Gmail Labels

Labels are used in Gmail to organize email messages. They are similar to
file folders on your computer with one important difference. Each file on
your computer is in exactly one folder while each email message can have
one or more Gmail labels.

Labels are normally shown as little label icons on the top of an email.

For example, this email has three labels:

Q_ Search mail

o G

l— Compose

. Re: Stone Balancing Inbox X Friends X SAVE X
Inbox

Starred Judy Rough | | |

Snoozed =3 to Pamela, bce: dtaenzer =

1. Inbox - this message is in the Inbox
2. Friends - a new label called “Friends”
3. SAVE - a new label called “SAVE”

You can see all the messages with a label by clicking on it (e.g. Inbox)

You can remove a label by clicking on the “X” next to the name:

Inbox ¥ Friends ¥ SAVE X

R
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Types of Labels

There are three types of labels that are shown on the left side of the Gmail
window:

e System Labels - special labels that come with Gmail (e.g. Inbox)
e Categories - categories that Gmail automatically assigns to emails
e Your labels - labels that you have added to Gmail

If you are looking at your Inbox and see a list of messages, you can drag
the message directly to a label. This removes the Inbox label from the

message and adds the destination label (the label you dragged it to).

You can also use the Move To and Labels buttons to add or remove labels
when you are looking at an email message. These are explained below.

Dave Taenzer 2 July 2020



Creating a New Label

Let’s say that you want to add a Senior Planet label to a message from
Senior Planet. When you do that, the label will appear in the left side-bar
and you can click on it to see all the messages with that label.

The easiest way to add a new label is to use one of these special buttons:

Q_ Search mail

Move To
Q Senior Planet Colorado via mailchimpapp.net Labels

3 to dtaenzer -

The Move To button looks like a folder icon with a right arrow in the middle.
It is used for adding a label to a message in your Inbox and then removing
the Inbox label.

The Labels button looks like a wide right arrow and is just to the right of the
Move To button.
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The Move To button brings up a menu like this:

Colorado News

ido via mailchimpapp.net

@ SENIC

Planet Co|
July 6 to

Move to:

[Gmail]
[Imap]/Drafts
[Imap]/Outbox
Computer
Consulting
Coupons

Deleted Messages

Mo il
Spam

Trash

Create new

Manage labels

You can “move” your email to an existing label by clicking on it (or typing in
at the top on the blue line. The gives that label to the email and removes
the Inbox label (which makes it disappear from the Inbox).
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If you want to create a new label, you click on the Create new option which
brings up this pop-up window:

New label X

Please enter a new label name:

Mest label under:

[ ]

In this case, we will enter “Senior Planet” for the new label name and click
the blue Create button:

New label

Please enter a new label name:

Senior Planet

Mest label under:

J

Dave Taenzer 5 July 2020



A new Senior Planet label appears in the left side-bar and if you click on it,
you can see the message we just moved:

ﬁ Gmail Q_ label:senior-planet

B0 == 1-10f 1
l— Compose

[[J] ® = Senior Planet Color. Senior Planet Colora...
Family

Friends

Jokes

Misc

PROBABLY TRASH 6

SAVE

Senior Planet

If we click on the message to open it, we will see the new Senior Planet
label:

Q, label:senior-planet

« » ©O

Senior Planet Colorado Newsletter - July 6 to 10

Senior Planet X &

Senior Planet Colorado via mailchimpapp.net  Thu, Jul 2, 10:51 PM (7 days ago)
to dtaenzer =
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If we click on another message in the Inbox that we want to move to this
label and click the Move To button, we will see the Senior Planet in the

options (labels) list:

Inbox X

'e: Stone Balancing

udy Rough

Pamela, bcc: dtaenzer -

his class was so much fun with

tone Balancing

ecording 2: https://youtu.be/C
PT with Photos: attached

'our Feedback: https://senior
lecome a member for FREE |
ualtrics.com/jfe/form/SV_9BPF

See" you on Zoom!

