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Agenda

Organizing your inbox & "themes"

Using Labels (folders)

Processing mail automatically with Filters
mporting other email accounts

Customizing how Gmail works for you with
"Labs" features




Organizing Your Inbox

= (& More
&2 Primary 24 Social ¥ Promotions EXED ©® updates
» me, Mike (2) It's that time of y&ar - Happy New Year, Steve. Thanks, f0 reminder. Let me get with the
> Ross Clark Rodney Carrington - I've seen thiSYmgglive, and he is great. www.youtubSNgm/watch?v=gn_8q8_eGRI
» Jim T., Sales Engi. (2) OWL logo - Forwarded Message From: "Jim
» me, Sales (2) yesterday’s prototype site online - Steve; On the header
» Daniel, me, James (3) web@trinity  Pulling together - Steve, Hi, do we need to talk about T
»  Brian, me (3) Please Share the latest Digaboom article - | only apologize if you share it! --) On
» me, Tracey, Brian (5) ...digaboom - Sounds good. The way it works (or will work) is that you complete a profile anc
» me, Vince (2) could it be? yes it could. somethings coming. - Sounds like fun to me.. | could use a good
> Ross Clark THOUGHT YOU'D LIKE TO KNOW - Subject: Fwd: How they all began 'A SHOT OF WHISKEY" In the
» Sue, me (2) Info needed - HI I'm not sure if scans will work but I'll give it a try. | know this is a pain. Thanks! On
11.63 GB (32%) of 36 GB used ©2014 Google - Terms - Privacy
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Setting
it up

Select tabs to enable

Choose which message categories to show as inbox tabs.

v" Primary
Other messages will appear in the Primary tab.
C I ic k o n . v Social Deselect all categories to go back to your old inbox.
n
v/ Promotions
(») a
"SettingS" ‘ v/ Updates /

th en v/ Forums
Configure Starred messages
I n box v Include starred in Primary



Organizing Your Email

e Most Gmail-ers just archive old email and
then search for it. This is fine for 95% of
your saved email.

e Gmail offers a unique "folder-like"
mechanism for "grouping” saved emails

e (Gmail calls them Labels



Before You Go and Make a Zillion
Labels (Folders)

e Gmail comes from Google. And Google is
great at searching. So use the search box!

e |[f there is even a remote chance you will
read the email again - just Archive it.

e You have oodles of free space and you will
never run out. Trust me.



Archiving Email

Select the email and click the Archive button...

Gmail ~

I Inbox
Starred
Important
EarlyLite
Geoff
Homeland
Rena
More v

& Primary

v/ >

Jorge Barrionuevo R.
Ross Clark

me, Jorge (2)

me, Sales (4)

me, Mike (2)

me, Sales (2)

The conversation has been archived. Learn |

[ | [ L Y More

22 Social EIE0 ¥ Promotions EIE

You have to watch this - Very interesting and pshycoc
GOOD - Some old, some new, some really good! 1 W\

Classic Rena - Aw

some! Perfect costume to dance 1

.pro domains - Steve, That's probably the challenge o

It's that time of year again - Happy New Year, Steve

yesterday's prototype site online - Steve; On the heac



Google

Gmail ~ E C More ~
Inbox | » Jorge, me (2) My pictures of San Pedro - Thai
Starred » Di 2 t il - W do th
Important iane, me (2) got your email - We can do the (
EarlyLite O » me Arcadia Village Computer Club:
Geoff 2
» me, B 4 EE=E Re: (no subject) - The
Gossamer (2) any () ( ject)
Rena <@— » Barry D'Andrea (no subject) - Hope
More ~ > me, JOrge, Rena{5)— Rena First cerveche attempt -
» me, Jorge (2) Amazon.com: Big Mouth Toys | I h e S e
» me, Cindy (3) Chile followup - Thanks. On J

> Jorge Barrionuevo R. Interesting... - a re

> me, Jorge, Rena (3) Rena !

» Jorge Barrionuevo R. Pictures of Vina i L a b e I S
» Jorge, me (2) Hello - Pas

» me, Rena (14) Rena



Labels Are Flexible

Every email you get has at least one label
applied to it: usually Inbox

Emails can have more than one label



Labels Can Be Applied Manually

Google

Gmail ~ = (1]

COMPOSE £ Primary

Inbox |¢ < Mike, me (2)
Starred

i - ‘ o More

Label as:
Social

look

» Laura, me (16)

Important

EarlyLite | » Jorge, me (2)
Geoff » Diane, me (2)
Gossamer (2)

Rena » me

More v

» me, Barry (4)

» Barry D'Andrea

> me, Jorge, Rena (5)
» me, Jorge (2)

» me, Cindy (3)

> Jorge Barrionuevo R.

