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Executive Brief 

 With the upcoming technology migration that will end support for the Outlook email 

servers of XYZ Company in favor of the more robust Gmail© feature within the G Suite© 

platform by Google©, it is beneficial to fully understand the new features that Gmail© will 

provide to the company and its employees. In addition to new user-visible changes, the migration 

from Outlook will also provide increased corporate security, easier collaboration amongst 

employees and teams, and generate a cost savings associated with the reduced time and labor 

required to maintain local email servers. Finally, this migration of the corporate email system 

will future-proof the email service of XYZ Company, allowing for security and feature updates 

to be rolled out automatically by Google©, ensuring the companyôs email service grows with the 

needs of the company and protects the employees from emerging security threats delivered via 

email. 

Key Features 

 There are many benefits to migrating XYZ Companyôs email service from a locally-

hosted and managed Outlook configuration to Gmail©. For the end users, key benefits include 

features like increase mailbox storage (30GB of inbox storage each), compatibility with Outlook 

desktop email clients, and improved mobile email availability (including offline access) (ñG 

Suite© Featuresò, n.d.). These new features will provide employees with more flexibility when it 

comes to accessing their email in the office and on-the-go. 

On the corporate-level, Gmail© provides many features and improvements over the 

existing Outlook setup that will both make the email service more secure and easier to manage. 

Initially, Gmail© enables an easy transfer process with automated tools that integrate with the 

existing email service of XYZ Company to migrate employees and their important emails (ñG 



Suite© Featuresò, n.d.). This will greatly reduce the workload of the information technology (IT) 

staff, creating an immediately realized cost savings for management. Additionally, the security 

features employed by Google© such as benefitting from the same security structure that secures 

all of Google©ôs products and services (ñG Suite© Securityò, n.d.). This comprehensive security 

implementation will provide the strongest levels of protection available, while removing this 

responsibility from XYZ Company and its IT staff. 

Finally, increased collaboration tools provided by G Suite© will enable easier secure 

sharing of files and documents, and real-time editing of documents, presentations, and 

spreadsheets amongst employees across all departments. 

Training Manual Overview  

 The training manual addressing the email migration from Outlook to Gmail© will contain 

specific information relevant to each employee, catered to their positions within the company. 

While all employees will receive a standard baseline of training on core functionality and 

features of business Gmail©, specialized supplementary training will address the information 

and learning needs of different employees depending on their departmental membership. 

Less technical departments and employees will be given supplementary training 

documents that focus on the basics of using web-based and client-based email to ensure 

familiarity with the new Gmail© interface. Although many employees may already use Gmail© 

for their personal email accounts, it is important to best understand the business-related features 

of Gmail©, like out-of-office replies, signatures, etc., and where they may go online to access 

and modify these features. Much of this training will include introductions to Gmail©ôs web-

based interface for accessing and managing email, with step-by-step instructions for performing 

common tasks like composing new messages and organizing saved messages in relevant folders 



for easy retrieval. Another focus will be on the powerful search bar available within the Gmail© 

web interface, enabling both simple and complex search queries that allow employees to quickly 

find the emails containing the information they seek. 

More technically-inclined employees will receive specialized advanced Gmail© usage 

training in addition to the standard training provided to all employees. Depending on their 

departmental association, unique content will be available that provides useful information on 

advanced features including comprehensive search terms, message labels and filtering, and 

granting access to their account to other employees as necessary. Additionally, employees in the 

IT departments will receive supplemental training on the administrative features of G Suite©, 

enabling them to effectively manage the Gmail© backend, and help with light troubleshooting 

for employees needing help. They will also be trained on how and when to escalate support 

requests to Google©, who offers 24/7 support for business Gmail©. 

Training Manual Organization  

 In order to best deliver this training in an effective manner, great importance is placed on 

the organization and layout of the training manual. Considerations on the varying levels of 

technical expertise will be applied, as well as accommodations for the varying types of learning 

styles present throughout XYZ Companyôs employee departments. 

