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I ’ll admit it — I had over 2,000 unread emails sitting in my Gmail 
inbox. And that was just the unread 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 o-, 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 notiTcations, even bills. 

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

tally exhausting.

Jhat’s when I decided to drain my overOowing inbox — not just 

once, but for good.
 

Jhis short, noYnonsense guide will show you exactly how I did it. 
Hou’ll learn how to:
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  Dtop the endless Oood of incoming junk,

  qlear years of backlog !uickly and safely,

  qreate simple systems so your inbox stays organi'ed, and

  Build habits that prevent the mess from returning
 

Jhis guide isn’t theory — it’s handsYon. After each section, you’ll 
see a “Jake Action Sow” box with brief, doable tasks. 8on’t skip 
these9 8oing 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 recogni'e your inbox.
 

Let’s get started.
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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 speciWcally. ?hy GmailY

Simple. Gmail is the world’s most widely used email service. Cou 
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 Dalendar, Mrive, and Aeet. 
'lso, as youHll also see in this guide, Gmail has scads of built-in tools 
which allow you to keep it lean, mean, and humming along.

Jowever, 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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?hen using Gmail, it’s important to understand the concept of ”la-
belsx.

Eraditional email programs like Nutlook use folders. ?hen you 
move a message into a folder, it’s no longer in your inbo:. Ehis 
e-process parallels what you do in the physical world– Cou take a doc-
ument from your inbo:, read it, perhaps process it, then stick it in a 
Wle folder.

Gmail works a bit di3erently. It uses labels — which are like tags. 
Cou can assign multiple labels to a single message, which means one 
email can appear in more than one ”place.x 4:ample– ' 0ight conWr-
mation might be labeled both ”Eravelx and ”Receipts.x Cou can think 
of this as a book being cross-referenced at the library P there is more 
than one way to locate the book.

IMPORTANT: ?hile 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. Ehis means that if you delete an email 
tagged with many labels, it is deleted from every ”placex. 

Archiving vs. Deleting

?hen you delete an email, it goes to Erash, where it resides for 5F days, 
after which it’s automatically and permanently deleted. 

By contrast, when you archive an email, it disappears from your 
Inbo: but it’s still stored safely in 'll Aail. Cou can Wnd it later by 
searching using keywords, dates, or senders. Ehink of archiving as 
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”putting away papers in a Wling cabinet,x whereas deleting is ”shred-
ding them.x

Eo archive an email, simply select or open that email, and click the 
icon in the upper left which looks like a bo: with a down arrow in it.

Spam, Blocking, and Whitelisting

Spam can be e:ceedingly annoying. /ortunately, Gmail’s spam Wlter 
catches most 1unk automatically. Cou can actually train it to do a 
better 1ob by marking unwanted messages that managed to sneak into 
your Inbo: as Spam, and by conWrming legitimate emails which were 
routed to Spam as Lot Spam.2 ' screen capture here would be very 
helpful.

Eo ensure that someone’s messages always reach you, add their 
address to your Dontacts list. Simply copy the email address, navigate 
to https–((contacts.google.com(, click the Dreate Dontact button, 
and paste in the email address. Ehat’s it. Ehis process is known as 
”whitelistingx. Ehe ne:t time you receive an email from that email 
address, Gmail will recognize it as legitimate and route it to your 
Inbo:.

Cou might also choose to block future emails sent from a particular 
address. Eo block an address permanently–

). Npen the message.

[. Dlick the three-dot menu ]⋮6 at top right.

5. Dhoose Block @Sender<.



ONJL DTIE4SJ

Understanding All Mail

'll Aail is Gmail’s master archive. It contains every message you’ve 
sent or received, except items in Spam or Erash. It’s useful when you 
think you’ve ”lostx an email. Simply click on 'll Aail in the left-hand 
navigation, and then search by entering sender name or email, sub1ect, 
or keyword in the search bar at the top.

Take Action Now:

  Tog in to Gmail.

  Dlick through Inbo:, Spam, Erash, and 'll Aail in turn to 
see what’s inside each. 

