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To Change Reading Views

Click Settings 

gear, then quick 

settings

To make 

it look 

like 

Outlook



Tab Categories 

•Selected by Gmail

• Keeps them out of your main/Primary emails, so less cluttered

• You can easily open each group of them and mass delete



Change Your Main Email Categories



Making Space in the Left Column

To open up more space for your 

labels in the left hand column 

get rid of Meet, Chat and 

Hangouts



Create Labels



Naming your Labels and Sub-labels



Another Way to Create Labels

• You can also create a new label and immediately apply it to 

several emails:

– Select the emails you want to label by checking the boxes to the left of 

the emails. When you’re ready, right click.

– Hover over “Label as.” You can type the name of your new label into – Hover over “Label as.” You can type the name of your new label into 

the field on the pop-up window and hit the Return key, or click on 

“Create new,” where you can enter the name of your new label and 

nest it under an existing label if you want.



Add Color to your Labels



Snooze Emails

Select or open email, then select Snooze icon from menu bar



Move Selected Emails



To Get to Settings

• Click on Settings icon

• Click on ‘See All Settings’ button to open Settings page



Adding Stars to the Left of Your Emails

• Go to Settings Page and select “general’

• Scroll down page to Stars Settings

• Drag desired stars and images from the lower row to the ‘in use’ one



Keyboard Shortcuts



Keyboard Shortcuts



Turning on Importance Markers

Note: Gmail selects 

emails to show as  

“important’ based on 

your behavior.

You can unselect the 

marker by your email.marker by your email.



Ways to Filter your Emails

• Filtering--can be more precise in what you want to 

direct and to where

– Can send them to a label

– Can pick by person, subject, etc.Can pick by person, subject, etc.

– Can do multiple actions--move to label, mark important 

and star

– Can skip the inbox



To Create a Filter



Example: Create a Filter for Barry’s 

emails

Search area



Options for Filter Actions

•These options show 

up after you press 

‘Create Filter’ 

•Notice that you can 

even select labels for 

the emails

•You can also make 

multiple actions at 

the same time



Import Your Current Email into Gmail


