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Section 1: Set Up Google Chrome & GMass

Who Should Use This Guide

The GMass Getting Started Guide is for those interested in using GMass. Google Chrome
and Gmail are required for GMass. Both Gmail and Google Chrome Installation instructions
are included. If you already have them, skip to Section 2 on Page 7.

Benefits of Using GMass in Gmaiil

GMass was created to easily help you with your email marketing requirements. It is a
powerful mass email and mail merge tool for Gmail.

GMass is an excellent choice for

Email Marketing
Email Newsletters
Mail Merge

Mass Email

Additional GMass Advantages

Send email marketing campaigns to 10,000 people
Connect to Google Sheets

Personalization

Scheduling

Open and click tracking

Create email lists based on search results

Send emails as replies to the last conversation you had with each person

Requirements for Using GMass

Google Chrome must be your browser € chome
For GMass, you need a Gmail account, or M Gmail
Google Apps for Work (very reasonably priced) Google Apps
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Creating a Gmail Account

It is easy to open a Gmail Account, if you do not have one already. To obtain Gmail, perform
these following steps.

1. Inthe Google Chrome browser, go to Google: https://accounts.google.com/signup.

2. The Create your Google Account screen appears for you to enter your information.
Refer to Figure 1.

Google

Create your Google Account

One accountis all you need Name

Chaoose your usemame

| preder to usa my cusrent email address

Create a password

Conlitm your password

Birthday
Month s
Gender
lom.,, ~
Mobile phone
- b~

Your cusrent email address

Default homepage
/|  Sat Googls a5 my defauit homapage

Your default homeoaos in wour browser i the firet

Figure 1 - Create Your Google Account Screen

3. Google Products gives you access to Gmail, Google Docs, Google Sheets, etc., as
displayed in Figure 2.
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https://accounts.google.com/signup

Google

Aboul Google  Products

Web

Web Search

F
b Search bilkons of web pages

Toolbar

o~ Add 3 search box [o your browser

Mobile

! Mobile
Get Google praducts on your mobie phone

gq Search for mobile
Search Google wheraver you are

Business
Google Clowd Platiorm

Buikd and host applications and websites, store and analyze data on
Google's scalable infrastructre

A AdWords
Altract more customness and onfy pay for results

g AdSense

Craate online revenus today
Analytics

Know your audience and analyze Waffic

L

YouTube
Watch, upload and share videos

Books
Search the full text of books

| = 8

News
Search thousands of news stones

o}
N

A Google Photos

¢
w

® 2

G

® 2D

I EB Vv

Now you can create sharteuts for easier navigation across your favonte Google products. Shaw me how

Google Chrome
A browser built for speed, simplicity and secunty

Bookmarks
Accoss your bookmarks and starred ilems

Maps for mobile
View maps, your location and get directions on your phone

Google Apps for Work
Get emad, docs, storage and more, customized for your business

Google My Business
Make sure your business looks great on Google Search, Maps and
Google+ for free

AdMob
Make money from your apps

Google Domains
Find a domam and build a websste for your b

Google Play
Your musgic, movies, books, and Androdd apps available anywhere

Image Search
Search for images on the web

Video Search
Search ko videos on the web

Google Cardboard

Figure 2 - Google Products Screen

4. For more detailed information on Google account products, click on this link:

http://www.google.com/about/products/
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Downloading the Google Chrome Browser

Now you can download Google Chrome at: https://www.google.com/chrome/. To do so:

1. Click Download to install Google Chrome to a personal computer or mobile device, as
shown in Figure 3.

BigHome - Porsonsl - %7 M Inbok - thescopack x| BIGWss - 3 powertul . %) € Chrome - e ] 53]

<« C # LU ntpsy/wewgooglecomychron ® =

€ chrome

Figure 3 - Google Chrome Download Screen

2. Then click the Download Chrome button, as displayed in Figure 4.

Features

Get =l 4 | ™

For personal computers For mobile

Download Chrome

For Windows 10/8.1/8/7/Vista/XP 32-bit

Download Chrome for another platform

Figure 4 - Get Google Chrome Choices

3. Downloading for other platforms also available. See Figure 5.

Download Chrome

Download for Windows

For Windows 10/8.1/8/7/Vista/%P 32-bit

Download for phone or tablet
Android

Download for another desktop 0S

je / f
R*0 / <+

Figure 5 - More Choices to Download Chrome
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Obtaining the GMass Extension

You are now ready to install and set up GMass from Google Chrome.