  Ery searching for a speciWc email in 'll Aail. 

  Go to https–((contacts.google.com( and create a contact for 
Oohn Dlites, email address– 1ohnKtech“me[.com. 

  Ery labeling one message and then archiving it. Lotice how 

it vanishes from the inbo: but stays searchable.

]Eime– L   minutes.6
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STOP THE FLOOD — MANAGING 
SUBSCRIPTIONS

I f you were out shinga og l klde lgb your rowpolt hubbegky h,rlga 
l keld? wilt woukb you bo srhtY mou –nait peang plnknga . put l 

petter ,klg woukb pe to srht sgb tie ioke lgb ,kua ntS

’o pefore you htlrt beketnga okb –ehhlaeh? ketch srht ,kua tie keldS 
If you bogct hto, tie xow of ngLo–nga Lkutter? your ngpov wnkk reskk 
lk–oht lh flht lh you e–,ty ntS

How You Got Here

Eoodnga lt your oAerxownga Igpov? you –ly wogber iow tingah eAer 
aot ho plbS 

It il,,egeb l pnt lt l tn–eS OAery tn–e you –lbe l ,urLilhe ogknge? 
you egtereb your e–lnk lbbrehhS “gb re–e–per tie free epood you 
bowgkolbeb –ogtih plLdY -r tie ”kn–ntebJtn–e oHerN you hnageb 
u, forY OAery tn–e you ty,eb your e–lnk lbbrehh ngto l wephnte for l 
bnhLougt? Lou,og? or freepne? you kndeky lareeb to reLenAe ogaonga ,roJ
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–otnoghS -Aer tn–e? tiehe hgeldy huphLrn,tnogh –uktn,ky G l bnantlk 
Aerhnog of :ugd –lnkS

Use Gmail’s Manage Subscriptions Tool � 

Mortuglteky? U–lnk ilh l LkeAer felture punktJng1 ’uphLrn,tnog 2lgJ
laerS Itch l inbbeg ae–S It luto–ltnLlkky knhth hegberh tilt ngLkube 
”(ghuphLrnpeN kngdh ng tienr –ehhlaeh . winLi wnkk ngLkube Anrtulkky 
lkk Lo––erLnlk lgb –lrdetnga e–lnkh? py klwS 

jo tlde lbAlgtlae of ’uphLrn,tnog 2lglaer? srht ao ngto U–lnk? 
tieg1

)S —knLd tie ’ettngah Loawieek nLog ng tie u,,er rnait? tieg ’ee 
lkk hettngahS

3S Uo to Igpov?  tieg 2lglae huphLrn,tnogh  Ror  LknLd  tie 
ughuphLrnpe kngd tilt l,,elrh pehnbe –lgy ,ro–otnoglk 
e–lnkh;S

DS PeAnew tie knht lgb ughuphLrnpe fro– lgytinga you ilAegct 

o,egeb ng tie ,lht –ogtiS
 

Note: Uooake ho–etn–eh rekoLlteh tinh felture9 nf you bogct hee nt? 
hn–,ky helrLi U–lnk for ”ughuphLrnpeN to ,ukk u, –ehhlaeh wnti tilt 
kngdS 

Recognizing Legitimate vs. Fake Unsubscribe Links
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-gknge hLl––erh ilAe peLo–e evtre–eky LrlftyS —yperLrn–nglkh ofJ
teg ngLkube flde (ghuphLrnpe kngdh ng tienr e–lnkh to trnLd you ngto 
Logsr–nga tilt your e–lnk lbbrehh nh lLtnAeS —knLdnga oge of tiehe 
nggoLuouhJkoodnga kngdh Llg kelb to lg ngLrelhe ng tie l–ougt of h,l– 
you reLenAe? to ,inhinga hnteh? or to tie nghtlkkltnog of –lkwlreS 

Pro Tip: If l –ehhlae koodh huh,nLnouh? bogct LknLd lgy kngdh nghnbe 
ntS Ightelb? –lrd nt lh ’,l–S U–lnk wnkk bekete tie –ehhlae? lgb lkho 
pkoLd hn–nklr –ehhlaeh ng tie futureS

