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INTRODUCTION - FROM CHAOS TO CALM

Il admit it — I had over 2,000 unread emails sitting in my Gmail
I inbox. And that was just the #zread ones. Another 2,000 were
technically “read,” but I couldn’t tell you what any of them were
about. My inbox had become a digital junk drawer: full of newsletters
I never read, receipts I didn’t need, and buried somewhere in there, a

few important messages I had completely missed.

Like many people, I told myself I'd “get to it someday.” But the
longer I put it off, the more it weighed on me. I began to worry that I
was missing opportunities and overlooking truly important messages

— messages from clients and friends, renewal notifications, even bills.

I like my life ordered, and my inbox was anything but. It was men-

tally exhausting.

That’s when I decided to drain my overflowing inbox — not just

once, but for good.

This short, no-nonsense guide will show you exactly how I did it.

You’ll learn how to:
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Stop the endless flood of incoming junk,
* Clear years of backlog quickly and safely,

* Create simple systems so your inbox stays organized, and

Build habits that prevent the mess from returning

This guide isn’t theory — it’s hands-on. After each section, you'll
see a “Take Action Now” box with brief, doable tasks. Don’t skip
these! Doing the steps as you go will transform your inbox one small

victory at a time.

If you do these tasks as you come to them, by the end of this guide

you won't even recognize your inbox.

Let’s get started.



UNDERSTANDING THE BASICS

B efore we dive into deleting and organizing, it helps to under-
stand how Gmail actually works. Knowing what’s going on
behind the scenes will save you time — and prevent you from acci-

dentally deleting that email from the IRS.
In this manual, we discuss Gmail specifically. Why Gmail?

Simple. Gmail is the world’s most widely used email service. You

very likely have a Gmail account yourself.

Gmail is popular for many reasons. It’s powerful, free, and deeply
integrated with other Google tools like Calendar, Drive, and Meet.
Also, as you'll also see in this guide, Gmail has scads of built-in tools

which allow you to keep it lean, mean, and humming along.

However, even if you use another email provider, in this manual

you’ll learn principles which you can apply to your service.

Labels vs. Folders
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When using Gmail, it’s important to understand the concept of “la-

bels”.

Traditional email programs like Outlook use folders. When you
move a message into a folder, it’s no longer in your inbox. This
e-process parallels what you do in the physical world: You take a doc-

ument from your inbox, read it, perhaps process it, then stick it in a

file folder.

Gmail works a bit differently. It uses labels — which are like tags.
You can assign multiple labels to a single message, which means one
email can appear in more than one “place.” Example: A flight confir-
mation might be labeled both “Travel” and “Receipts.” You can think
of this as a book being cross-referenced at the library — there is more

than one way to locate the book.

IMPORTANT: While being able to apply multiple tags to an
email can make retrieving it easier, it’s important to understand that
there is still only a single email. This means that if you delete an email

tagged with many labels, it is deleted from every “place”.

Archiving vs. Deleting

When you delete an email, it goes to Trash, where it resides for 30 days,

after which it’s automatically and permanently deleted.

By contrast, when you archive an email, it disappears from your
Inbox but it’s still stored safely in All Mail. You can find it later by

searching using keywords, dates, or senders. Think of archiving as
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“putting away papers in a filing cabinet,” whereas deleting is “shred-

ding them.”

To archive an email, simply select or open that email, and click the

icon in the upper left which looks like a box with a down arrow in it.

Spam, Blocking, and Whitelisting

Spam can be exceedingly annoying. Fortunately, Gmail’s spam filter
catches most junk automatically. You can actually train it to do a
better job by marking unwanted messages that managed to sneak into
your Inbox as Spam, and by confirming legitimate emails which were

routed to Spam as Not Spam. A screen capture here would be very

helpful.

To ensure that someone’s messages always reach you, add their
address to your Contacts list. Simply copy the email address, navigate
to https://contacts.google.com/, click the Create Contact button,
and paste in the email address. That’s it. This process is known as
“whitelisting”. The next time you receive an email from that email
address, Gmail will recognize it as legitimate and route it to your

Inbox.

You might also choose to block future emails sent from a particular
address. To block an address permanently:

1. Open the message.
2. Click the three-dot menu (:) at top right.

3. Choose Block [Sender].
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Understanding All Mail

All Mail is Gmail’s master archive. It contains every message you’ve
sent or received, except items in Spam or Trash. It’s useful when you
think you’ve “lost” an email. Simply click on All Mail in the left-hand
navigation, and then search by entering sender name or email, subject,

or keyword in the search bar at the top.

Take Action Now:

.

Log in to Gmail.

.

Click through Inbox, Spam, Trash, and All Mail in turn to

see what’s inside each.

* Try searching for a specific email in All Mail.

Go to https://contacts.google.com/ and create a contact for

John Clites, email address: john@tech4me2.com.

* Try labeling one message and then archiving it. Notice how

it vanishes from the inbox but stays searchable.

(Time: < 5 minutes.)



STOP THE FLOOD — MANAGING
SUBSCRIPTIONS

I f'you were out fishing on a lake and your rowboat suddenly sprang
a leak, what would you do first? You might begin bailing — but a

better plan would be to first find the hole and plug it.

So before you start deleting old messages, let’s first plug the leak.
If you don’t stop the flow of incoming clutter, your inbox will refill

almost as fast as you empty it.

How You Got Here

Looking at your overflowing Inbox, you may wonder how things ever

got so bad.

It happened a bit at a time. Every time you made a purchase online,
you entered your email address. And remember the free ebook you
downloaded months back? Or the “limited-time offer” you signed
up for? Every time you typed your email address into a website for a

discount, coupon, or freebie, you likely agreed to receive ongoing pro-
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motions. Over time, these sneaky subscriptions multiply — a digital

version of junk mail.

Use Gmail’s Manage Subscriptions Tool

Fortunately, Gmail has a clever feature built-in: Subscription Man-
ager. It’s a hidden gem. It automatically lists senders that include
“Unsubscribe” links in their messages — which will include virtually

all commercial and marketing emails, by law.

