
Effective Gmail Use  

For	
  both	
  School	
  Email	
  	
  
And	
  	
  

Mobile	
  Device	
  Use	
  	
  



Major	
  Topics	
  	
  
•  Making	
  folders	
  and	
  labels	
  to	
  organize	
  mail	
  	
  
•  Empty	
  trash	
  and	
  spam	
  
•  Se>ng	
  Mobile	
  devices	
  to	
  delete	
  instead	
  of	
  archive	
  	
  
•  Create	
  and	
  edit	
  contact	
  groups	
  	
  
•  Create	
  an	
  email	
  signature	
  	
  
•  Create	
  a	
  filtering	
  policy	
  to	
  automaBcally	
  sort	
  mail	
  into	
  
folders	
  	
  

•  Downloading	
  aDachments	
  	
  



MAKING	
  FOLDERS	
  AND	
  TABS	
  	
  

Incoming	
  mail	
  can	
  be	
  sorted	
  easily	
  	
  
This	
  can	
  uncluDer	
  your	
  inbox	
  



•  Click	
  on	
  upper	
  
right	
  hand	
  
se>ngs	
  
•  Select	
  
‘Configure	
  
Inbox’	
  	
  



•  Check	
  each	
  box	
  
that	
  will	
  be	
  used.	
  	
  	
  

•  As	
  you	
  select	
  
each,	
  it	
  will	
  give	
  
examples	
  of	
  
what	
  types	
  of	
  
emails	
  will	
  be	
  
placed	
  under	
  
each	
  tab.	
  	
  

	
  



HOW	
  TO	
  EMPTY	
  TRASH	
  AND	
  SPAM	
  	
  	
  
	
  
•  This	
  will	
  keep	
  the	
  ‘cloud’	
  storage	
  at	
  a	
  minimum	
  and	
  remove	
  any	
  

possible	
  viruses.	
  	
  
•  DeleBng	
  messages	
  do	
  not	
  completely	
  remove	
  messages	
  from	
  storage.	
  	
  
•  This	
  process	
  will	
  remove	
  them	
  completely.	
  	
  	
  



•  Scroll	
  down	
  the	
  leL	
  side	
  
of	
  the	
  inbox.	
  	
  	
  

•  The	
  down	
  arrow	
  will	
  
take	
  you	
  to	
  the	
  two	
  
folders;	
  TRASH	
  and	
  
SPAM	
  

•  Click	
  on	
  each	
  and	
  the	
  
contents	
  will	
  appear.	
  	
  

•  You	
  can	
  either	
  click	
  the	
  
empty	
  box	
  at	
  the	
  top	
  leL	
  
of	
  the	
  mailbox	
  window	
  
or	
  click	
  on	
  the	
  message	
  
in	
  blue	
  to	
  delete	
  the	
  
enBre	
  contents	
  of	
  the	
  
folder.	
  	
  	
  



MOBILE	
  DEVICE	
  SETTING	
  TO	
  DELETE	
  
MAIL	
  INSTEAD	
  OF	
  ARCHIVE	
  	
  



IPHONE	
  IOS	
  	
  
•  Go	
  to	
  SETTINGS	
  
•  Select	
  MAIL,	
  
CONTACT,	
  CALENDAR	
  	
  	
  

•  Select	
  the	
  email	
  
account	
  you’d	
  like	
  to	
  
adjust	
  

•  Click	
  on	
  ‘Account’	
  	
  
•  Go	
  to	
  ‘ADVANCED’	
  
se>ngs	
  	
  

•  Select	
  under	
  ‘Move	
  
Discarded	
  Messages	
  
into’:	
  ‘Deleted	
  
Mailbox’	
  	
  



Android	
  Based	
  Phones	
  	
  

•  Open	
  your	
  EMAIL	
  	
  
•  Select	
  top	
  leL	
  
Menu	
  BuDon	
  

•  Select	
  ‘Swiping	
  
ConversaBon	
  List’	
  

•  Select	
  ‘Always	
  
Delete’	
  	
  



HOW	
  TO	
  CREATE	
  OR	
  EDIT	
  CONTACT	
  
GROUPS	
  	
  
•  Easily	
  create	
  contact	
  groups	
  of	
  people	
  that	
  you	
  email	
  frequently;	
  	
  

•  Departments,	
  Teams,	
  Coaches,	
  Parents,	
  etc.	
  	
  
	
  



•  Go	
  to	
  top	
  leL	
  corner	
  
word	
  ‘Mail’	
  	
  
•  Select	
  ‘Contacts’	
  on	
  

dropdown	
  menu	
  

•  Once	
  on	
  Contact	
  page,	
  
select	
  ‘New	
  Group’	
  	
  
•  Give	
  the	
  group	
  a	
  

name	
  	
  
•  Add	
  the	
  names/

addresses	
  of	
  the	
  
members	
  you	
  are	
  
selecBng.	
  	
  



CREATE	
  AN	
  EMAIL	
  SIGNATURE	
  



Add	
  a	
  Signature	
  	
  

•  Go	
  To	
  Se>ngs	
  	
  
•  Scroll	
  Down	
  to	
  
‘Signature’	
  	
  

•  Include	
  a	
  salutaBon	
  	
  
•  i.e.	
  Thank	
  You,	
  

Sincerely	
  

•  Include	
  your	
  subject	
  
areas	
  taught,	
  
acBviBes,	
  sports	
  
involved	
  in.	
  	
  

•  Also	
  include	
  website	
  
address.	
  	
  



FILTERING	
  EMAILS	
  TO	
  GO	
  INTO	
  
CONTACT	
  FOLDERS	
  



•  Go	
  to	
  se>ngs	
  	
  
•  Select	
  ‘Filter’	
  	
  
•  Type	
  in	
  the	
  criteria	
  for	
  

the	
  filter	
  
•  Name	
  	
  
•  Key	
  words	
  	
  

•  Select	
  Archive	
  	
  
•  Select	
  Apply	
  the	
  Label	
  

•  Drop	
  down	
  menu	
  
shows	
  all	
  your	
  folders	
  
that	
  are	
  the	
  leF	
  
margin	
  	
  

	
  



DOWNLOADING	
  ATTACHMENTS	
  	
  



•  Click	
  on	
  email	
  that	
  contains	
  
the	
  aDachment	
  	
  

•  Click	
  on	
  the	
  aDachment	
  icon	
  
located	
  in	
  the	
  at	
  the	
  boDom	
  of	
  
page.	
  	
  

•  Each	
  aDachment	
  will	
  give	
  you	
  
the	
  opBon	
  to	
  download	
  the	
  
aDachment	
  to	
  Google	
  Drive	
  or	
  
download	
  to	
  your	
  computer.	
  	
  	
  

•  Do	
  not	
  select	
  Google	
  Drive,	
  
but	
  select	
  the	
  Download	
  to	
  
your	
  computer.	
  	
  	
  

•  You	
  can	
  then	
  select	
  the	
  
locaBon	
  on	
  your	
  computer	
  
where	
  you	
  would	
  like	
  to	
  save	
  
it.	
  	
  	
  