Eeantn–lte gewhketterh lgb otier –lrdetnga e–lnkh wnkk uhulkky 
Logtlng Lo–,lgy ngfor–ltnog ng tie footer? ngLkubnga l Alknb ,iyhnLlk 
lbbrehhS jie hegberch e–lnk lbbrehh wnkk lkho pe reLoagn"lpke lh Lo–nga 
fro– l keantn–lte bo–lng R(PE;S If you reLenAe l huh,nLnouh e–lnk? 
srht LieLd tie e–lnk lbbrehh of tie hegberS If tie lbbrehh boehgct reklte 
to tie Lo–,lgy winLi hu,,ohebky hegt nt? or ilh l ”–nhh,ekkebN boJ
–lng? huLi lh ”l–l"'gJhu,,ortSLo–?N tie e–lnk nh lk–oht Lertlngky l 
,inhinga e–lnk ngtegbeb to evtrlLt ,erhoglk ngfor–ltnog fro– youS

 

jie n–lae lpoAe nh l hLreeghiot of lg lLtulk ,inhinga e–lnk I reJ
LenAebS !inke I bo ilAe l jrn,keJ“ –e–perhin,? tinh e–lnk lk–oht 
hLrel–h? BI*– flde@B
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  jie hegber*h lbbrehh ilh gotinga to bo wnti “““S

  jie hup:eLt knge BqlLd ng jouLi wnti “““B relkky boehg*t 
–lde –uLi hegheS

  jie B“rrnAeb “““B –ldeh go hegheS

  jie hlkutltnog nhg*t eAeg to –e? put to Bzelr ////→a–lnkSL
o–BS

  It*h go wogber tilt –y Uulrbno prowher l,, xlaaeb tinh 
–ehhlaeS

!inke tinh e–lnk nh 5unte opAnouhky frlbukegt? otierh kood –uLi 
–ore keantn–lteS TlLderh lre eAeg uhnga “I to Lrelte eAerJ–ore relknhtnL 
,inhinga e–lnkhS I reLo––egb uhnga lg l,, knde Uulrbno? lgb bog*t 
LknLd lgy kngd? lttlLi–egt? or n–lae ng lg e–lnk tilt koodh lt lkk hdetLiyS

Bulk Unsubscribe Tools

If your ngpov nh truky oAerxownga? you –nait Lioohe to uhe l Lkelgu, 
herAnLe? jiere lre –lgy? ngLkubnga1

  —kelg O–lnk . itt,h1LLLkelgSe–lnk

  EelAe 2e “koge . itt,h1LLkelAe–elkogeSl,,

  (grokkS–e . itt,h1LLwwwSugrokkS–e  
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jiehe tookh Llg 5unLdky nbegtnfy lgb re–oAe bo"egh of reLurrnga 
e–lnkh ng –ngutehS “kwlyh LieLd ,rnAlLy ,oknLneh pefore LoggeLtnga 
lgy herAnLeS

Search and Destroy the Leftovers

!inke ughuphLrnpnga hto,h future e–lnkh? nt boehgct bekete tie okb ogehS 
-gLe youcAe LlgLekeb l hegber? you*kk htnkk geeb to re–oAe ugwlgteb 

e–lnkh winLi lre lkrelby ng your ngpovS

Mortuglteky? tiere lre heAerlk wlyh to ,urae your ngpov 5unLdky lgb 
,lngkehhky? realrbkehh of iow –lgy e–lnkh –ly pe klgaunhinga tiereS 

!e LoAer tiehe ng tie gevt Lil,terS 
 

Take Action Now:

  -,eg U–lnk M helrLi ”ughuphLrnpeN lgb re–oAe lt kelht D 
reLurrnga hegberhS

  R-,tnoglk; jeht l pukdJughuphLrnpe took huLi lh —kelg O–lnk 

or EelAe 2e “kogeS
 Rjn–e1 )N –ngutehS;
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THE BIG PU�GE

