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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 rob@stail© feature within th&s Suite©
platform byGoogleQ it is beneficial to fully understand the new features Graail© will
provide to the company and its employees. In addition to newvissble changes, the migration
from Outlook will also providencreased 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 iyoogleQ ensuring the company&6s ema
needs of the company and protects the employees from emerging securisydbleated via
email.

Key Features

There are many benefits to migrati-ng XYZ C
hosted and managed Outlook configuratiostoail©. For the end users, key benefits include
features like increase mailbox storage (30Ghbbx storage each), compatibility with Outlook
desktop email clients, and improved m®@obile em
SuitetOFeat ur es o, n.d.). These new features wil/|
comes to accesgirtheir email in the office and ethe-go.

On the corporatéevel, 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 trsfier process with automated tools that integrate with the

existing email service of XYZ CompanyGto migr



SuiteOFeat ur es o0, n.d. ). This wil/ greatly reduce

staff, crating an immediately realized cost savings for management. Additionally, the security
features employed b@oogle©such as benefitting from the same security structure that secures
allofGoogle@® s pr oduct sG Suite@S esceu rvii tcyeds, mpréhedsivg securityh i s
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®ysuite©will enable easier secure
sharng of files and documents, and réiate editing of documents, presentations, and
spreadsheets amongst employees across all departments.

Training Manual Overview

The training manual addressing the email migration from Outlo@ntail© will contain
specifc 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 busine€dmail©, specialized supplementary training will addreégesinformation
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-leeed and cliestased eméato ensure
familiarity with the newGmail© interface. Although many employees may alreadyGis&il©
for their personal email accounts, it is important to best understand the busiaéss features
of Gmail©, like outof-office replies, signatures, et@and where they may go online to access
and modify these features. Much of this training will include introductio@mail©d s -we b
based interface for accessing and managing email, wittbgtefep instructions for performing

common tasks like compogimew messages and organizing saved messages in relevant folders

c
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for easy retrieval. Another focus will be on the powerful search bar available witl@niag®©
web interface, enabling both simple and complex search queries that allow employees to quickly
find the emails containing the information they seek.

More technicallyinclined employees will receive specialized advarnGehil© usage
training in addition to the standard training provided to all employees. Depending on their
departmental associatiompique 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 featugeSuwte©
enabling them to effectively manage tBmail© backend, and help with light troubleshooting
for employees needing help. They will also be trained on how and whestalate support
requests t@oogleQ who offers 24/7 support for busingsmail®©.

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 makh 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 Companyos empl o

The training manual will begin with an overview anttoduction ofGmail®, 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 cledy it functions to what they are used to.

Next, the differences betwe@mail© 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 accompliskgh tasks in a new way. Special care will be given to
previouslyidentified pain points in Outlook, showcasing the improvementGhail© offers
on these problems and assurances that current use cases will remain supported.

Following that, specifics oadditional basic usage Gmail©d s -hasedl 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
demonstrions that allow employees to employ extra features like forwardingpfeoffice
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 referemesmurces 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 8mgil© for business,
and offer more detailed and advanced training for the more techniodilyed employees. All
employees will receive the same training manual, but relevant supplemental sections will be
highlighted for advanced employees as is appropriatéll b&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 taijetsers, 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 iAgductor
classroom training that will provide live demomgions of the features @&mail®, its
differences from Outlook, and allow for questions and answers that will clarify confusion.

Conclusion

XYZ Companyods migr &mndi®isa big tramsion@an thd congpény,t o
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 beteyeloped and will be supported by a thorough

instructorled classroom training session. These methods have been shown to be an effective



learning method for a variety of learning styles and will best deliver the relevant information in

an easily consumabland 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
without warranty. XYZ Company does natcgpt 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 f@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 canat and will not take responsibility for the information contained on third
party websites. Links to these third parties should not ba akendorsement by XYZ

Company.

Googled, Gmail®, andG Suite© and their loge are trademarks @oogle.
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2. Basic User Training

a. Purpose of Training

This training document contains the information necessary tessitilly begin using
Gmail© effectively as part of the new corporate communication method. Transitioning away
from Outlook toGmail© is a fairly simple process, but there are differences between the two
programs that must be understood for efficient dseenew email system. In this training, you
will learn the skills necessary to successfully navigate througBmh&il© interface and perform
actions such as: logging in, sending, reading, deleting, and organizing email, searching for
specific email(s)creating signatures and eoft-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 Outlobike 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 @ithail©d s i nt er f ac e,

you have never used it befbre

e
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Figure 1:(Klosowski, 2012).

c. Logging in t@&mail©

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

simple process. Follow these steps to logi®toail©:



1. First, navigate toittps://wwwGmail©.com

Google 2. Next, enter your company email address in the
Signin

to continue to Gmail

1) Type email here AEmail or phoned f i el d .

