Tech4Me2 Checklist
Email Troubleshooting Checklist
Quick fixes for common email frustrations
Use this checklist when something doesn’t seem to be working right.

1. Not Receiving Expected Emails
☐ I checked my Spam or Junk folder
☐ I searched for the sender
☐ I confirmed the email address used
☐ I checked filters or labels

2. Emails Missing or Hard to Find
☐ I used search instead of scrolling
☐ I checked All Mail
☐ I checked Archive and Trash
☐ I searched using keywords

3. Can’t Send or Reply
☐ I checked my internet connection
☐ I refreshed or restarted email
☐ I confirmed recipient address
☐ I checked attachment size

4. Too Many Emails
☐ I unsubscribed from unnecessary senders
☐ I cleared emails in batches
☐ I accepted not every email needs a reply

Most email problems have simple fixes once you know where to look.
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