Y ou’ve stopped the incoming .oodK !udosB

yut roub inxol is stiff auff oa em'ifs rouSve 'fbe'dr beceivedK wo no  
it’s time to cfe'n houseKI

kSm t'f(ing 'xout f'unching )dbum boff:" TPhe yig ,ubgeTK
 

ka rou 'be aeefing ' t'd intimid'ted 't this point- donSt xeK You  iff 
fi(efr Wnd th't- once rou get st'bted- the yig ,ubge is immensefr s'tj
isaringK ?ith e'ch s 'tch oa mess'ges rou defete- rou’ff aeef ' decided 
sense oa 'ccompfishmentK 

Before you begin

yeaobe xeginning the 'ctu'f defetion pbocess- t'(e Eust ' minute to 
cfose 's m'nr xbo seb t'xs 's possixfeK

?hrM
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Vememxeb th't —m'if buns inside roub  ex xbo seb- so it is sh'bj
ing memobr 'nd pbocessing po eb  ith evebr otheb open t'xK Cideo 
sites- soci'f medi' aeeds- ne s p'ges  ith five upd'tes- 'nd video c'ffs 
continue using besoubces even  hen rou 'benSt 'ctivefr using themK 
3ubing f'bge cfe'nup 'ctionsNsuch 's sefecting- defeting- ob 'bchiving 
m'nr em'ifs 't onceN—m'if h's to tb'c( sefections- beabesh the p'ge- 
'nd conWbm 'ctionsK Jfosing besoubcejhe'vr t'xs doesn’t ch'nge  h't 
—m'if c'n do- xut it oaten m'(es the cfe'nup pbocess smootheb 'nd 
mobe besponsive- especi'ffr on ofdeb computebs ob vebr auff inxolesK 

Note: Dfso t'(e ' moment to chec( the uppeb bight oa roub inxol 
scbeen 'nd note the tot'f numxebs oa mess'gesK Oo   bite it do nK 
YouSff bevisit th't numxeb f'tebK

kn the Dppendices rouSff Wnd ' pbejpubge chec(fist  hich rou m'r 
 ish to beaeb to xeaobe diving inK

Start with the Oldest First

YouSve bevie ed the pbejpubge chec(fist 'nd cfosed 'ff Jhbome  inj
do s 'nd t'xs elcept aob —m'ifK

Oo - ho  to xeginM

L'nr peopfe n'tub'ffr st'bt defeting abom the top oa theib inxol- 
t'c(fing the ne est mess'ges WbstK ?hife on the suba'ce th't might 
m'(e sense- isnSt th't  h't rouSve xeen doingM Pbring to st'r '.o't 
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xr de'fing  ith ne  mess'ges 's ther poub inM Dnd ho  h's it  ob(ed 
outM

wo fetSs .ip roub thin(ingK 1etSs xegin xr cfe'ning out roub ofdest 
em'ifs WbstK ?hrM yec'use ofd em'ifs fi(efr 'benSt befev'nt 'nrmobeK 
You donSt need to be'd e'ch one 'nd decide  hetheb to (eep itK You 
simpfr sefect ' p'ge oa ofd- st'fe em'ifs 'nd pbess TdefeteTK

YouSff Wnd th't itSs pbettr s'tisaring to see th't fittfe numxeb in the 
uppeb bight oa roub inxol gbo  sm'ffeb 'nd sm'ffebK 

 
Po get st'bted"

RK knside —m'if- cfic( the ge'b icon )⚙: 'nd sefect wee 'ff setj
tingsK

“K ”ndeb knxol trpe- sefect 53ea'uftKq

GK Oo   go  x'c(  to  roub  inxol-  cfic(  the  'bbo   nelt  to 

5Oe est-q 'nd choose 54fdestKq
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Oo  rou’ff see mess'ges abom months 'nd possixfr even re'bs 'goK 
L'nr  iff xe outd'ted o6ebs- ibbefev'nt notices- bemindebs oa meetings 
 hich 'fbe'dr h'ppened- ob tojdo items th't  ebe besofved fong 'goK 
3efeting these Wbst gives rou 'n inst'nt  inK !eep sf'shing 'nd xubnj
ing untif rou be'ch mobe becent em'ifs  hich might be7uibe bevie K 
Phen move on to the nelt ph'se xr using WftebsK