To take advantage of Subscription Manager, first go into Gmail,

then:

1. Click the Settings cogwheel icon in the upper right, then See

all settings.

2.Go to Inbox, then Manage subscriptions (or click the
unsubscribe link that appears beside many promotional

emails).

3. Review the list and unsubscribe from anything you haven’t

opened in the past month.

Note: Google sometimes relocates this feature; if you don’t see it,

simply search Gmail for “unsubscribe” to pull up messages with that

link.

Recognizing Legitimate vs. Fake Unsubscribe Links
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Online scammers have become extremely crafty. Cybercriminals of-
ten include fake Unsubscribe links in their emails to trick you into
confirming that your email address is active. Clicking one of these
innocuous-looking links can lead to an increase in the amount of spam

you receive, to phishing sites, or to the installation of malware.

Pro Tip: If a message looks suspicious, don’t click any links inside
it. Instead, mark it as Spam. Gmail will delete the message, and also

block similar messages in the future.

Legitimate newsletters and other marketing emails will usually
contain company information in the footer, including a valid physical
address. The sender’s email address will also be recognizable as coming
from a legitimate domain (URL). If you receive a suspicious email,
first check the email address of the sender. If the address doesn’t relate
to the company which supposedly sent it, or has a “misspelled” do-
main, such as “amazOn-support.com,” the email is almost certainly a

phishing email intended to extract personal information from you.

« Pos ®o
RE: Next Actions « gy G « s

Dear ™" @gmail.com

The image above is a screenshot of an actual phishing email I re-
ceived. While I do have a Triple-A membership, this email almost

screams, "I'm fake!"
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* The sender’s address has nothing to do with AAA.

» The subject line "Back in Touch with AAA" really doesn't

make much sense.

e The "Arrived AAA" makes no sense.

KKK

* The salutation isn't even to me, but to "Dear ***@gmail.c

"

om .

* It's no wonder that my Guardio browser app flagged this

message.

While this email is quite obviously fradulent, others look much
morelegitimate. Hackers are even using Al to create ever-more realistic
phishing emails. I recommend using an app like Guardio, and don't

click any link, attachment, or image in an email that looks at all sketchy.

Bulk Unsubscribe Tools

If your inbox is truly overflowing, you might choose to use a cleanup

service, There are many, including:

* Clean Email - https://clean.email
» Leave Me Alone - https://leavemealone.app

» Unroll.me - https://www.unroll.me
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These tools can quickly identify and remove dozens of recurring
emails in minutes. Always check privacy policies before connecting

any service.

Search and Destroy the Leftovers

While unsubscribing stops future emails, it doesn’t delete the old ones.
Once you've canceled a sender, you'll still need to remove unwanted

emails which are already in your inbox.

Fortunately, there are several ways to purge your inbox quickly and
painlessly, regardless of how many emails may be languishing there.

We cover these in the next chapter.

Take Action Now:

¢ Open Gmail — search “unsubscribe” and remove at least 3

recurring senders.

¢ (Optional) Test a bulk-unsubscribe tool such as Clean Email
or Leave Me Alone.

(Time: 15 minutes.)



THE B1G PURGE

Y ou’ve stopped the incoming flood. Kudos!

But your inbox is still full of emails you've already received. So now

it’s time to clean house.
I'm talking about launching (drum roll): "The Big Purge".

If you are feeling a tad intimidated at this point, don't be. You will
likely find that, once you get started, the Big Purge is immensely sat-
isfying. With each swatch of messages you delete, you’ll feel a decided

sense of accomplishment.

Before you begin

Before beginning the actual deletion process, take just a minute to

close as many browser tabs as possible.

Why?
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Remember that Gmail runs inside your web browser, so it is shar-
ing memory and processing power with every other open tab. Video
sites, social media feeds, news pages with live updates, and video calls
continue using resources even when you aren't actively using them.
During large cleanup actions—such as selecting, deleting, or archiving
many emails at once—Gmail has to track selections, refresh the page,
and confirm actions. Closing resource-heavy tabs doesn’t change what
Gmail can do, but it often makes the cleanup process smoother and

more responsive, especially on older computers or very full inboxes.

Note: Also take a moment to check the upper right of your inbox
screen and note the total numbers of messages. Now write it down.

You'll revisit that number later.

In the Appendices you'll find a pre-purge checklist which you may

wish to refer to before diving in.

Start with the Oldest First

You've reviewed the pre-purge checklist and closed all Chrome win-

dows and tabs except for Gmail.
Now, how to begin?
Many people naturally start deleting from the top of their inbox,

tackling the newest messages first. While on the surface that might

make sense, isn't that what you've been doing? Trying to stay afloat
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by dealing with new messages as they pour in? And how has it worked

out?

So let's flip your thinking. Let's begin by cleaning out your oldest
emails first. Why? Because old emails likely aren't relevant anymore.
You don't need to read each one and decide whether to keep it. You

simply select a page of old, stale emails and press "delete”.

You'll find that it's pretty satisfying to see that little number in the

upper right of your inbox grow smaller and smaller.
To get started:

1. Inside Gmail, click the gear icon () and select See all set-

tings.
2. Under Inbox type, select “Default.”

3.Now go back to your inbox, click the arrow next to

“Newest,” and choose “Oldest.”

® & 4+ =

tings

See all settings
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1-50 of 867 >

~ Upd
D M
Oldest

Now you’ll see messages from months and possibly even years ago.
Many will be outdated offers, irrelevant notices, reminders of meetings
which already happened, or to-do items that were resolved long ago.
Deleting these first gives you an instant win. Keep slashing and burn-
ing until you reach more recent emails which might require review.

Then move on to the next phase by using filters.

Use Gmail Search Filters to Your Advantage

Gmail's built-in search filters are extremely flexible and powerful.
They can help you quickly identify and cull blocks of emails based on

whatever parameters you select. Filters are also exceedingly easy to set

up.