3. Then, c Nektc kb u thteo mi.

Email or phone

Forgot email?

More options NEXT

7

2) Click Next

Figure 2: Gmail©login screen

4. Enter your pEateryowuror d

password field. Google
Hi Michael
5. Then , cNexktcc kb u thteo m. © michael singletary@gmail.com v
1) Enter Password
6. If you have forgotten your password, click the
54
fiForgot password®d | i nk bel ow
entry bOX. Forgot password? NEXT

7

2) Click Next


https://www.gmail.com/

SinceTwo-Factor Authentication is enabled on all

R company accounts, you must further authenticate
Hi Michael
@ michael.singletary@gmail.com v opening theGoogle©App on your phone and

t appYemg tfo | ogi n.

For security purlormséts,:

2-Step Verification: Open the Google app on iPhone 7 Plus
Open the Google app and tap Yes on the prompt to sign in. again on th|S Computeﬁ b 0 X | f y ou

Don't ask again on this computer

X from the office, on your comparngsued computer.

Only select this on your work computer!

d. Composing Email

Much like Outlook, composing a new email wittidmail© is a very simple process. To
get started, Compos#p | byu tctl a rc ki +hahdedorder of thédneail© | e f t

interface:

Google [ Q|

Gmail ~ v C More ~

I Inbox
Starred
Important

Chats

Next, aNew Messageavindow will pop-up within the loweiright section of th&mail©

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



ene < i} o @ & mail google.com & & o
- Inbox - michasl.singletary@gmail.com - Gmail [+

Google [ a | # © @

Gmail ~ v e ] Mora - - -

o

I Inbox
Starred
Important
Chats

Sent Mail

o |

Drafts
All Mail From Michael Singletary <michael.singletary@gmail.com> = Ce Bec
Spam (57) Subject

Trash
Apartment m:::! (44%) of 104 GB used Terr
Baty

House Stuff

Jobs

Notes

Petworth Listservs

Schoal

Security Camera

SNHU

Snoozed

Travel

Wedding

More ~

EN: "06$8«=o0 ¥l -
T

e. Reading Email

Reading email is incredibly simple within temail© interface, much like it is within
Outlook. To read a desaolenessage, simply click on that message within the list. That message

will then open, displaying its contents on the screen:

iy et e 0 gt camassrgomrten. |
5 0@
;

sumis ¢ o




f. Deleting Email

Much like reading email withiGmail©, deleting messages is a simple process. To delete
an email, first clickheCheckboxn e xt t o t he mesDelaet@de but hem ¢ bicak

near the top of the screen, as shown below:

Google S

Gmail ~ == [ 1)

» Sarah, Michael (2)

Inbox 1 ) Check messag Eustomerser., Michael (2)

Move to Inbox ‘ > More ~

: MyPillow Set of 4 Under $70! TSV Presale - Those are the worse version of w

American Pest Service Reminder - Can we please reschedule this for

B 2) Click Delete button
»  Sarah, Michael (2) Fwd: Reminder of your Smithsonian Associates Tour at NASA Goddard 2 Aug - So

Important
Chats > Lisa .. Sarah, Matthew (9) Montgomery County Fair - Have fun. Win me a Rasta fruit of any sort On Wednesd:
Sent Mail :

v »  App Store Legendary Pokémon! Are you up for the challenge? - You asked for them, and now
Drafts
All Mail » Client Services House Stuff  Roof Solutions - Appointment Confirmation for 8/1/2017 - Dear Micha¢
Spam (57) »  customerservice@american. House Stuff American Pest Reschedule Alert - Michael Sinaletarv 4306 New Hami

1. Recovering Deleted Messages

Del eted messages may bUadod elciorvlereantbgi mdd cwWi
small popup that appearat the top of th&mail© screen after deleting a message:
=]

The conversation has been moved to the Trash. Learn more Undo

g. Organizing Email
Messages may be organized in a number of ways wamail©. The easiest option is to

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



Google S

Gmail - ) C wrer 1) Click, hold, and drag email

»  Sarah, Michael (2) Fwd: MyPillow Set of 4nder $701 TSV Presale - Those are the wo
Inbox »  customerser., Michael (2) House Stuff Amgfican Pest Service Reminder - Can we please res
Starred

»  Sarah, Michael (2) Fwd: Remjffder of your Smithsonian Associates Tour at NASA Godd

I rtant .
gjsﬁrag tO deSII'ed tOIQQrSarah, Matthew (9) Mongdomery County Fair - Have fun. Win me a Rasta fruit of any so