1. With Google Chrome open, go to GMass at: https://www,gmass.co/

2. The Main GMass page opens, as displayed in Figure 6.

Note: For this step you must have Google Chrome open. You will be unable to
install GMass from a different browser. An installation error message appears on the
GMass page.

&

A powerful mass email system for Gmail (and it's free)

Use Gmail to send email marketing campaigns to 10,000
people. Connect to Google Sheets. Personalization.
Scheduling. Open and click tracking. Create email lists
based on search results. And the killer feature - send emails
as replies to the last conversation you had with each
person.

THIS INSTALL BUTTON WON'T WORK —- GMASS REQUIRES CHROME

Figure 6 — The GMass Main Page

3. Open Google Chrome and click the Add GMass to Chrome button. See Figure 7

ADD GMASS TO CHROME

Figure 7 - Add GMass to Chrome Button in Google Chrome
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*(92)

View details

It can:

« Read and change your data on
inbox.google.com, mail.google.com, and
www.gmass.co

Add extension Cancel

Figure 8 - Add GMass Extension Screen

The Request for Permission for GMass
screen appears. Refer to Figure .

Click Allow for GMass to:

e View and Manage your Mail

e Know who you are on Google
e View Your email Address

e View and Manage your Spreadsheet in
Google Drive

You should see the GMass Mail Merge for
Gmail has been added to Chrome
confirmation.

It will state info about GMass and Google
Extensions, as shown in Figure 10.

4. Select Add extension at Add GMass: Powerful mail merge for Gmail. (Figure 8)

5. Click on the button for Connect GMass Now! when it appears, as you see in Figure 9.

Add "GMass: Powerful mail
merge for Gmail"? ﬁ

GMass

You must connect GMass to Gmail for
GMass to work

Connect GMass Now!

Figure 9 - Connect GMass to Gmail Prompt

- GMass would like to:

M \iew and manage your mail

Know who you are on Google

Vicw your email address

@ View and manage your sgreagsheets n Google
Drive

10 BEe your niarmaton
vacy polces. You ¢an

iy “

Figure 10 - Request for Permission

Chrome.

GMass: Powerful mail merge for *

Gmail has been added to

This icon will be visible when the
extension can act on the current page.

Manage your extensions by clicking
Extensions in the Tools menu.

Figure 11 — GMass Had Been Added to Chrome
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Section 2: — How to Use GMass

Starting GMass in Gmail

The procedure for using GMass from Gmail is easy. Take the following steps.
1. Open Gmail if it is not already open

2. Notice the top of your Gmail screen now has 2 new, red GMass buttons, as in Figure 11.

Google

Gmail ~

COMPOSE & Primary 25 Social ¥ Promotions

Inbox
Starred
Sent Mail
Dralls

All Mail
Spam
Trash
Categories

© Updates

Admmn
Calendar
- .
ms_Jeats

0 GB (0%) of 16 GB used Terms  Privacy
Manaoc

Figure 11 - GMass Buttons at the Top of Gmail

== | Connects to an email list in a Google Docs Spreadsheet.

Send a follow-up campaign based on opens and clicks

“h Note: You downloaded GMass in Google Chrome. The two GMass buttons will appear
at the top of each of your Gmail account.

3. Your Google Drive space opens.

4. Any documents and folders that you have created will display in your Google Drive. Refer
to Figure 12.

Last account activity:
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Google g 2 |

& DOrive My Drive ~
Pe———— Name Ownar Last madified
(e |
Folder v to get started with Drive me Jul 27, 2015 e
b File uplead PlusContacts TestList ne Apr 8, 2016 i
B3 Folder upload
Q Google Docs
@ Google Sheets

Goaogla Slides

More

Figure 12 - Documents on a Google Drive

Creating a Google Sheets Spreadsheet

1. Click the New button which appears in the left column of your screen.

2. From the New Menu options, click Google Sheets to create a new spreadsheet. See
Figure 13.

__ new |

Folder

File upload

Folder upload

Google Docs

EoD B> B

Google Sheets
Google Slides

More

Figure 13 - New Button and Selecting

3. Anew, blank and untitled Google Spreadsheet opens up. Refer to Figure 14.
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Untitled spreadsheet
File Eaet View Insert Format Data Tools Add-ons Help

S ~T $ %0 0123- Al - 10 - B/ S A. ®.H =-l-l+- co@mY-Z
A 8 b D E F G H | J
_ —
2
3
4
5
6
7
8
]
10
Figure 14 — A New, Blank, Untitled Google Sheet
4. You may want to type your contacts manually, if you do not have many contacts, or

© N

You can Copy and Paste text from existing spreadsheet data, or

You can Upload a Spreadsheet from your computer and import any of these file formats:

|xls  [xlsx [xlsm [xIt [xltx |xltm |.ods [.csv [ixt [tsv |tab |

Ensure that your spreadsheet’s top row includes the column headings that you require.