To get started, move your cursor up to the Search field at the top of

your inbox and click on the odd three-bar icon to the right.
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Show search options

This will call up a window in which you enter your search parame-

ters.

Once you've entered the search parameters, press the Create filter
button in the lower right. A second box appears, in which you tell
Gmail what to do with emails which meet your search criteria. Note
that Delete is only one of several choices. You might instead mark the

selected block of messages with a particular label.
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Iencourage you to explore a bit to get an idea of how you might use
filters. Here are some specific searches you might try (with example

values):

-

Find old messages — before:2022/01/01

« Find large attachments — has:attachment larger:5SM

+ Find messages from a certain sender — from:amazon.com
« Find promotional clutter — category:promotions

« Find social media alerts — category:social

Delete in Batches

Let's say that you've applied a filter, and are now looking at a long list
of emails which you'd like to remove your your inbox. How best to

delete (or archive) them?

Go to the top left of the Inbox and click the little box directly
under the magnifying glass in the search field. Doing this selects all the
emails on that page; the default is 50 in Gmail. Once you've selected
the emails, just click the appropriate icon at the top, such as Archive,
Trash, or Move to. You've just removed a page's worth of emails from

your Inbox at one fell swoop. Feels good, doesn't it?

Pro Tip: If the filtered list of emails is really long, you can accelerate

the process a bit. Select Settings and See All Settings again, and then
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select the Inbox tab at the top. Near the top you'll see that you can
set the Maximum conversations per page. Generally the default is 50,
which means that you can select and delete a maximum of S0 messages
ata time. If you increase the maximum to 100 conversations per page,
you'll be able to select and delete 100 messages at a time, which could

be handy when the list of emails is quite long.

Do Exercise Care

Hopetully, you are excited to take on your unruly Inbox.

But before you go full commando, take a breath. You don’t want
to accidentally erase something important like tax records or legal re-
ceipts. Delete what you feel is safe to delete, but if in doubt, you could
Archive the emails, or create a temporary label called “To Review” and
move questionable messages there. You can always come back later to
make a final decision. But when first culling, you want to keep the
momentum going, so don’t let yourself get sidetracked with lots of

little decisions.

Tech Tip: PC Performance Alert

If you’ve noticed your computer running slowly—especially when
Gmail is open—your browser may be working overtime. Chrome
uses memory for every tab and extension. When your inbox contains
thousands of messages, Gmail must load extra data (message lists,

attachments, previews). Result: higher memory use and slower per-
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So before you start, close as many other browser tabs as you can,
especially those that use a lot of resources — such as YouTube, Face-
book, news sites with live updates, or video calls. Disabling unneces-

sary Chrome browser extensions (discussed in PCs Made Simple).

Your inbox will load faster, and your PC will breathe easier, too.

Empty Spam and Trash

Messages in Spam and Trash aren’t automatically deleted until 30 days
pass — which means hundreds or thousands of unnecessary messages
may be sitting there eating up space, especially after you've just deleted
abunch. You can reclaim disk space immediately by manually purging

Spam and Trash.
Purging them is easy:

+ Open the Spam folder — click Delete all spam messages now.

¢ Open the Trash folder — click Empty Trash now.

You’ll be amazed how much digital weight you’ve just shed.
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Take Action Now:

« Sortyour inbox by Oldest first and delete 500 outdated mes-

Sages.

* Try one or two of the search filters above (for example, be-

fore:2022/01/01 or larger:5SM).

* Empty your Spam and Trash folders to complete your Big
Purge.

(Total time: 20-30 minutes. Reward yourself afterward — you’ve

earned it!)



SMART SORTING AND AUTOMATION

ou’ve drained a lot of the swamp — congratulations! But if you
don’tset up systems to handle new messages automatically, your
inbox will soon begin to fill up again. In this chapter, you’ll learn how

to make Gmail do the sorting for you.

Labels: Your Digital Filing Cabinets

Think of Gmail’s labels as color-coded folders that can overlap. As
noted earlier, unlike traditional folders, a single email can have multi-
ple labels — which means you don’t have to decide whether to assign

an email to “Rental property” or “Taxes.” You can do both.

Here’s how to create a label:

1. In Gmail’s left sidebar, scroll down and click More — Create

new label.

2. Give it a short, meaningful name like Warranties, Family, or
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Taxes.

3. Choose a color by clicking the three-dot menu next to the

label name.

Assigning colors to labels can help you identify a message category
at a glance. You might even tie a label to a related Google calendar.
For example, I have a green Google Calendar label relating to money
and finances for tasks such as paying bills, reviewing my investment
portfolio, etc. I have a corresponding green Gmail label for emails

relating to banking, credit cards, etc.

You can also create sub-labels under labels. For example, if you
happened to own three rental properties — and good for you if you do!
— you could create a label called “Rentals”. Under it you could have a

sub-label for each individual property.

You can assign labels to an email in two ways. One is to click the
three dots next to an existing label and then click on “Label As”. Doing

this opens a pop-up menu of labels for you to select from.
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You can also create labels and sublabels “on the fly” from within
an email. For example, let’s say you’ve just read an email about an
upcoming change in property taxes. While in that email, click the
“Move to” icon at the top. (It looks like a manila folder with an arrow
pointing right.) The pop-up menu of labels will display, and you can

select an existing label from the list.

If you need to create a new label, it's easy to do. Just click the Move
to icon to pull up the pop-up menu, but this time look toward the

bottom and select Create new.

Move to:

I Q

7 Figure Mini Groups
2014 Taxes

2015 Taxes

. 2016 Taxes

2017 taxes

2018 Taxes

2019 taxes

AADA I taunn
Spam

Trash

Create new

Manage labels

g
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A second pop-up will ask if you would like to nest the new label

under an existing label, but this is optional.

New label

Please enter a new label name:

So you could set up labels and then sublabels under them. So
you could have a label titled Rentals. Under it you could have three
sublabels: Oak St, Monroe Dr, and Jefferson St.