Sent Mail

| v »  App Store Legendary Pokémon! Are you up for the challenge? - You asked for
Drafts
All Mail »  Client Services House Stuff  Roof Solutions - Appointment Confirmation for 8/1/201
Spam (57) | apel 1 conversation » customerservice@american. House Stuff American Pest Reschedule Alert - Michael Singletary ¢
Trash

h. Searchindviessages

Google©has made searching for messages just as easy as searching for information
online using their search engine. In fact, search w{himail© is powered by the technology
that runs th&oogle©search engine! Just type in your desired searah i@ immediately
see results matching the quer ydocunientot heeexamp

displayed:



Google

Gmail ~

Inbox
Starred
Important
Chats
Sent Mail
Drafts

All Mail
Spam (57)
Trash
Apartment
Baby

House Stuff

’ documents “

O, has documen

Please DocusSign this documeni: Rodriguez_Singletary Backsplash chan... 1/21/16
Jessica Cannon via DocuSign Tail!

T-Mobile Support Document 6/22/16
T-Mobile Support

IMPORTANT TAX RETURN DOCUMENT AVAILABLE 1/23/16
adpfeedback@adp.com

Completed: Please DocuSign this document: Rodriguez_Singletary B... & 1/23/16
Jessica Cannon via DocuSign

LegalZoom Order #25788443 [Incident: 101116-003914] @& 11/30/10
LegalZoom Customer Support

Transcript release for Santa Ana, Fullerton @ 3/19/15
Michael Singletary

= Module 5 Notes Jun 24
Michael Singletary ivacy

G Search the web for "documents” Shift + Enter

I. Signatures & Owbf-Office Replies

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

Outlook, hut is still easy to do.

1) Click the “Gear” icon

No new mail!

2) Click on “Settings”

Terms - Privacy

2 O @

= - [[&-
-
>

\

Display density:

v Comfortable

Cozy

Compact

Configure inbox

Settings

Themes

Send feedback

Help

Last account activity: 0 minutes ago

Details

Cl i c kGedroh e
icon to open the
options menu.

Cl i Sekting®d t
open the Settings

page.



Google Kd 3. Type in your

Gmail - Settings

Ge il Labels Inbox Accounts and imy Filters and Blocked Addresses Forwarding and POPAMAP  Chat abs Offine Them H H H
== o Tt e desired signature in

Button labels: ©leons
Starrod Leam more Text
npoent My picture: Change picture If you have a Google Profile picture then it is always visible 1o everyone. h s H ~ A
t igndture:o
Sent Mail

-

Dratts
Al Ma .
spam (57 section.

Poople Widget: © Show the people widget - Display o the right of each
Trash Hide the people widget
Apartment Create contacts for auto- © When I send a message to s new 26d them to Other Contacts 8o that | can auto-complate to the

complete: Fil add contacts myself
House Stuft Importance signais for ads: You can view and change your rere
Jobs Signature: © No signature

i s o 0 5 0 i rogen) Wichse Singietary safénsel singetaryBgmail.com> B
te: m mor
o Sans Soy .

Sen
SNH
Snoozed
Travel Insert this signature before quoted text in replies and remove the "~ ine that precedes it

Google = 4. OUt'Of'Off'Ce

Settings

m General Labeis Inbox Accounts an d Import Filters an: d Blocked Addresses Forwarding and POPAMAP Chat Labs Offline Themes I’ep'les y be Set

Insert this signature before quoted text in replies and remove the "~ ine that precedes It

Porsonal level indicators: Nondicators .. .
© Show indicators - Display an arow ( ») by messages sent 1o my address (not & maling kat), and s double arow () by up S|m||ar|y’ JUSt

Bastioen Snippets: © Show snippets - Show snippets of the message (Wke Google web search!)
Oratts No snippets - Show subjact only
s Ma Vacation responder: © Vacation responder off

1 ety o romeg ressen © Vacation responder
Spurn (57) e N First day: Nowm:‘?mﬁ Last day: (optional) further down the
Wnsh o) Subject:
Apartment Laam more Msagt

e o ASetting® a
= — s

Scroll down to see

Only send a response to people in my Contacts.

Cancel

and
create/modify/delet

e your reply.

. Logging Out
In order to protect the security of your account, it is cruciabigp Out when you are
done accessing your email. This should happen when leaving your desk for exteadksd b
or leaving the office for the day. The process is simple and involves just clicking your picture

in the upperright corner ofGmail®, t hen Sghaute ki ng 0



k. Getting Help

AlthoughGoogle©has worked hard to ensure tiahail© is easy to use, there may be cases
where you require extra assistance. Help is available during business hours through the company
Helpdesk andGoogle©also provides excellent support options online here:

https://gsuitg5o0ogle@com/support/



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































