜĆÚäñÛÛØöćîîÂĀÛÛÃ÷ĈÚâóĂìâ¬ ÂóäØČóÅèóâÿÃ­óĂÉĂÚìæòÂÂóäØČóÈóÚÃîÈëõćÈÿìæ¬óÚöĈÉ÷ÈÿÜĆÚëõćÈ

ëČóÅòÎ ÿßøćîË¬èãĂì­Ýú­ĂË­ëóâóä×ĂË­ÈóÚëõćÈÿìæ¬óÚöĈăÕ­îã¬óÈÿÖĆâÜäñëõØÙõáóß ĀæñÖäÈÖóâèòÖ×ùÜäñëÈÅ° 

Label 

ëČóìäòÛ label ÉñâöìÚ­óØöćÅæ­óãÂòÛ folder ĂÚ mail ĀÛÛØòćèąăÜ ĀÖ¬ëõćÈßõÿéêÂè¬óÅøî labels ÿÜĆÚÿìâøîÚ Ǘ­óãµ Øöćÿäó

ĀÜñÖõÕăè­ÂòÛ message Ì÷ćÈĂÚ message ìÚ÷ćÈą ëóâóä×ĀÜñÜ­óãăÕ­âóÂÂè¬óìÚ÷ćÈÜ­óã É÷ÈÿÜĆÚÂóäÿßõćâË¬îÈØóÈĂÚÂóäÅ­Úìó 

message ÚòĈÚăÕ­ÉóÂìæóãąØóÈ Öòèîã¬óÈÿË¬Ú ĂÚ message Ì÷ćÈâöÿÚøĈîìóÿÂöćãèÃ­îÈÂòÛÂóäÉîÈÖòĊèÿÅäøćîÈÛõÚăÜÿØöćãèÖ¬óÈÜäñÿØé

ÿäóëóâóä×ĀÜñÜ­óãăÕ­ØòĈÈ ́Travelµ Āæñ ´Ticketµ ØČóĂì­ message ÚöĈÜäóÂÏîãú¬ØòĈÈ 2 label ìóÂÖ­îÈÂóäÅ­Úìó message 

ÕòÈÂæ¬óè ëóâóä×Å­ÚìóăÕ­ØòĈÈÉóÂ ´Travelµ Āæñ ´Ticketµ 

ÿäóëóâóä×ëä­óÈ(ìäøîæÛ) label Ã÷ĈÚâóăÕ­ÿîÈ āÕãëóâóä×ÖòĈÈËøćî ÜäòÛëö ìäøîëä­óÈ label Ì­îÚÿÃ­óăÜîöÂÂĆăÕ­ ĀÖ¬Éñâö 

label ßõÿéêîãú¬ÉČóÚèÚìÚ÷ćÈ Ì÷ćÈÿÜĆÚ label ØöćäñÛÛëä­óÈĂì­ ăÕ­ĀÂ¬ Inbox, Sent Mail, Spam Āæñ Trash Ì÷ćÈ label ÿìæ¬óÚöĈÿäóăâ¬

ëóâóä×æÛ ÿÜæöćãÚëö ìäøîÿîóÜ­óãîîÂÉóÂ message ăÕ­āÕãÖäÈ Ã­îÅèääñèòÈÅøî ÂóäæÛ 

message ÉóÂ Sent Mail ÅøîÂóäæÛ message ÚòĈÚ Āâ­è¬óÿäóÉñĀÜñÜ­óãîøćÚąăè­ÂĆÖóâ ÿßäóñ

âòÚÅøî message ÿÕöãèÂòÚØöćâö Ü­óã Sent Mail ĀÜñîãú¬ îã¬óÈăäÂĆÖóâ ìóÂÿÝæîæÛ message 

ÿäóëóâóä×ÿîóÂæòÛÅøÚăÕ­Øöć Trash áóãĂÚ 30 èòÚ 

Conversations 

 āÕãÜÂÖõ message ÉñĀëÕÈÝæÿäöãÈÿèæóĂÚÂóääòÛ-ë¬È Ì÷ćÈĂÚÂäÔöØöćâö reply message ÉČóÚèÚâóÂ ìóÂÿäöãÈÖóâ