Another approach would be to have several labels, each beginning
with the same prefix. So instead you might have three labels titled:
Rentals — General, Rentals — Oak St, Rentals - Monroe Dr, and

Rentals — Jefferson St.

Either system works. What's important is that your system should

make sense to YOU.

Filters: Your Personal Email Assistant

Of all the emails you receive, how many actually require immediate

attention? Probably a minority.
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You can use filters, which we looked at in the last chapter, to sort
incoming messages for you, and then process them according to your

instructions. For example, Gmail might:

« route newsletters directly to your "Read later” label,

¢ archive delivery confirmations automatically after one week,

or

« star all messages coming from your boss.

All of this is done automatically, behind the scenes. This reduces
distractions and allows you to focus on what is most important at the

moment.

For quite a long time, I never set up filters. Now I can’t imagine life
without them. They really help me to stay focused on tasks requiring

my immediate attention.

Predefined Categories: Starred, Purchases, Social, etc.

By default, Gmail sorts some emails for you using several pre-defined
tabs, referred to as Categories, which appear just below "Inbox" to the

left. These include:

« Starred: Important (as you probably guessed!)
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* Social: notifications from Facebook, Instagram, etc.

* Purchases: marketing and sales messages

Gmail reviews incoming messages and attempts to assign them to
these categories if it can. Note that the messages will also appear in
the Inbox. So remember that if you deleted an email from either the
Inbox or, for example, Purchases, the email will disappear from both

(and appear in Trash).

You don't have to use all — or any — of these categories. If you
would like fewer Categories, simply click the gear icon £ — See all

settings — Inbox — Categories, and uncheck the ones you don’t use.

Pro Tip: I find the Promotions category to be a great time saver. It
collects all incoming messages which are trying to sell me something.
I simply click the Promotions tab and all of these emails display to-
gether. I select all, perhaps unchecking the one or two I'm actually
interested in, and click on the trash icon. Bam! Gone! This process is

much faster than trying to pick out and delete sales emails individually.

Starring and Importance Markers

Gmail can automatically highlight messages it thinks are important
based on your previous activity. These emails will be marked with a

small yellow arrow. Just as with Spam, you can train Gmail’s algorithm
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by marking messages manually as important, or unchecking emails

which aren’t important to you.

Stars are similar, but you assign them manually as you see fit. They
are much like labels within your Inbox, and in fact you can assign stars
different colors as you can labels. For example, a red star might be for
“urgent,” a blue one for “pending”, etc. You can enable multiple star
styles under Settings — All Settings, then the General tab. Scroll down

to find Stars.

Archiving vs. Auto-Deleting

While you are (hopefully) excited about doing some aggressive spring
cleaning of your inbox, you may also experience a bit of trepidation.
What if you delete an important email? Will the sky fall? Will the IRS

show up at your door?

Relax. When in doubt, simply archive rather than delete. Archiving
keeps your inbox clean but retains searchability — the best of both

worlds.

Overlapping Filters

As we've seen, filters can be extremely useful. However, be careful
about setting filters which overlap or conflict. If you build several that

overlap (for example, two filters for the same sender assign different
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labels), test each carefully to make sure one doesn’t override the other.

If something goes missing, check All Mail — it’s probably there.

Pro Tip: Gmail applies filters in the order you create them.

Take Action Now:

¢ Create three new labels that reflect your needs (for example,

Church, Family, Financials, Hobbies).

* Create one label on the fly from within an email. You might

nest it under an existing label to see the process.

e Set up at least one filter to route new mail automatically to

the appropriate label.

* Adjust Gmail’s Categories to show only the tabs you actually

use.

¢ While in Settings, poke around to familiarize yourself with

them and how you can customize setup to best suit you.

(Time: 15-30 minutes. Your inbox will now start sorting itself

while you sip your coftee.)



INTEGRATIONS AND CONSOLIDATION

B y now, your inbox should be less cluttered, faster, and better or-
ganized. You are taking back control of your inbox. Feels good,

doesn’tit?

The next step is connecting Gmail with the tools you use every day

so that Gmail becomes a hub.

Should You Combine Multiple Email Accounts?

Many of us have more than one email address — maybe one for
personal use, one for work, and perhaps another for a side business.
You can funnel them all into a single Gmail account, which can then

function as your base of operations.

Note: We are not discussing just Gmail accounts. You can also
funnel "outside" accounts — Outlook, Yahoo, an ISP account — into

your primary Gmail account.
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In a moment we'll walk through the steps to set up this funnel. But

before doing so, ask yourself if doing so makes sense for you, because

there are

pros and cons.

Pros of combining accounts:

Cons:

You need only one login. Easy to remember, and quicker.

You can check all messages in one place. No bouncing from

one inbox to another, and possibly forgetting to check one.

Gmail’s filters apply to everything, including imported mes-

sages.

Messages from different roles can blur together, causing con-
fusion (although below we discuss a way to use labels to

address this issue).
Filters and folders become more complex.

You may not want to commingle some messages, such as

work and personal messages .

Obviously, there is no one right answer. You’ll have to think

through

your own situation. If you decide it makes sense for you,

here's how to proceed:
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1. Open Settings & — Seeall settings — Accounts and Import
tab.

2. Under “Check mail from other accounts,” click Add a mail

account.

3. Enter your other address and password (for example, on

Outlook or Yahoo).

When adding the email address of an external account, Gmail may
ask you to sign in to the other account or approve access. This is

normal and helps protect your email.

Gmail normally imports copies of messages and leaves the originals
in the other account. This is the safest approach, especially when

you’re first setting things up.

Once the external account is connected to Gmail, messages from
that address will appear directly in Gmail alongside your regular email.
To keep things clear, you can apply a label to messages arriving from
the external account. Gmail can do this automatically by using a filter
so that messages from your Outlook, Yahoo, or other address are
clearly marked as they arrive in your Gmail inbox. This makes it easy to
see where a message came from, while still handling everything within

a single inbox.

