
 
 

 

UofA Google Applications Account Configuration  
 

Purpose 

This Quick Reference Guide provides instructions how to configure your account according to 

your requirements. 

 

Diagram 1 shows a basic UofA Google Applications interface configuration with the Gmail, 

Google Chat and Google Calendar features as well as the Labels list. Labels replace folders in 

Google Apps and you may configure the look and feel of your Label structure to manage your 

emails efficiently.  

 

Google Apps training videos and detailed FAQs can be accessed via 

www.adelaide.edu.au/student/email; these provide a general overview of the features. This 

Quick Reference Guide provides pointers to change settings for the most important account 

functions. 

 

 
Figure 1 UofA Google Apps Basic Interface 

 

To change account settings and the Google Apps interface configuration, click Settings in the 

top right hand side of the interface window. 
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Figure 2 General Settings Tab 

 

The general settings tab provides you with options to configure the presentation of emails in 

the Gmail interface. Signatures, Vacation Notices and Language settings can be changed. 

Ensure you always save your changes (button is located at the bottom of each setting tab) 

before you return to the Google Apps interface. 

 

Some students prefer to use Keyboard shortcuts, you can turn shortcuts on and change default 

Keyboard shortcuts in the last tab according to your requirements. Please ensure you save your 

settings prior to returning to you inbox. 

 

 



 
 

 

 
Figure 3 Labels Tab 

You can create and remove labels to manage your inbox more efficiently. Labels replace the 

folder functionality in webmail and can be applied to messages in your inbox.  

 

 

 

 



 
 

 

 
Figure 4 Forwarding and POP/IMAP tab 

 

You may set a forward to an alternative email account in the Forwarding tab similar to the 

forward function in webmail. 

 

Users of mail client such as Outlook or Thunderbird can set up the Gmail interface in this tab. 

Configuration instructions are accessible to assist you to set up your client appropriately. 

 