 The training manual will begin with an overview and introduction of Gmail©, including 

the benefits that it provides over the current Outlook email platform. Comparisons will be drawn 

to the existing Outlook interface, allowing employees to quickly get started with the new 

Gmail© offering by seeing how closely it functions to what they are used to. 

 Next, the differences between Gmail© and Outlook will be highlighted with specific 

importance placed on how the newer features are improved and more comprehensive, while 



providing examples on how to accomplish these tasks in a new way. Special care will be given to 

previously-identified pain points in Outlook, showcasing the improvements that Gmail© offers 

on these problems and assurances that current use cases will remain supported. 

 Following that, specifics on additional basic usage of Gmail©ôs web-based interface and 

supplemental advanced training topics will be covered for relevant employees. Short tutorials 

showing basic and advanced usage of the search bar will be included, as well as configuration 

demonstrations that allow employees to employ extra features like forwarding, out-of-office 

replies, and custom signatures. 

 Finally, a summary of the new and different features will be provided and then followed 

by a concluding slide that contains quick reference resources to these feature descriptions, 

acknowledgement of some issues that may arise during the migration, and instructions for how 

and where to seek additional help if needed. 

 This comprehensive training manual will cover the basics of using Gmail© for business, 

and offer more detailed and advanced training for the more technically-inclined employees. All 

employees will receive the same training manual, but relevant supplemental sections will be 

highlighted for advanced employees as is appropriate. It will be presented in a way that flows 

logically for all 

Exemplar 



 

 The most effective methods for delivering information in training vary from trainee to 

trainee, and so this training manual with the accompanying classroom training has been designed 

to target various learning styles. The training manual itself will target all users, providing a 

comprehensive tutorial document that both explains the reasons for the migration and teaches 

readers how to use the new email system. This manual is then supported by instructor-led 

classroom training that will provide live demonstrations of the features of Gmail©, its 

differences from Outlook, and allow for questions and answers that will clarify confusion. 

Conclusion 

 XYZ Companyôs migration from Outlook to Gmail© is a big transition for the company, 

and an important change for its employees. In order to ensure that employees are set up for 

success and given the tools they need to be effective within the new email platform, a 

comprehensive training manual is being developed and will be supported by a thorough 

instructor-led classroom training session. These methods have been shown to be an effective 

Utilizing  visua l met hods to d ifferen tia te existing  servic es while a lso pointing  out similarities is an ef fec tive met hod  of ga ining  user buy-in and  help ing  with the transition (Hsu, 2014).

Classroom tra ining  will a llow tra iners to ef fec tively  en gage em p loyees while a lso imparting  c ritica l knowled ge on how to best use the new  system . Live examp les c an be 
dem onstra ted  while a lso a llowing  for questions and  answer sessions to add ress c onc erns (Pera lta , 2016).
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learning method for a variety of learning styles and will best deliver the relevant information in 

an easily consumable and referenceable format. 

  



1. Legal Notice 
 

XYZ Company has made every attempt to ensure the accuracy and reliability of the 

information provided in this training manual. However, the information is provided ñas isò 

without warranty. XYZ Company does not accept any responsibility or liability for the accuracy, 

content, completeness, legality, or reliability of the information contained in this manual, but all 

reasonable efforts have been made to provide accurate training. 

 XYZ Company shall not be liable for any loss or damage of any nature (direct, indirect, 

consequential, or other) which may arise from the use of this training manual. This manual 

provides links to third parties, and this content is not under the control of XYZ Company, and 

XYZ Company cannot and will not take responsibility for the information contained on third 

party websites. Links to these third parties should not be taken as endorsement by XYZ 

Company. 

 

 Google©, Gmail©, and G Suite© and their logos are trademarks of Google©.  
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2. Basic User Training 

a. Purpose of Training 

 This training document contains the information necessary to successfully begin using 

Gmail© effectively as part of the new corporate communication method. Transitioning away 

from Outlook to Gmail© is a fairly simple process, but there are differences between the two 

programs that must be understood for efficient use of the new email system. In this training, you 

will learn the skills necessary to successfully navigate through the Gmail© interface and perform 

actions such as: logging in, sending, reading, deleting, and organizing email, searching for 

specific email(s), creating signatures and out-of-office replies, logging out, and finding help 

when running into trouble. Upon successful completion of this training you will be able to 

comfortably perform all of these actions without requiring additional assistance. 