To funnel messages from an external account into Gmail, click the
filter icon in the Gmail search bar and create a filter using the From

address of the added account. Choose Apply the label, and select (or
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create) a label for that account. You can view or edit the filter later

under Settings — See all settings — Filters and Blocked Addresses.

If you'd like to try linking your other email accounts to Gmail but

are still hesitant, remember two things:

* Aslong as you leave email copies on the original server (the

default setting), no emails will be lost.

* You can easily switch back at any time.

Sync Gmail with Google Calendar

Many emails are about dates — meetings, flights, appointments, re-
newals, etc. When Gmail and Calendar talk to each other, you can turn

a message into a calendar event with one click.

Example: You receive a message saying “Let’s meet Tuesday at 10
AM.” Within the email, click the three-dot menu — Create event, and

Gmail opens a Calendar entry pre-filled with details.
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Pro Tip: Calendar can automatically scan your inbox for travel
confirmations and then add flight and hotel reservations as a calen-
dar event. Even better, if a flight is delayed or a hotel reservation is
changed, the evnt information is automatically updated! There are a
couple of setup steps required, but they aren't difficult. If you travel
frequently and would like to activate this time-saving feature, check

the Resources for instructions.

Use Google Tasks for Follow-Ups

Have you ever read an email and then immediately marked it as un-
read because you “plan to deal with it later,” and promptly forgotten
about it? (Be honest.) That’s where Google Tasks can really help you

organize your “to-dos”. Here's how:

1. Open an email that requires action.

2. Within the email, click the three-dot menu again, but —
Add to Tasks. Refer to the screenshot above.

3. Calendar creates a to-do item linked to that message.

After you've created tasks, you can manage them from within Cal-
endar. Click the Tasks icon (blue circle and checkmark) on the right
side of Calendar to manage your list. You can add due dates, reorder

items, or check them off as done.
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How to Combine Tasks with Calendar

When you open Google Calendar (https://calendar.google.com), look
on the left under “My calendars.” You’ll see an option labeled Tasks
— check that box. Now your Google Tasks will appear right on your
calendar, showing up on the days they’re due. You can even drag a task

to a different date to reschedule it instantly.

Attach or Save to Google Drive

Instead of digging through thhousands of messages to find the one
attachment you need, you can save important files to Drive. To save

an attachment to Google Drive:

1. Open the email — hover over the attachment — click Add

to Drive (triangle icon).

2. Choose or create a folder, such as Receipts or Contracts.

That's it. Thereafter, you can open those files directly from Drive

without having to hunt through mail.
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If you haven't yet used Google Drive, go to drive.google.com and
click "Sign in". Just enter your Gmail address. This instantly provides
you with 15 GB of free storage, shared across Drive, Gmail, and Pho-

tos.

Privacy and Syncing

When you connect Gmail to other Google services (including Gmail,
Google Drive, Calendar, Meet, and Docs), everything stays within
your Google account. This is convenient, but remember that shared
devices could potentially expose your data. If you use a family or work
computer, log out when you are finished, or use a Guest profile to keep

things private.

To review or adjust which devices and services are connected to
your Google Account, go to myaccount.google.com — Security —

Your devices.

Advanced Integrations (Optional)

Some external apps are easily integrated with Gmail. A few of the more

common ones are:

1. Microsoft Outlook — You can add Gmail as an IMAP ac-
count inside Outlook to manage messages locally or offline.

This is good for users who prefer Outlook’s layout but want
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Gmail reliability. If you'd like to do this, I suggest finding a

current video on YouTube.

2. Trello — Install the Gmail add-on for Trello (from the
Google Workspace Marketplace). It lets you turn an email
into a Trello card — which is perfect for tracking tasks or

client requests.

3. Notion — Use a service like Zapier or Make.com to auto-
matically save starred emails to a Notion database. It’s an

advanced setup but powerful if you use Notion daily.

Each of these tools can help you bring order to your digital life, but

are not mandatory.

Take Action Now:

1. Link Gmail to Google Calendar and create one event from

an email.
2. Add one actionable message to Google Tasks.
3. Save at least one email attachment to Google Drive.

4. (Optional) Explore a Trello or Outlook integration if it suits

your workflow.

(Time: 15 minutes for basics; 30+ if testing advanced tools.)



DAILY AND WEEKLY MAINTENANCE
HABITS

our inbox is under control, but just like a tidy house, it won’t
Y stay that way without a little regular upkeep. The good news:
five minutes a day and one short session a week are all it takes to keep

it clean, calm, and under your control.

Here are some specific suggestions to help you keep that inbox

working with you, rather than against you.

The 2-Minute Rule

If you've read Atomic Habits by James Clear, you're familiar with the

2-minute rule. How does it apply to email management?

If a new email can be handled in two minutes or less, deal with it
immediately. That might mean replying to it, but it might also mean
deleting it (if it's unimportant or irrelevant to you), or archiving it (if
you might need it in the future). Not only will this habit curtail your

inbox's wild growth, it will save you enormous amounts of time, as
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you won't later have to search for the email, reread it, and pick up the

thread again.

If the email needs more time, move it to a "Follow-Up" or "Review
Later" label or add it to Google Tasks (see Chapter 5). Then clear it

from your inbox — no staring blankly at it again tomorrow.

Batch, Don’t Bounce

Constantly checking email scatters your focus and prevents you from
getting into "the zone". Instead, check mail in batches — say, once
mid-morning and once late afternoon. Turn off desktop and phone

notifications so you aren't disturbed between those times.

Don't fret that you might miss something. If something’s truly
urgent, people will call or text you. Email is for asynchronous com-

munication, It's not meant to be a 24/7 chatroom.

Create a “Review Later” Label

Sometimes you’ll get interesting articles, coupons, or updates you
might want to read — just not right now. Rather than leaving them in
your inbox, apply the "Review Later” label mentioned above, which
whisks them out of your inbox. When you have free time (or during
your weekly cleanup), open that label and read or delete emails at your

leisure.
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The Review Later label can be combined with filters so that
non-priority emails never hit your Inbox, instead going directly to
Read Later. Try it. You will likely be surprised at how much this one

little change reduces inbox clutter and decreases distractions.

