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Google Workspace services are ahead of the curve in providing innovative tools and 
features that improve productivity, streamline workflows and boost security. The Google 
workspace is a collection of cloud-based apps that make it easy to work remotely with 
these unique features. Here’s a list of ten Google Workspace features you must know.

1 - Gmail
Apart from Gmail’s standard features with the right-click menu, like email filtering, blocking 
spam, message snoozing, and scheduling, you can customize your email to compliment 
your domain name to look more professional. This app is also well connected with other 
Google Workspace apps, and can access them right from Gmail.

Gmail also comes with Smart Compose and Smart Reply, other apps that will improve your 
productivity by offering you automation for your manual tasks. So, these smart features do 
it for you instead of writing word for word, with good grammar and free from typos. 

2 - Google Drive
Google Drive provides a safe and secure way to save, access, and share your files 
with others. It is a Google cloud-based app that can store up to 30 GB per user 
with the starter package. You can also opt for Business Plus Package and Business 
Standard, which are 5 TB and 2TB, respectively.

3 - Google Meet
Following the growing demand for a reliable video conferencing app that can help 
cater to large groups working remotely, Google Meet ticks all the checkboxes of good 
video conferencing.

This app is secure, intuitive, and easy to use, and the meetings are encrypted for added 
security, including flexible layout settings, presentation, and screen-sharing functions. 
The best thing about Google Meet is that it can host up to 250 participants and includes 
a dial-in option for attendees with network challenges can join with the link.

4. Google Calendar
Google Calendar seamlessly integrates with other Workspace apps like Meet, Gmail, 
and Drive, which allow you to stay on track with your schedules. For instance, when 
you schedule a meeting on Google Calendar, you will automatically receive an email 
invitation on Gmail with the Google Meet link. 

5. Work Insights
Well, if you rely on detailed analytical reports for your business, you will be amazed 
by what Work Insights can do for you. This app goes further than data and charts, 
providing you with valuable oversight and projections concerning your business. 
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6. Google Docs, Slides, and Sheets
Google Docs, Slides, and Sheets are similar to Microsoft 365 apps such as Excel, 
Word, and PowerPoint. Since these apps are interconnected with Google and have 
uninterrupted connectivity with other Google Apps, you can co-edit the document 
you’re working on and track the changes. You can also easily share your documents 
and restrict who can view the document while offering a link to read the document. 

7. Google Chat
Google Chat and Meet have replaced Hangouts, which was the main business 
messaging tool. With Google Chat, you can directly send messages to your contacts, a 
single person, or a wider team. This app can support up to 8,000 members accessing 
it via Gmail or the standalone app. 

8. Google Currents
Google Currents is a community hub previously known as Google+, and it encourages 
social interaction, such as sharing ideas, success stories, and other discussions. This 
app works more like a social media platform. While it’s not as popular in mainstream 
public use as other options, it encourages communication among business teams. 

9. Google Keep
If you are constantly typing tasks or notes on your phone, Google Keep comes in 
handy when taking digital notes. This app is a note-taking app that you can save your 
to-do lists, notes and share them with other users. 

10. Google Vault
Google Vault works as a vault service, and you can determine who can access the 
files, how long you can store them, and other retention policies. You can also compile 
reports and export files in different forms. This app has advanced features like 
searching by keyword, file type, and user.

Conclusion
These ten Google Workspace features are cloud-based apps with different functions 
that can boost productivity. The good news is that Google Workspace continues to 
provide innovative solutions with more advanced features.

Looking for more 
in-depth training? asaporg.com

Check out other training 
resources on ASAP!

http://asaporg.com
https://www.asaporg.com/