GMass automatically uses column headings in the spreadsheet. See Figure 15.

5= Untitled spreadsheset [}
File Edit View Insert Format Data Tools Add-ons Help Al changes saved in Drive

H e ~T $ % o 00123 |12 - BZSsA. -3 F-Ll-l- coBMY-Z
fx Emall
A B C D E F G
L 1 “Ii:munl IL‘uslName First Name Company Fhone Newsietler
2 Kimogpgman com Bemry RKimoary KIS closart To7-451-1234 7165
3 maryb@bandb.com Brown Mary BandB 213-320-5690 Yes
4 evocloud newi@gmail com Cloud Evo EvoCloud 919-455-7802 No
5 dan@collegepontcom Green Dan CollegePont com 718-342-8900 Yes
6 rongreen{@graens com Graen Roger Green's Gresnary 516-495-1123 Yas
7 dougrossi@urbanstyles.com Ross Doug Urban Styles 800-216-5644 Yes
8 ms@theaterciub.com Stowart Mandy Tha Thaater Club 800-437-1011 Y8es
g  WiMance@geekwarel.com Vance Nilliam Geekware 201-668-0278 Yes
10 daviner@eddept com Viner Danny Dapt of Educaation 718-552-0756 No
1 mwashington@legal-aid.org Washington Marie L Legal Aild Society 212.239-6544 Yes
12 joy123gmail cam White Joy New York University 212-833-4022 Yes
13 cwright@candywrnght.com Wrght Candy Candy Wright 407-214-78%0 Yes
14

Figure 15 - Contact Information in a Google Spreadsheet
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9. The top field displays Untitled spreadsheet if you have not saved the spreadsheet yet,

as shown in Figure 16.

= Untitled spreadsheet Es
Flle Ednt View Insert Format Data

Tools Add-ons Help All changes saved In Drive

Figure 16 - An Untitled Spreadsheet, which has Not Been Saved

10.Name the untitled spreadsheet and it will be saved automatically. See Figure 17.

= Creative Group B
‘ File Edit View Insert Formal Data

Add-ons Help Al changes saved in Drive

Figure 17 - Saved Spreadsheet

Selecting a Google Spreadsheet

1. Return to your Gmail Inbox.

2. Click on the button to Connect to a Google Sheets Spreadsheet

Connects to an email list in Google Spreadsheet

3. A small window opens for you to select a Google Spreadsheet. See Figure 19.

4. Next, click on the Connect to Spreadsheet button, as shown in Figure 20.

GMass

Choose a Google Sheets spreadshest balow and Giass will auto-
detect the email addresses and other fiekls.

Google Sheets: |SELECT ONE ~ »

| Contacts Test List
Creative Group READSHE!

GMass

Choose a Google Sheets spreadsheet below and GMass vill auto-
detect the email addresses and cther fields.

Google Sheets: | Creative Group  »

CONNECT TO SPREADSHEET

Figure 18 - Select a Google Sheets Spreadsheet

Figure 19 - A Google Sheets Spreadsheet Selected

5. The new Google Sheets Spreadsheet that was just created is listed. Refer to Figure 20.

GMass Getting Started Guide
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& Drive My Drive ~ . Az |