Schedule a Weekly Mini-Purge

While The Big Purge may have felt very gratifying, you shouldn't have

to do one on a regular basis. Instead, do mini-purges weekly.

Create a recurring 15-minute calendar event — Friday afternoon

works well — called Inbox Cleanup. During that time:

¢ Scan for unread messages more than a week old using the

Search pop-up.
¢ Delete or archive anything you’ve already handled.
* Review your Follow-Up or Review Later labels.

* Empty Spam and Trash.

If you do this little mini-purge, you’ll start each week fresh, not
buried. You'll also likely find it easier to close that mental office door

and enjoy your weekend more.



40 JOHN CLITES
Pro Tip: I like to combine my weekly email purge with a purge of

my Downloads folder and Recycle Bin as well. I also clean my screen

and keyboard, as discussed in PCs Made Simple.

Email purge and PC cleanup

Feb 6, 2026 15:00 to 15:30 F

D All day Weekly on Friday ~

Avoid Subscription Creep

Despite your best efforts, you'll probably find that you continue to
sign up for random items or information from time to time. And
obtaining those freebies, discounts, and special offers — or simply
making an online purchase — all may require you to enter your email
address. Some follow-ups (like those from Tech4Me2!) are welcomed,

but many are merely annoyances.

So each month, open Gmail’s Manage Subscriptions (see Chap-
ter 2) and prune again. Think of it as weeding a garden — quick
maintenance keeps things beautiful. Using the Manage Subscriptions
tool, this task takes almost no time at all. It's perhaps the best re-

turn-on-time-spent email activity that you can do.

Automate Your Cleanup
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Are you someone who loves a clean house — but hates to clean? Or

hates a cluttered closet, but can't seem to discard anything?

If this sounds like you (I plead guilty), then you might consider

automating your cleanup.
Simply set up an auto-delete filter as follows:

1. Click the Gmail search icon to open the search pop-up box.
2. In the “Has the words” box, type older_than:90d.

3. Click Create filter — Select Delete it as the action.

Gmail will remove mail older than 90 days automatically.

Caution: Only use this if you’re confident your important mail is

already labeled or archived!

Purging Archive and All Mail

Gmail is designed to handle very large volumes of stored email, and
performance does not suffer simply because your Archive or All Mail
contains thousands of messages. Archiving removes email from your
Inbox, not from your account, and a large All Mail count is normal.

There’s no required schedule for purging archived mail. Delete older
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messages only if it helps you feel more focused or confident—not

because you think you’re supposed to.

Good Email Etiquette

It seems that almost everyone is in a hurry these days, and sometimes
courtesies are forgotten. I believe this is especially in the world of email.

Here are a few things to keep in mind:

* Keep replies short and focused. Everyone is busy, so be con-

cise.

* However, don't use abbreviations which the recipient might

not understand.

* Use clear subject lines that describe the action or topic. Don't

make the recipient guess what the email is about.

* When you’re done with a thread, archive it immediately.
We've all experienced those convoluted threads in which
multiple topics get mixed in together, making it difficult to
sort out. Avoid this by archiving the old thread and launch-

ing a new email for a new topic.

* Avoid “Reply All” unless everyone truly needs to see it.
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Remember: Every clear email you send is appreciated by the recip-

ient, and prevents a messy chain from clogging in your inbox.

Take Action Now:

¢ Adopt the 2-Minute Rule starting today. (Pretend that I'm

standing behind you, watching.)

* Schedule two daily “email windows” — and turn off notifi-

cations in between.
* Createa “Review Later” label and test it with a few messages.

¢ Add a 15-minute weekly “Inbox Cleanup” event to your

calendar.

(Time: 10-15 minutes per day + 15 weekly — that’s it!)



LONG-TERM STRATEGIES AND OPTIONAL
TooLs

“ 7 our inbox is clean, your filters are humming, and your habits are

taking hold. Congratulations!

Now let’s make sure your progress lasts. This chapter offers
long-term strategies and a few optional tools that can keep your inbox

lean, fast, and secure.

Tame Attachments and Keep an Eye on Gmail Storage

Even though Gmail offers generous storage, every attachment, photo,
and file counts against your limit — especially if you use Google Drive

or Google Photos with the same Google account.

To see if you are nearing your space limit, visit: https://one.goog
le.com/storage. This page shows how much storage is being used by

Gmail, Drive, and Photos in total.
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If Gmail is taking up more space than you expected, start by identi-
tying large attachments, which are usually the biggest contributors to
a bloated inbox and creeping storage usage. To sniff out large attach-

ments,

In Gmail’s search box, click the filter icon, use the Size option,
choose greater than, and enter a value such as SM or 10M. This quick-

ly surfaces emails with bulky attachments.

Note: You can use the date fields to tell Google how far back to
search. So if, for example, you selected "1 year” from the drop-down
menu and entered the current date, Google will search activity within

the last year.

Once you've found the emails with large attachments, you might:

¢ Download and save large attachments to Google Drive or

your computer, then delete the email, or

* Delete emails containing outdated attachments, such as old

PDFs, presentations, or videos.
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Pro Tip: When sending files to others, avoid sending large attach-
ments when a link to a shared drive will do the job just as well. (See

the Appendices for a summary of how to use Google Drive.)

If storage is getting tight, cleaning up large attachments often
makes more difference than deleting hundreds of small emails. Google
does offer inexpensive storage upgrades, but a bit of cleanup may make

upgradmg unnecessary.

Leverage Gmail’s Storage View (Lesser-Known Tip)

In Gmail, scroll to the bottom of the inbox and click Manage storage
(if available; see note below). It lists your largest email threads — often
ones with long back-and-forth replies or attachments. Deleting or

archiving a few big ones can free hundreds of megabytes instantly.

Note: This link appears only when your Google Account is nearing
its storage limit — typically when you’ve used around 80-85% of your
allotted space. If you’re under that threshold, the link may not appear.
You can always visit https://one.google.com/storage directly to review

usage at any time.