> me, Jorge, Rena (3)

sh there

: c2
T

Select an

My pic o
yp Carvelli .

gotyo DMH News
Arcadi E-Orders

nvitch an

n Up -

EarlyLite
2 Mothel
Geoff
—tate e agreat t
Rena Create new ow. Yea
Manage labels
Amaz( . , | Sergez

Chile followup - Thanks. On Jun 5, 2014 6:49 P
Interesting... - Well... | guess we are leaving to

Rena Chile-Jed - hehehe looks like one happ)y

—email then
choose the
label from
the label
icon




Creating a Label is Easy

k]

© Updates

*ady. On Jun 7, 2014 12:26 PM, "Jor v

a few seconds to switch, then about
dianekay43@centurylink.net ) signel
| come up with something. On Fri, Ju

I running 15% off all mens shoes for |

2014 9:35 PM, "Rena Hanlon" <rena.l

‘chen & Dining - hahaha armed to the TeetN"ON TN JUN™S; 201

n" crindhuichrictianMMamail cams arnta

+Steve  as ﬂ
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Display density:

o 2%

Comfortable (on larger displays)

Cozy
Compact

Configure inbox

Click on the
\ "gear”, then

Settings 4’

Themes

Send feedback
Help

Juns

Tiin B

Settings



Creating a Label

Settings

General

-

‘ Create new label |

AVCC

0 conversations
Cc2

105 conversations
Cafeltaliano

26 conversations

Carvelli

1029 conversations

DMH News

17 conversations

E-Orders
143 conversations

EarlyLite

355 conversations

Labels

show

show

show

show

show

show

show

Accounts and Import  Filters
Show in label list v

hide

hide

hide

hide

hide

hide

hide

show if unread

show if unread

show if unread

show if unread

show if unread

show if unread

show if unread

Forwarding and POP/IMAP Chat

Show in message list v

show hide

show hide

show hide

show hide

show hide

show hide

show hide

Themes

Actions

remove

remove

remove

remove

remove

remove

remove

edit

edit

edit

edit

edit

edit

edit



Customizing a Label

Gmail ~ Settings
General Labels Inbox Accounts and Import Filters Forwarding and POPI/I
Labels Show in label list v

Inbox
Starred
Important AVCC show hide show if unread

| Create new label |

EarlyLite |
Geoff ) .
c2 show hide show if unread
Gossamer (2) e
Rena
More ~ Cafeltaliano show hide show if unread

Will the label reside Will it show if there
under the Inbox? are unread emails?



Email Automation with Filters

Filters can automatically assign labels to emails
Optionally:
e SKip the inbox

e Just archive
e Delete



Filters

Google
Gmail ~

COMPOSE

Inbox

Starred
Important
EarlyLite
Geoff
Gossamer (2)
Rena

More ~

Settings

General Labels
Learn more

Keyboard shortcuts:
Learn more

Button labels:
Learn more

My picture:
Learn more

Under Settings:

’Click on Filters

Accounts and Import Filters
. ® Mmaln nouncauons o

Keyboard shortcuts
¢ Keyboard shortcuts

* lcons

Change picture (@ Vis

- Vis
If you



Create a Filter

Google

Gmail ~

Inbox

Starred
Important
EarlyLite
Geoff
Gossamer (2)
Rena

More v

Filter

Create
g517chase@embargmail.com, |

To

Web Clips
Subject
Has the words
Doesn't have

Has attachment

UJ Don't include chats

Size greaterthan % MB

o mm——

L13

Create filter with this search »

—————————— 7

e gy
Do this: Skip Inbox, Apply label "Gossamer"
Matches: from:(kelly@kellycalderon.com)
Do this: Skip Inbox, Apply label "Gossamer”, Never send it to Spam

Select: All, None

‘ Export ‘ Delete

Create a new filter  Import filters

7.97 GB (22%) of 36 GB used ©2014 Google - Terms & Privacy



Add Filter Options

from:(g517chase@embargmail.com) Sk|p the InbOX

« back to search options

When a message arrives that matches thig search:

Skip the Inbox (Archive it)
Mark as read

Star it
Choose label... & *
Apply the label:

-~

. Choose an address... 5 )
Forward it to: add forwarding address

Delete it An d d O to

Never send it to Spam

Always mark it as important eXiSti ng

Never mark it as important

Categorize as: e S m atCh I n g
Also apply filter to 0 matching conversations. e m a I I S

Put on a label



Customizing Gmail with Labs

e Gmail engineers work on prototype stuff
e These features are located in:

Settings > Labs
e [fit's good if finds it's way into the product
e If not the feature eventually goes away



My Own Labs Options

General Labels Inbox
Save Liaiges varncer

Enabled Labs

Accounts and Import  Filters

After archiving, deleting,
@ Go to the next (newer)
- Go to the previous (old
- Go back to the threadli

L) Google Voice

» 00:01 ®

6 Reply = Forward

Sending... Cancel

isage has been sent. Undo

® 00

/ [\g Inbox - ma

&= C % htps

Auto-advance
by Bruce D

Automatically shows the next conversation instead of
your inbox after you delete, archive, or mute a
conversation. You can select whether to advance to
the next or previous conversation in the "General"
Settings page.

Google Voice player in mail
by Robert D

Lets you play voicemails left on your Google Voice
account right from the email notification.

Undo Send
by Yuzo F

Oops, hit "Send" too soon? Stop messages from being
sent for a few seconds after hitting the send button.

Unread message icon
by Manu C

See how many unread messages are in your inbox with
a quick glance at the tab's icon. This lab only works
with Chrome (version 6 and above), Firefox (version 2
and above), and Opera.

Forwarding and POP/IMAP Chat

¢ Enable
Disable

Send feedback

¢ Enable
Disable

Send feedback

¢ Enable

Disable

Send feedback

¢ Enable

Disable

Send feedback

Web Clips

Labs

My Labs List:

Auto-Advance
Google Voice (get my
cell phone voice mails
as emails)

Undo Send (A life-
saver!)

Unread message icon