Move to:

11 of 43 < En

Q

WAITUN b W DWW

Senior Planet e
Sent Messages

TO READ

TO READ/APOD

TO READ/Borowitz Report

TO READ/Environment

TO READ/Health

Spam

Trash

Create new

Manage labels

If we click on this option, the message will disappear and be in the

Senior Planet label:
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= ﬁ Gmail Q, label:senior-planet

I— Compose

O % Judy Rough Re: Stone Balancing - T
Family B . o .

Friends
# » Senior Planet Color. Senior Planet Colora...
Jokes
Misc
PROBABLY TRASH ]

SAVE

Senior Planet

Q, label:senior-planet

« » ©O

Re: Stone Balancing = senior Planet x \

8 Judy Rough [
3 to Pamela, bce: dtaenzer - :

F

This class was so much fun with 34 in attendance! T
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If we use the Labels button (instead of Move To) on another message, it
will now have the newly created Senior Planet label as an option:

Label as:

REMINDE |
July 7 AR —

[ Senior Planet
Senior Planet :47 PM (10 days ago)
to dtaenzer - D SE‘ﬂt MESSBEENOF Planet

[] TO READ

[J TO READ/APOD
ANET

with Attitude

[J] TO READ/Borowitz Re...
[] TO READ/Environment

[] TO READ/Health

Senil Create new do New 5
—— e o, 3,2020

When we click on it will see see both of Inbox and Senior Planet labels
because we used the Labels button, not the Move To button:

REMINDER! - Senior Planet Colo

JUly 7 Inbox X Senior Planet X
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Now, even though you can see this message in the Inbox, it will also
appear in the Senior Planet label:

Q, label:senior-planet

B0

Compose
[Elssy Judy Rough Re: Stone Balancing - T
Family E . o . o .

Friends

# » Senior Planet Color. Senior Planet Colora... Jul 2
Jokes

Misc ® » Senior Planet Color. Inbox REMINDER! - .= Jun 29

PROBABLY TRASH 6

SAVE

Senior Planet

This is what it means to have a message with multiple labels. You can see
it in multiple places.

You can click on this message and then click on the “X” on the Inbox label
to remove it from the Inbox:

REMINDER! - Senior Planet Colorado -
JUly 7 lnhuxn Senior Planet X

Remove label Inbox from this conversation

Senior PI Colorado via mailchimpapp... Mon, Jun 29, 6:47
:,’ to dtaenzer «

If I want to move all the emails from Judy Rough to the new label, this is
also easy.
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Start by typing into the Search Mail area at the top
from:judy@seniorplanet.org

In this case, | have 45 such messages:

= E Gmail Q. from;judy@seniorplanet.org

I— Compose

E=rCa— 1-45 of 45 5

Inbox

Starred i:a Judy Rough v judy@seniorplanet.org ~ . 720-3641(
-
- S m

Snoozed

Sent :
Senior Planet Color. Inbox Senior Planet ...

6% 3 B0LSES P 1w

Scheduled

Judy, DELOR., Dave 4 Family Fwd: REMIN...
Drafts

All Mail me, Judy 3 inbox Usin.. &
Spam B Us.

Trash ;
Senior Planet Color. Inbox Senior Planet ...

sEmeS EmEyYy Ve »0O

Computer

Click on the checkbox above the emails to select all of them:

[7] ANy TImMe w = ras amacnment # 10 Juay Kougn

I— Compose

1-45 of 45
Inbox

B

Starred .Judy Rough - judy@seniorplanet.org ~ t, 720-3641( l'
Snoozed s

Sent

¥ » Senior Planet Color. Inbox Senior Planet ...

L L AP LT

Scheduled

» Judy, DELOR., Dave 4 Family Fwd: REMIN...

They will change to blue background to show that they are selected.
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Click the Labels button to add the new label. | typed “senior” in the top
search area to find the Senior Planet label:

1-45 of 45

Label as:

Judy Rough W
dm

-

B Senior Planet e
@ ® » SeniorPl

"senior’ (create new)

» Judy, DEI

1-45 of 45

Label as:

Judy Rough —
S m

-

-

Senior Planet

Apply h

T

¥ » Senior Pl

» Judy, DEL
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You will now see all of these in the Senior Planet label:

Q, label:senior-planet

o . S s 1-46 of 46

I— Compose

Judy Rough Inbox Re: Stone Bala...