Tech Tip: Browser Speed
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If Gmail feels sluggish again over time, it's likely because of browser

issues. (Remember that Gmail is a browser app.) Try these simple fixes:

1. Clear browser cache: In Chrome, press Ctrl + Shift + Delete

— “Cached images and files.”

2. Disable unused extensions: Chrome menu — More tools —

Extensions.

3. Keep fewer tabs open: Gmail runs best with fewer than five

tabs active at once.

A lighter browser means a snappier inbox.

Backup and Recovery

Most people never think about what would happen if they lost access
to their Gmail. While Google’s reliability is excellent, a little insurance

never hurts.

Options for backup include:
¢ Use Google Takeout (https://takeout.google.com) to

download all your email data occasionally.

¢ Or use a third-party tool like UpSafe Gmail Backup or Gm-

vault (for advanced users).
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Pro Tip: Store the backup on an external drive or in encrypted

cloud storage.

When to Declare “Email Bankruptcy”

If your inbox gets really out of hand — say, 20,000 unread messages —
it may be faster to start fresh. Everyone is entitled to a "do-over” now

and then.
Here’s the process:

1. Create a new label called Archive PreCleanup.
2. Select all messages in your inbox.

3. Click Archive.

Now you have a blank inbox, and your old mail is safely tucked away

if you ever need to search it later.

Optional Tools for Long-Term Maintenance

If you like automation, these third-party tools can help keep your

inbox trim without constant attention:

¢ Clean Email (https://clean.email) — Automates recurring
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cleanups and unsubscribe actions.

¢ Leave Me Alone (https://leavemealone.app) — Focused on

stopping newsletters and tracking new subscriptions.

¢ Simplify Gmail (https://simplify.email) — A browser exten-

sion that declutters Gmail’s interface.

¢ Mailstrom (https://mailstrom.co) — Groups messages by

sender or topic for faster bulk deletion.

You might want to check these out, but none of them are required.

Your good habits will handle most of the work.

Take Action Now:

¢ Check your Gmail storage usage at https://one.google.com

/storage.
¢ Delete at least 10 old or oversized attachments.
* Download a full Gmail backup with Google Takeout.

(Optional) Try one cleanup or interface-simplifying tool to see if it

helps.

(Time: 15-20 minutes.)



CONCLUSION: STAYING IN CONTROL

T ake a deep breath and look at your inbox. You did it — you
drained the flood, tamed the chaos, and reclaimed your digital

space.

What once felt overwhelming now feels manageable. You know
how Gmail works, how to avert junk before it arrives, how to automate
the routine, and how to maintain a clean inbox with just a few simple

habits.

A Quick Recap of Your Wins

You've accomplished a lot:

* You stopped the flood of incoming junk by managing sub-

scriptions wisely.
* You cleared years of clutter using search tools and filters.

* You set up smart sorting so Gmail handles much of the work
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for you.

* You linked your email with Calendar, Tasks, and Drive to

keep life organized.

* You established daily and weekly habits that make “Inbox

Zero” possible — and sustainable.

* You learned how to troubleshoot problems before they be-

come crises.

That’s a lot to be proud of. Most people never take the time to

master their inbox — but you did.

Staying Ahead of the Clutter

Now that your inbox is lean, it takes very little effort to keep it that

way. Here’s a short routine that will serve you well:

Daily:

¢ Follow the 2-Minute Rule. - Archive or delete as you go.

* Add tasks or events right from your inbox.

Weekly:

*+ Spend 15 minutes on inbox cleanup at a scheduled time
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* Empty Spam and Trash.

* Review your “Follow-Up” and “Review Later” labels.

Monthly:

* Unsubscribe from newsletters you no longer read.

¢ Check your Gmail storage and delete large attachments.

Keep a Calm, Focused Inbox

Think of your email as a workspace, not a warehouse. When new
messages come in, act on them, file them, or remove them — but don’t

let them pile up again.

You’ve learned the systems and built the habits to stay in charge.
And if things ever get messy again, you know exactly how to clean up

— and faster this time.

Final Thought

Technology should work for you, not against you. Your email inbox
— once a source of frustration — can now be a quiet, organized com-
mand center for your digital life. Check it with confidence, manage it
with ease, and enjoy the calm that comes from knowing you’re fully

in control.



CoMMON QUESTIONS AND FIXES

ven the most careful inbox manager can make mistakes or hit a
E snag. This chapter answers common Gmail questions and offers

uick fixes for those “Wait—what just happened?” moments.
q ) pp

“Help! I Deleted an Important Email!”
Don’t panic — Gmail gives you a grace period.

1. Go to the Trash folder (left sidebar — “More” — Trash).
2. If you see the message, select it and click Move to Inbox.

3. Trash messages are stored for 30 days, after which they’re

permanently deleted.

If it’s already gone from Trash, try searching All Mail — some-
times people archive messages without realizing it. Still missing? See
Google’s Mail Restore Request form at https://support.google.com
/mail/answer/7015314.
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“Why Do I Keep Getting Spam Even After I Block

Senders?”

Blocking individual senders helps, but spammers constantly change

their addresses to get around blocks. To strengthen Gmail’s defenses:

¢ Always mark unwanted mail as Spam (don’t just delete it).
Gmail’s spam filter learns from your actions. The more you

correct it, the smarter it gets.

* Avoid replying to or unsubscribing from suspicious mes-
sages. Replying confirms that your email address is currently
in use, and may invite further emails. Clicking the Unsub-
scribe button in a shady email could also cause issues; see the

caution below.

* Check Settings — Filters and Blocked Addresses to confirm

your blocks are listed.

* If you find a legitimate or anticipated email languishing in
the Spam folder, add the sender to Contact. Doing this tells

Gmail those messages are safe.

