
Work Smarter With
Google’s Productivity Tools

Laura’s Productivity Tips

Define productivity as doing 
what you intended.

Decide on your priorities and 
say no to everything else.

Schedule half an hour of 
"me" time every day.

Google’s free productivity tools include Gmail, Calendar, 
Meet, Chat, Drive, Docs, Sheets, Slides, Forms, and Sites. 
Google Workspace business plans provide custom email, 

additional storage, video recording, customer support, and more.
workspace.google.com

Laura Mae Martin is Google’s Executive Productivity Advisor 

View and share my weekly tips at g.co/workyourspace

https://workspace.google.com/
http://goto.google.com/workyourspace


Organize your (Gmail) inbox

Lead better meetings

For additional resources check out google.com/grow and g.co/GrowOnAir

Tips: Be more productive

❏ Quickly create new files with .new

❏ Use Office files in Google Docs

❏ How to search for files

❏ Add stars to important files and folders

❏ Type with your voice

❏ Work offline in Google Drive

Make your files work for you

Find answers in the Google 
Workspace Learning Center.

Tips: Be more efficient

❏ Use filters to manage email 

❏ Turn emails into tasks

❏ Snooze email

❏ Create templates

❏ Schedule an email to send later

❏ RSVP to Calendar events from Gmail

❏ Work offline in Gmail

Tips: Be more effective

❏ Share your calendar 

❏ Let people propose new meeting times

❏ Schedule meetings from Gmail

❏ Email meeting guests

❏ Turn on captions in Google Meet

❏ Offer appointment slots

❏  Record meetings

Try these 10 tips to 
optimize your inbox.

Learn how to host 
Google Meet video calls 
with these training 
resources and tutorials.

http://google.com/grow
http://g.co/GrowOnAir
https://youtu.be/R-QsDg-WNcc
https://www.youtube.com/watch?v=V9p3Guq5vGM&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=72
https://youtu.be/anbQFR9Lcuk
https://youtu.be/a1tXK-jpfrc
https://www.youtube.com/watch?v=GHVV3tmZmkg&list=PLU8ezI8GYqs6fihfnSqpyjinSKQnzRIFH&index=126
https://youtu.be/wIrd5LUBkQg
https://support.google.com/a/users/answer/10005650?hl=en&ref_topic=9247638,7394060,2938454,&visit_id=637469429931798832-1542539628&rd=1
https://www.youtube.com/watch?v=A6xO1A1tyzc
https://youtu.be/832FV9WaH5E
https://youtu.be/axNrXoAyUes
https://support.google.com/a/users/answer/9308990?hl=en
https://youtu.be/gqlCFCiej-I
https://support.google.com/calendar/answer/37135?hl=en&co=GENIE.Platform=Desktop
https://youtu.be/D-nWwSdZvWE
https://support.google.com/calendar/answer/37082?hl=en
https://youtu.be/P6pABbMU6RQ
https://youtu.be/9WzUN3qlW-Y
https://support.google.com/calendar/answer/9123539?hl=en
https://support.google.com/meet/answer/9300310?co=GENIE.Platform%3DDesktop&hl=en
https://youtu.be/P_Auf9CyCP0
https://youtu.be/oEaVap0yzrg
https://support.google.com/a/users/answer/9282734
https://support.google.com/a/users/answer/9282720?hl=en&ref_topic=7306097&visit_id=637469517641681758-1497589239&rd=1
https://support.google.com/a/users/answer/9282720?hl=en&ref_topic=7306097&visit_id=637469517641681758-1497589239&rd=1