“ Name o Ormree Lagt modfiec File size

B MyDrive [ B Contacts Tost List ) 645 P e - }

- Sharad with me B

Creative Group ne 447 PM e

i‘, Goecle Phatos

O Recent

& Howtaget started with Drive na Jul 27, 2015 me 1 MB

Figure 20 — New Google Sheets Spreadsheet Created

Creating a Gmail Message in GMass

1 A New Message window pops up displaying your list of spreadsheet’s email addresses.

2 Click the up arrow at the top right of the screen to work in a larger display. See Figure 21

New Message

kimb@gmail.com

maryb@bandb.com

avocloud. new@gmail. com dan@collegepoint.com
rongreen@areans com dougross@urbanstyles com
msgdtheaterciub com WillVancedgeskwarel com
davinsifeddapt com miwashinglon@@legal-aid org

joy123gmail.com cwnght@candywrighl com Cc Bec

Figure 21 - List of Spreadsheet's Email Addresses in the New Message

2. Each recipient will receive a separate email and will not see the other recipients.
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3. Enter your text in the Subject and Message area.
4. As you enter your message, click on the tiny arrow at the bottom of the screen. ﬁ
5. The Send Options in the Send Test section opens with the following options:

o field names

e tracking selections

e how to compose

e action

e when to send

6. As you enter your text, insert the desired fields in your message. (Figure 22).

Crealtive Group Tes! Message

kimb@gmail. com, maryb@bandb.com, evocloud new@gmail.com, dan@collegepoint com |8 more
Creative Group Test Message

Hi {First Name},
How have you been, {First Name}?

This message to you Is for updating my contact list. I have your place of employment as {Company}
and your phone number Is as {Phone}.

I trust you have been finding the information in our quarterly newsletters to be helpful,

If you would prefer stop receiving them, you may unsubscribe by clicking on the link.
Take care.
Send Test:
Send Test Email
Joan
The Best Company Google Sheets Personalize: Email | LastName | First Name | Company | Phone | Newsietter

ookl Y - USA
SEGREI TN = Unsubscribe: Add Unsubscnbe Link

Open tracking: ¥
Click tracking: ¥

Compose as: New messages ® Replies

Action: Send ' Just create Drafts *

Spread out: Send emails/day Show usage

Send when: Now v
Verdana - +T - B

EEEmfil 0 s e - o

Figure 22 - Send Options on the New Message Screen

=

7. The Send when Options section has a drop down menu which lists several options. See
Error! Reference source not found..
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Click tracki

In 1 Hour

Compose as In 3 hours

Action: Senc Tomorrow morning at 8am
Tomorrow afternoon at 1pm

Spread out: Tomorrow evening at 7pm 104
Custom date/time

Send when: Now v

Figure 23 — Send When Options

8. As an alternative, you can enter the desired date and time under Selecting Custom
date/time, as displayed in Figure 24.

Send when: | Custom date/time v
04/10/2016 07 11pm -04.00

Figure 24 - Desired Time Under Custom Options

To test, you may want to send draft messages before you send the real ones.

9. After completing the message, you must click the GMass Send button at the bottom of
the screen and not the Gmail Send button. Refer to Figure 25.

=
ENEER: @ 2 s a-06

Figure 25 - The GMass Send Button at the Message Bottom

m}

Using GMass without a Spreadsheet

Using a spreadsheet is not an absolute necessity. As an alternative, if you do not have a
spreadsheet, you can do one of the following:

In Gmail, click Compose to create a New Message.
Since GMass is activated, the GMass buttons appear at the bottom of your new message.
Manually type in addresses in the “To” field, (“CC” field or “BCC” field), or Google

Copy and paste addresses in the “To” field. (“CC” field or “BCC” field).
Refer to Figure 26.

H wnN

Gmail -

COMPOSE

Inbox

GMass Getting Started Guide Page 13



New Message

To marvb@bandb.com ©  dand@collsasooint.com
kimb@amail com cwrisht@candywriahi.com
douarassurbanstvies/com &

50
subjec!

Serif a- w2y A = = B L)
Figure 26 — New Message using Typed or Copied & Pasted Addresses

Note: Without using a spreadsheet (containing fields), you will not be able to personalize
your message. A majority of email users send emails without personalization.

Draft Messages

5. To view Drafts messages, click on the Drafts folder to view them. See Figure 27.

Draft

raft Creative Group Test Message - Hi Candy, How have you baen, Canay? T 713 pm
COMPOSE
Draft Creative Group Test Message - Hi Mane L | How have you been, Mane L 713 pm
[

Draft Creativa Group Test Message 11 Danny. How hays you een, Danmy? | 13 pm
Sent Mail Drafi Creative Group Test Message - Hi Wikiam: How have you baen, Wikam? 7A3pm

Drafts (11) Drafl Creative Group Test Message - Hi Doug How bave you been Doug? The 713 pm
All Mail
Spam

