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Agenda

● Organizing your inbox & "themes"
● Using Labels (folders)
● Processing mail automatically with Filters
● Importing other email accounts
● Customizing how Gmail works for you with 

"Labs" features



Organizing Your Inbox

Inbox 
Tabs



Setting
it up
Click on: 

 "Settings"
then 

Configure 
Inbox



Organizing Your Email

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

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

● Gmail calls them Labels



Before You Go and Make a Zillion 
Labels (Folders)

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

● If there is even a remote chance you will 
read the email again - just Archive it.

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



Archiving Email

Select the email and click the Archive button...



Let's Get Started

These 
are
Labels



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

Select an 
email then 
choose the 
label from 
the label 
icon



Creating a Label is Easy

Click on the 
"gear", then 
Settings



Creating a Label



Customizing a Label

Will the label reside 
under the Inbox?

Will it show if there 
are unread emails?



Email Automation with Filters

Filters can automatically assign labels to emails
Optionally:
● Skip the inbox
● Just archive
● Delete



Filters
Under Settings:
Click on Filters



Create a Filter

Create



Add Filter Options
Skip the Inbox

Put on a label

And do to 
existing 
matching 
emails



Customizing Gmail with Labs

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

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



My Own Labs Options

My Labs List:
● Auto-Advance
● Google Voice (get my 

cell phone voice mails 
as emails)

● Undo Send (A life-
saver!)

● Unread message icon