Family s [ o
Friends

Senior Planet Color. Inbox Senior Planet ...
Jokes

Misc Judy, DELOR., Dave 4 Family Fwd: REMIN..

PROBABLY TRASH me, Judy 3 Inbox Using the Bro...

SAVE B8 Using the Br...

Senior Planet

Senior Planet Color. Inbox REMINDER! - ...
Sent Messages

| can now repeat the same thing for the 70 emails from “@oats.org” email
addresses:

Q from:@oats.org X
™ Anytime ~ & Has attachment » To Judy Rough
] ~ % : 1-70 of 70
[0 ¥ » Monyett Ellington Family The links to T... 1:08 PM _
O % Monyett Ellington mbox The.. B B (] L-:-
M. (5.
1
> Judy, Dave, Chuck 4 Inbox Family July 1... 10:42 AM

This is how to organize emails with new labels.
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System Labels

These are the System Labels that are built into Gmail:

Inbox - new emails

Starred - emails you have added a star to

Snoozed - emails you have snoozed (with the clock button)
Important - emails that Google marked as Important
Chats - Gmail chats

Sent - emails you have sent with Gmail

Scheduled - emails you have scheduled to send

Drafts - emails that you started to send but did not send
All Mail - all emails not in the Trash

Spam - emails marked as junk by Gmail

Trash - emails you have deleted

The numbers to the right of each label indicate the number of unread
emails with that label. This shows there are 10 unread messages in Spam:

Drafts

All Mail

Spam

Trash

Starred Label

There is a special system label called Starred. If you click the Star button
on an email message:
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Senior Planet Colorado Newsletter - July 6 to 10 58 2

Q Senior Planet Colorado via mailchimpapp.net  Thu, Jul 2, 10:51 PM (5 days ago) | Y7 | 4=
to dtaenzer -

-

@ SENIOR PLANET
Aging with Attitude

A green checkmark will replace the star and the message will appear if you
click on the Starred label:

Senior Planet Colorado Newsletter - July 6 to 10 ® O

Senior Planet Colorado via mailchimpapp.n... Jul 2, 2020, 10:51 PM (5 days ago) v -

to dtaenzer =
@ SENIOR PLANET

You can see these messages by clicking on the Starred label:

-

-

= pd Gmail Q, is:starred

==~ 1-380f 38
l— Compose

[0 ® % Judy, Daves Family SAVE SPCO Recordings and H...

[J Inbox B3 Usi.. 3 Go.. 3 sel.
% Starred

# » Senior Planet Color. Inbox Senior Planet Colorado Newslet...

© Snoozed
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Snoozed Label

You snooze an email in your Inbox by clicking on the button that looks like
a clock. This pops up a menu with various delay times:

Snooze until...

Later today Tue,e:00pm 2 1
Tomorrow Wed, 8:00 AM
Senior Planet Colorado via ma
=¥ to dtaenzer = Later this week  Thu, 8:00 AM

This weekend Sat, 8:00 AM

Next week Maon, 8:00 AM

%) Pick date & time

After you have snoozed an email it disappears from your Inbox and
appears via the Snoozed label.

Inbox
Starred
Snoozed

Sent

Drafts
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Drafts Label

If you start composing and email but never click the Send button, it will
appear under the Drafts label. You can click on it to view the message and
then send (or schedule) it.

Scheduled Label

When you are composing a new email, you can schedule it for later
delivery by using the menu on the Send button:

E N~ B
25 Schedule send
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If you click on Schedule send you will see this pop-up window:

Schedule send X
Mountain Daylight Time

Tomorrow morning Jul 8, 8:00 AM
Tomorrow afternoon Jul 8, 1:00 PM
Monday morning Jul 13, 8:00 AM

(%) Pick date & time
T . it G

and the email will appear in the Scheduled label instead of the Drafts label

®) Scheduled

B Drafts

Spam Label

The Spam label is used for emails that Gmail thinks are dangerous or junk.
They may contain hidden links or other items that make them look like a
“phishing” email that is trying to get to you to follow a bogus link or open a
dangerous file.
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You can mark (label) an email in your inbox as Spam using the Spam
button that looks like this:

Q, Search mail

& o ©

This brings up a pop-up window that will look something like this:

Report spam & unsubscribe X

This message will be marked as spam. Would you also like to stop
receiving similar messages from everysinglevote.com? If so, you'll be
taken to this link to unsubscribe. Learn more.