Trash Drat Creative Group Test Message - Hi Roger How have you been, Roger? Ti 713pm

Creative Group Tost Message - Hi Mandy, How have you bean, Mandy? 1 713 pm

p Calegones af Creative Group Test Messaga - Hi Evo How haye you besn. Evo? This 713 pm
© Updatas

Creative Group Test Message - HIT een, DanT This n 713 pm

Admn

Calendar
o e -

E._Dm}gfls Drat Creative Group Test Message - Hi Kimberty, How have you been, Kimoerl

-5:-_

Creative Group Test Message  Hi Mary How have you baen, Mary? This 13 pm

0 GB (0%) of 15 GB used Terms - Privacy

Minage Las‘;.a'ctcunt aciaty. 0 minules
- _L;.pgnn‘qlne{ma Ot

Figure 27 - List of Messages Sent as Drafts
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6. You can view one or more of the messages to verify they were individually addressed,

as displayed in Figure 28.

WilVancei@geekwarel com
Creative Group Test Message

Hi William,

How have you been, William?

Take care.

Joan
The Best Company
Brooklyn, NY - USA

Verdana ~- T~ B I U

= o

This message to you is for updating my contact list, T have your place of employment as Geekware and
your phone number is as 201-668-0278.

I trust you have been finding the information in our quarterly newsletters to be helpful.

If you would prefer stop recelving them, you may unsubscribe by clicking on the link.

A. E-i=i=EFEEM"N

3

%

B & $ @ co

2%
<)

(B
[S1

Figure 28 - An Recipient's Message Showing Individual Fields Populated

After you send out Draft messages, your Gmail Inbox will receive notifications:

1. That your GMass Drafts have been created, and what actions you want to take.

2. A message informs you that GMass Drafts were Sent as real messages. See Figure 29.

Inbox (2)

5 notify Your GMass Drafts have been SENT - Your 7 Drefis have been SENT for Campaign [D 154576 w  3:17 pm
Starred
Sent Mail ] notify Your GMass Drafts have been created -- take action - Subjoct GMass Test Using Typed or Past 2:562 pm
Figure 29 — GMass Drafts Message Notifications
GMass Getting Started Guide Page 15




Click on the Notify Message that your Drafts have been created and you will view:
3. Details about your Drafts

4. One link to actually Send the Message and another link to Delete the Draft. Refer to
Figure 30.

Your GMass Drafts have been created -- take action Inbox x

>
o]

notify@gmass.co via scndgrid.net 2:52 PM (19 minutes ago) @ Share lhis email
tome s

Subject: GMass Test Using Typed or Pasted Address
Schedule |D: 64476

Recipient sent to just now; 7

Recipients previousty sent to. 0

Unsubscribes removed. 0

Bouncas removed ()

Click here to SEND these Drafts: hitps //www gmass co/gmass/SendDrafis?c-d5ib5270-Tb3b-44ba-
bddc-a850aled334et

Click here to DELETE these Drafts® hitps://www amass co/gmass/DeletaDrafts 7c=d5{b5270-7b3b-44ba

bdde-a950a9e334cf

Figure 30 — GMass Drafts Creation — Notify Message Details

5. Click Send and the following messages display, as in Figure 31 and Figure 32.

B)cMass B cMass

=
Send these Drafts? Send these Drafts?

Your Drafta are baing senl]

Please confirm that you would like to send the 7 Drafts for Campaign |D 164976 with Subject GMass Test Using Typed or

Pasted Address Figure 32 - Send
These Drafts?

Figure 31 — Send These Drafts? Message 1

6. Open the Your GMass Drafts have been Sent message in your Gmail Inbox.

7. This confirmation presents the details about your final messages that were sent. Examine
Figure 33.

GMass Getting Started Guide Page 16



Your GMass Drafts have been SENT Inbox x aw

notify@gmass.co via sendgrid net 3:17 PM (0 minutes ago) &2 Share this emai -

to me

Your 7 Drafts have been SENT for Campaign ID 164976 with Subject "GMass Test Using Typed or
Pasted Address”

Figure 33 — Message Sent Confirmation Email in your Gmail Inbox

GMass Report Folders

Notice that after you click on the GMass Reports folder, 3 red GMass buttons display at
the top of Gmail, as in Figure 34.