ÿèæó ÉñÿìĆÚè¬ó message ØöćĀÖ¬æñÅÚ reply ÉñÂäñÉòÕÂäñÉóãîãú¬ ÿÚøćîÈÉóÂÿèæóĂÚÂóääòÛ-ë¬È ăâ¬ăÕ­ÿäöãÈÖ¬îÿÚøćîÈÂòÚ ØČóĂì­Âóä

î­óÈîõÈ message Ö¬óÈĂÚìòèÃ­îÿÕöãèÂòÚØČóăÕ­ăâ¬ëñÕèÂ Conversations ÿÜĆÚĀÚèÅõÕĂìâ¬ØöćÉñâóË¬èãĀÂ­ÜòÎìóÕòÈÂæ¬óè 

 

Message Øöćîãú¬ìòèÃ­îÿÕöãèÂòÚ ĀÖ¬ÿäöãÈÂòÚîã¬óÈÂäñÉòÕÂäñÉóã 
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Conversation äèâ message ăè­ĂÚØöćÿÕöãè  

Conversations ÉñäèâÉÕìâóãĀÖ¬æñÊÛòÛØöćâö Subject ÿÕöãèÂòÚ ÿÃ­óâóÿÜĆÚÂæù¬âÿÕöãè ØČóĂì­ message ØòĈÈìâÕ

äèâîãú¬Õ­èãÂòÚîã¬óÈÿÜĆÚäñÿÛöãÛ ÕúÿäöãÛä­îãĀæñëñîóÕÖó ĀæñØČóĂì­ëóâóä×î­óÈîõÈ message ÿÂ¬ó ăÕ­ĂÚØöćÿÕöãè ÿâøćîÿäóÿÜõÕ 

message ØöćâöÅÚ reply ÂæòÛâó Conversation ÉñăÜÕ÷È message ØòĈÈìâÕØöćÿÂöćãèÃ­îÈäèâ×÷ÈîòÚØöćÿäóë¬ÈăÜìóÝú­Øöć reply Õ­èã 

âóÌ­îÚăè­Õ­óÚìæòÈÿäöãÈæČóÕòÛÂ¬îÚìæòÈÖóâÿèæó ØČóĂì­ÿäóëóâóä×î¬óÚ message ÿÂ¬óăÕ­āÕãëñÕèÂ  

 

Tip: ëóâóä×î¬óÚ message ÿÂ¬óăÕ­āÕãÂÕØöćÛäõÿèÔìòè message ìäøîÂÕØöć ØóÈÕ­óÚÃèóÃîÈ message ÿßøćîÕú

äóãæñÿîöãÕÃîÈ message ÿÂ¬óąØòĈÈìâÕ 

 

 

 

 

Message ØòĈÈìâÕ×úÂÌ­îÚîãú¬Õ­óÚìæòÈ ßä­îâî¬óÚăÕ­ØòÚØö 
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ÂóäÉòÕÂóä Message 
 ÉÕìâóãØòĈÈìâÕØöćÛùÅÅæîøćÚë¬Èâó Éñîãú¬ĂÚ Inbox ëóâóä×ÿÜõÕÕúăÕ­Õ­èãÂóäÅæõÂØöćÉÕìâóãÚòĈÚ ÿßøćîÕúäóãæñÿîöãÕ

Ö¬óÈąÃîÈÉÕìâóã āÕãâöë¬èÚÜäñÂîÛÕòÈÚöĈ 

 

Tip: ÂÕ  ÿßøćîĀãÂìÚ­óÖ¬óÈĂìâ¬ 

 

1. ë¬èÚëČóìäòÛÉòÕäñÛÛ Message  

 
¶ Archive: ÿîó label Inbox îîÂ (ăÜîãú¬ĂÚ All Mail Āæñ label ØöćÿäóÂČóìÚÕăè­) 

¶ Report spam: ÿîó label Inbox îîÂ (ăÜîãú¬ĂÚ Spam) 

¶ Delete: ÿîó label Inbox îîÂ (ăÜîãú¬ĂÚ Trash) 

1 

2 
3 

4 


























































































