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Nine ways your small business can be m0re efficient with Gmail. 

R
unning a small business isn't easy - every ringgit 
counts and there is never enough time, 

The Gmail team gets that, which is why they've 

designed Gmail to help people be more efficient 
and productive. 

Last April marked Gmail's ninth birthday, and in honour of 
that, they're sharing nine tips to help small businesses be more 
efficient using Gmail. 

Some of these features have been there since day one and 
some they've added along the way, 

1. Leverage	 the power of search: When you run a small 

business, being organised is vital. But it's hard to find time 
to sort, label, and take action on all those emails. That's 
where search comes in -- search in Gmail makes it easy 
to find the email you are looking for in seconds. Search by 
size, keyboard, daLe, recipients, whether an email has an 
attachment, and so much more. 

2.	 Hangout for meetings: Perhaps you don't 
have an office space quite yet, or your 
employees are spread out over the country 
making it hard to get everyone into the same 

room, For your next meeting, try starting a 
ten-person video chat straight from your Gmail 
inbox using Hangouts. 

3.	 Create a task list - then email it: Gmail 
lets you create a task list that appears as a 
minimisable window in your inbox. Simply click 
on "Mail" (right above the Compose button) 

and select "Tasks" to get started, And once you've created 
a list, you can email it by clicking the "Actions" button. Now 
you and your employees can start checking things off! 

4.	 Use shortcuts: You probably don't think about how much 
time you lose when you reach over Lo grab your mouse. But 
all those clicks add up, slowing you down and making you less 
efficient, GmaH offers a ton of keyboards shortcut. Even if you 
only learn a few, you'll be tackling email faster than ever. 

5.	 Stay on the same page. Literally. Gmail's new compose lets 

you insert Drive files directly into your message. And unlike 
traditional attachments, everyone can edit and work in the 
document in real-Lime -- which means everyone is working on 
the most up-to-date version of the document. Plus, you don't 
have Lo worry about oversized attachment error messages 
because you can insert Drive files up to 10GB. 

6.	 Pick the right mode of communication. Email is a great 
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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 
you stay calm and focus: Running a small business (and 
answering emails) can get stressful. Pick a theme for your 
Gmailthat makes you smile - you can choose any of Gmail's 
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HD themes or use your own image, whether it's a picture of 
your puppy. a photo from your last vacation, or your favorite 
piece of art... 