Figure 34 — Clicking on GMass Folders Displays 3 GMass Red Buttons

1. Down in the left column you will find the GMass Reports Folders. REENEERIE LS

Three sub-folders display numbers of messages under: [CAMPAIGNS] (...
Opens (16)
_ Sent Copies (6)
e Campaigns GMass Scheduled

e Opens
e Sent Copies
e GMass Scheduled

2. The Campaigns sub-folder lists the Campaigns you sent. See Figure 35.

notify GMass Campaign Report: GMass Test Using Typed or Pasted Address  (5hiass Campagn 1D 184970 3:114 pm
notify GMass Campaign Report: Creative Group Test Message GMacs Campaion |0 146205 Subject Creal Apr 10
notify GMass Campaign Report: Test Message to  Ghlass Campagn 100 145188 Subect lest Massage (o ol Apr 10
notify GMass Campaign Report: My First Test GMass Message Cllass Campanan 1D 144474 Subyect My | Aprg

Figure 35 - The Campa|gns Sub-Folder Listing Your Campa|gns

3. The Opens Sub-Folder lists when recipients’ opened your messages. Examine Figure 36.

GMass Getting Started Guide Page 17



[ More # Live Fead 1-16 of 16 | EE IS
notify Your emall [GMass Test Using Typed or Pasted Address] was opened by |pgarciads@yahoo.com - & 3:20 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by jpoarciads@optonlin... - Ho  3:20 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by jpgarciadS@msn.com ~a 3:19 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by jpgarciad5@gmail.com 71 3:18 pm
notify Your emall [GMass Test Using Typed or Pasted Address] was opened by [pgarciads@yahoo.com -~ 3114 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by info@thescope2000.com 3:14 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by orders@thescope2000... 3:14pm
notify Your emall [GMass Test Using Typed or Pasted Address] was opened by |pgarclads@kindle.com - H  2:56 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by jpgarciads@msn.com - Hu 2:56 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by jpgarciad5@optonlin... 7= 2:55 pm
notify Your emall [GMass Test Using Typed or Pasted Address] was opened by |pgarciads@yahoo.com - & 2:55 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by info@thescope2000.com -  2:56 pm
notify Your email [GMass Test Using Typed or Pasted Address] was opened by orders@thescope2000... | 2:55pm
notify Your emall [Creative Group Test Measage] was opened by WillVance@geekwarel.com - Recipent Wi Apr 10
notify Your emall [Test Message to] was opened by cwright@candywright.com - Recipient cwnghizcandyw Apr 10
notify Your email [My First Test GMass Message] was opened by jpgarciad5@yahoo.com - Recoenl jpoa Apr8

Figure 36 — Opens Sub-Folder Listing When Recipients Opened Your Messages

4. The Sent Copies Sub-Folder gives a list of your Sent GMass Messages. (Figure 37)

GMass_Sent_Copy GMass Test Using Typed or Pasted Address || [Fusl Nama) Ths s a last messages usn 2:52 pm
GMass_Sent_Copy Creative Group Test Message - | 11 {First Name), How have you bean, {Fust Nama)? This m Apr10
GMass_Sent_Copy Test Message to - Hi [First Name), How have you Daen, [First Name}? This message is 1o Apr 10
GMass_Sent_Copy Test Message to Apr10
GMass_Sent_Copy My First Test GMass Message - Hi [FirstName'\Fnend) This 15 a test message I'm sending t Apr8
Ajay Goel The "Sent Copies™ Label archives all of your sent campaigns - Cverview You mioht he w Apr8

Figure 37 — Sent Copies Sub-Folder Listing Your Sent Messages

Access Google Drive at Any Time

You can always access Google Sheets or other Google Docs on your Google Drive. To
access your Google Drive, from within Gmail, perform any of the options below:

To access Google spreadsheets you have previously saved, you can:

1. Click on the GMass icon at the top right of your screen to access your existing
spreadsheets, or

2. As an alternative, from your Google Chrome browser, you can navigate to:
https://drive.google.com/drive/my-drive. You may be prompted to log in. or

GMass Getting Started Guide Page 18
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In order to create a new spreadsheet or other type of Google document on your Google
Drive, do the following:

1. In Gmail, click the Google Apps icon at the top, right of the screen. E

2. Click on the Google Drive icon from the Google Apps selections. Examine Figure
38.

Gmail Calendar

@ A

Googles Iranslate Hhotos

Figure 38 - Access Your Google Drive from Google Apps
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