


tool, but sometimes it's not
the most effective way to get
an answer, particularly if that
answer is needed ASAP!
Chat in Gmail is the perfect
way to get a quick answer
when you are in a bind.

7. Access your email from
any device: As a small
business, company-
sponsored devices may
not be in the budget. But
you can access Gmail on
your tablet, smartphone and
desktop, which means your
employees can bring their
own devices rather than
relying on you to provide
equipment.

8. Create a signature. Setting
up a Gmail signature isn't
just professional, it's also
a timesaver (who wants to
constantly be retyping their
title and contact info?). Go
to the general tab in your
Settings and select the font,
style, and content you want
for your signature.

9. Pick a theme that helps
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you stay calm and focus: Running a small business (and HD themes or use your own image, whether it's a picture of
answering emails) can get stressful. Pick a theme for your your puppy. a photo from your last vacation, or your favorite
Gmail that makes you smile - you can choose any of Gmail's piece of art. B,
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