 

b. Comparison to Outlook 

 The Outlook email interface that you are familiar with is not wholly different from 

Gmail©. Google© has taken great pains to develop an easy to use interface that is similar to 

many of the other options available, including Outlook. The graphic below contains a quick 

overview of the two interfaces, highlighting the similarities and differences between the two 

interfaces. You are likely to find that you are already familiar with Gmail©ôs interface, even if 

you have never used it before! 



 

Figure 1:(Klosowski, 2012). 

c. Logging in to Gmail© 

 Logging into Gmail© is the first step toward enjoying the new email system, and is a 

simple process. Follow these steps to login to Gmail©: 



 

Figure 2: Gmail© login screen 

 

1. First, navigate to https://www.Gmail©.com  

2. Next, enter your company email address in the 

ñEmail or phoneò field. 

3. Then, click the ñNextò button. 

 

4. Enter your password in the ñEnter your 

passwordò field. 

5. Then, click the ñNextò button. 

6. If you have forgotten your password, click the 

ñForgot password?ò link below the password 

entry box. 

 

https://www.gmail.com/


 

Since Two-Factor Authentication is enabled on all 

company accounts, you must further authenticate by 

opening the Google© App on your phone and 

tapping ñYesò to login. 

 

For security purposes, only check the ñDonôt ask 

again on this computerò box if you are logging in 

from the office, on your company-issued computer. 

 

d. Composing Email 

 Much like Outlook, composing a new email within Gmail© is a very simple process. To 

get started, simply click the ñComposeò button in the upper left-hand corner of the Gmail© 

interface: 

 

 Next, a New Message window will pop-up within the lower-right section of the Gmail© 

interface. Use this window to create and send your new email: 



 

e. Reading Email 

 Reading email is incredibly simple within the Gmail© interface, much like it is within 

Outlook. To read a desired message, simply click on that message within the list. That message 

will then open, displaying its contents on the screen: 

  



f. Deleting Email 

 Much like reading email within Gmail©, deleting messages is a simple process. To delete 

an email, first click the Checkbox next to the message, then click the ñDeleteò button located 

near the top of the screen, as shown below: 

 

 

1. Recovering Deleted Messages 

 Deleted messages may be recovered by clicking the ñUndoò link contained within the 

small pop-up that appears at the top of the Gmail© screen after deleting a message: 

 

g. Organizing Email 

 Messages may be organized in a number of ways within Gmail©. The easiest option is to 

simply drag and drop a message into the folder you wish to store it in: 



 

h. Searching Messages 

Google© has made searching for messages just as easy as searching for information 

online using their search engine. In fact, search within Gmail© is powered by the technology 

that runs the Google© search engine! Just type in your desired search term to immediately 

see results matching the query. In the example below, emails relating to ñdocumentsò are 

displayed: 



 

i. Signatures & Out-of-Office Replies 

Setting up signatures are a common task for all email users. The process is different from 

Outlook, but is still easy to do. 

 

 

1. Click the ñGearò 

icon to open the 

options menu. 

2. Click ñSettingsò to 

open the Settings 

page. 



 

3. Type in your 

desired signature in 

the ñSignature:ò 

section. 

 

4. Out-of-Office 

replies may be set 

up similarly, just 

further down the 

ñSettingsò page. 

Scroll down to see 

and 

create/modify/delet

e your reply. 

j. Logging Out 

In order to protect the security of your account, it is crucial to Log Out when you are 

done accessing your email. This should happen when leaving your desk for extended breaks, 

or leaving the office for the day. The process is simple and involves just clicking your picture 

in the upper-right corner of Gmail©, then clicking ñSign outò. 



 

 

k. Getting Help 

Although Google© has worked hard to ensure that Gmail© is easy to use, there may be cases 

where you require extra assistance. Help is available during business hours through the company 

Helpdesk, and Google© also provides excellent support options online here: 

https://gsuite.Google©.com/support/ 

  

https://gsuite.google.com/support/





