Report spam & unsubscribe

This will move it to the Spam label and you will see that label at the top of
the email:

O ¢ D @

pporters D (spamx *——

The pop-up window also gives you the option of reporting the email as
spam and unsubscribing if it sees an unsubscribe link in it.

Dave Taenzer 19 July 2020



Showing and Hiding Labels

You can control which of the labels are displayed using the Labels page of
the Gmail settings. First click on the gear button in the upper right part of
the Gmail window:

Then click on the See all settings link:

Quick settings

See all settings

Then click on the Labels link at the top of the page:

General Labels Inbox Accounts and Import Fil

Chat and Meet Advanced Offline Themes Key
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At the top of the Labels page is the list of all the System labels:

General Labels Inbox Accounts andImport Filters and Blocked Add

Chat and Meet Advanced Offline Themes Keyboard Shortcuts

System labels Show in label list

Inbox

Starred show hide

Snoozed show hide

Important show hide

Chats show hide

Sent show hide

Scheduled show hide show if unread
Drafts show hide show if unread
All Mail show hide

Spam show hide show if unread
Trash show hide

Click on any of the blue hide or show links to hide or show any of these
labels.
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The next section on the Labels page lets you show or hide the categories
that Gmail automatically assigns to your emails:

Categories

Categories
Social
Updates
Forums

Promotions

Show in label list

show hide

show hide

show hide

show hide

show hide

Show in message list

show

show

show

show

hide

hide

hide

hide

If you don’t want to see these you can hide all of them and the Categories
label will not appear in the labels column.

The section below the categories shows all the labels you have defined

with buttons to show, hide, edit (rename) or remove them.

Labels

[Gmail]

[Imap]/Drafts

Computer

Create new label

1 conversation
9 conversations
[Imap]/Outbox

0 conversations

1013 conversations

Show in label
list

show hide

show if unread

show hide
show if unread

show hide
show if unread

show hide
show if unread

Show in

message list

show hide

show hide

show hide

show hide

Actions

remove

remove

remove

remove

edit

edit

edit

edit

Shd

Shqg

Shd

Shqg

If you remove a label, it does not remove the email messages with that

label.
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Nested Labels

When you create a new label, you have the option of putting it under
another label. For example, | subscribe to a number of email newsletters
and | have have these automatically moved to a TO READ label or one of
its sub-labels, e.g. News:

@ Sent Messages
~ @ TOREAD
APOD
Borowitz Report
Environment
Health
News
Recipes
Science

Technology

Trivia

This is done with Gmail Filters. | will go over the details of how to do this in
another document.

Dave Taenzer 23 July 2020



Popup Menus

If hover your cursor to the right of one of your labels, a popup menu button

appears:

Jokes

Misc

PROBABLY TRASH

SAVE

I

PV

IR

This lets you change the color and many other settings for that label:

Mt

All Mail

Gmail

Spam

Trash

Computer
Consulting
Coupons

Deleted Messages
Family

Friends

Jokes

Misc

® 9 9 9 9 9 9P 9P O OB O M

PROBABLY TRASH

Dave Taenzer

Q, from:@dailykos.com before:2020/06/01

a Label color

In label list
v Show
Show if unread

Hide

In message list
v/ Show

Hide

Edit
Remove label

Add sublabel

& Has attachment

> To dtaenzer

P Label color
a @@ aia @
00080
a) (a)(fa) (a (a) @ 7
= e
002000
Add custom color ree:
Remove color em:
s RE: David, things

s Recommend. "He's deterioratin

s Signand sendag
s Add your name: C
s Signand sendat
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