‘Why unsubscribing from suspicious messages can be danger-
ous:
Some fake unsubscribe links redirect you to phishing sites that mimic
legitimate websites. There they may ask you to log in to update your
preference. If you do, they will steal your credentials. Others run

hidden scripts that track you or attempt to install malware. Rule of
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thumb: if you don’t fully trust the sender, don’t click anything — just

mark it as Spam instead.

“Where Did My Emails Go?”

Like your car keys, sometimes messages seem to just vanish. But prob-

ably they’ve just been filed or filtered.

Possible causes:

¢ A filter automatically archived them.
* You accidentally dragged them to a label or folder.

* You're looking in the wrong account (easy to do if you have

multiple Gmail logins).

Quick search tips:

* Try calling up the Gmail search box and entering the Sender’s

address in the From field. This search will look everywhere.

* Inthesearch box, enter "nouserlabels” in the Has field to find

unlabeled messages hiding in All Mail.
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“My Filters Aren’t Working as Expected.”

Filters are powerful but sensitive. A missing space or extra character
can cause issues.

Check filter setup:

1. Go to Settings — Filters and Blocked Addresses.
2. Review your filter conditions.

3. Make sure your filter doesn’t conflict with another (for ex-

ample, one archives messages while another applies a label).

If things get messy, delete and rebuild filters — it’s faster than

debugging a broken one.

Pro Tip Filters run in the order they were created. If two apply to

the same message, the oldest takes priority.

“I Can’t Find Contacts Inside Gmail.”

That’s because Contacts lives in its own app. To view or edit your
address book, go to https://contacts.google.com. You can also click the

Google Apps (nine-dot) icon at the top right of Gmail, then choose
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Contacts from the dropdown grid. (Yes, I also find it surprising that

Contacts doesn't exist within Gmail, but no one asked me.)

“Why Is Gmail Slow or Freezing?”

A sluggish Gmail usually points to your browser, not your account or

the number of emails there. Try these steps:

¢ Close extra tabs and restart Chrome. (Remember that Gmail

is a browser app.)
¢ Clear cache and cookies (Ctrl + Shift + Delete).
* Disable unneeded extensions.

* If the problem persists, open Gmail in Incognito Mode to
test whether an extension is causing the issue, since exten-

sions generally won't work in Incognito mode.

Pro Tip: In Windows, press Ctrl + Shift + N to open an Incognito
window. By default, Chrome disables all extensions there. If Gmail
runs faster in Incognito, one of your extensions is likely the culprit.
Turn them all off, and re-enable them one by one until you find the

slow one.
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“Can I Undo a Sent Email?”

Yes, if you act quickly. Gmail gives you a short window to cancel a sent
message. If you realized you goofed right after pressing Send, look for

the “Undo” link in the lower-left corner of your screen.

Ten

Messagesent Undo  View message X

You can extend this grace period:

1. Click Settings — See all settings — General.
2. Find Undo Send.

3. Set it to 30 seconds (the maximum).

Now you have half a minute to stop that “Oops” moment in its

tracks.

“How Can I Protect My Account From Hackers?”

A clean inbox isn’t much good if your account isn’t secure. Follow

these steps to keep yours safe:

* Enable 2-Step Verification at https://myaccount.google.co

m/security.

* Review the devices signed into your account under Security
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— Your devices.
¢ Never reuse your Gmail password on other sites.

* If you get a suspicious login alert from Google, review it
you g P 4 g

immediately.

Note: My next book, PC Security Made Simple, will be available

second quarter 2026. You can look for it on Amazon, or Tech4Me2.

com.

Take Action Now:

¢ Visit https://contacts.google.comand update one contact.

* Check your Spam folder and search for legitimate messages.

Add the senders to your contacts.
* Review your filters and blocked senders list.
* Set Undo Send to 30 seconds (the maximum) if you wish.
¢ Turn on 2-Step Verification if you haven’t already.

(Time: 15-20 minutes. A little troubleshooting now can save you

hours later.)
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APPENDICES

Appendix A — Inbox Cleanup Checklist

Unsubscribe from newsletters you no longer read.
Search for and delete large or old attachments.

Create folders (or labels) for important categories such as Bills,

Receipts, and Family.
Use filters to automatically label or archive recurring messages.

Delete or archive all messages older than one year (after checking

for important items).

Move reference materials (manuals, tickets, itineraries) to cloud

storage.

Use the “Snooze” feature for messages you’ll handle later.
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Review your inbox daily for five minutes — maintenance prevents

backlog

Set up automatic filters to sort incoming messages.

Archive or delete old emails that are no longer needed.

Regularly empty your spam and trash folders.
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Appendix B — Safe Email Practices

* Never click links or download attachments from unknown

senders.

¢ Double-check the sender’s address — scammers often mimic

legitimate ones.
¢ Hover over links to preview where they really lead

* Be cautious of urgent or emotional language ("Act now!",

"Account suspended!”).
* Use strong, unique passwords for each account.
¢ Turn on two-factor authentication when available.
¢ Don’tlog into email from public Wi-Fi without a VPN.
* Report phishing attempts to your email provider.

. Keep your antivirus and operating system up to date.
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Appendix C — Additional Tools and Resources

Note that these tools augment Gmail's standard toolkit, but none are

necessary.

Email Management Tools:

.

Clean Email — Organizes and removes unwanted emails in

bulk.

.

Unroll. Me — Unsubscribe from newsletters easily.

* Mailstrom — Groups emails by sender or topic for quick

cleanup.

.

Sanebox — Prioritizes important messages automatically.

Productivity Add-ons:

* Boomerang (Gmail/Outlook) — Schedule messages and re-

minders.

Inbox Pause — Stop incoming emails temporarily.

.

Checker Plus — Desktop notifications for Gmail.

.

Evernote or OneNote — Save important emails as notes.
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Security & Privacy Tools:

¢ ProtonMail or Tutanota — Encrypted email options.

¢ Bitwarden or 1Password — Manage secure passwords.

-

NordVPN or ExpressVPN — Encrypt connections when on
public Wi-Fi.

* Malwarebytes — Extra protection against email-borne

threats.