Use Gmail Search Filters to Your Advantage

—m'ifSs xuiftjin se'bch Wftebs 'be eltbemefr .elixfe 'nd po ebaufK 
Pher c'n hefp rou 7uic(fr identiar 'nd cuff xfoc(s oa em'ifs x'sed on 
 h'teveb p'b'metebs rou sefectK →iftebs 'be 'fso elceedingfr e'sr to set 
upK 

Po get st'bted- move roub cubsob up to the we'bch Wefd 't the top oa 
roub inxol 'nd cfic( on the odd thbeejx'b icon to the bightK
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Phis  iff c'ff up '  indo  in  hich rou enteb roub se'bch p'b'mej
tebsK

4nce rouSve entebed the se'bch p'b'metebs- pbess the Jbe'te Wfteb 
xutton in the fo eb bightK D second xol 'ppe'bs- in  hich rou teff 
—m'if  h't to do  ith em'ifs  hich meet roub se'bch cbitebi'K Oote 
th't 3efete is onfr one oa seveb'f choicesK You might inste'd m'b( the 
sefected xfoc( oa mess'ges  ith ' p'bticuf'b f'xefK 
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k encoub'ge rou to elpfobe ' xit to get 'n ide' oa ho  rou might use 
WftebsK 2ebe 'be some speciWc se'bches rou might tbr ) ith el'mpfe 
v'fues:"

  →ind ofd mess'ges z xeaobe"“;““8;R8;R

  →ind f'bge 'tt'chments z h's"'tt'chment f'bgeb"FL

  →ind mess'ges abom ' cebt'in sendeb z abom"'m'9onKcom

  →ind pbomotion'f cfutteb z c'tegobr"pbomotions

  →ind soci'f medi' 'febts z c'tegobr"soci'f

Delete in Batches

1etSs s'r th't rouSve 'ppfied ' Wfteb- 'nd 'be no  foo(ing 't ' fong fist 
oa em'ifs  hich rouSd fi(e to bemove roub roub inxolK 2o  xest to 
defete )ob 'bchive: themM

—o to the top feat oa the knxol 'nd cfic( the fittfe xol dibectfr 
undeb the m'gniaring gf'ss in the se'bch WefdK 3oing this sefects 'ff the 
em'ifs on th't p'ge– the dea'uft is F; in —m'ifK 4nce rouSve sefected 
the em'ifs- Eust cfic( the 'ppbopbi'te icon 't the top- such 's Dbchive- 
Pb'sh- ob Love toK YouSve Eust bemoved ' p'geSs  obth oa em'ifs abom 
roub knxol 't one aeff s oopK →eefs good- doesnSt itM

Pro Tip: ka the Wftebed fist oa em'ifs is be'ffr fong- rou c'n 'ccefeb'te 
the pbocess ' xitK wefect wettings 'nd wee Dff wettings 'g'in- 'nd then 



H42O J1kPAwRP

sefect the knxol t'x 't the topK Oe'b the top rouSff see th't rou c'n 
set the L'limum convebs'tions peb p'geK —eneb'ffr the dea'uft is F;- 
 hich me'ns th't rou c'n sefect 'nd defete ' m'limum oa F; mess'ges 
't ' timeK ka rou incbe'se the m'limum to R;; convebs'tions peb p'ge- 
rouSff xe 'xfe to sefect 'nd defete R;; mess'ges 't ' time-  hich coufd 
xe h'ndr  hen the fist oa em'ifs is 7uite fongK

Do Exercise Care

2opeauffr- rou 'be elcited to t'(e on roub unbufr knxolK 

yut xeaobe rou go auff comm'ndo- t'(e ' xbe'thK You don’t  'nt 
to 'ccident'ffr eb'se something impobt'nt fi(e t'l becobds ob feg'f bej
ceiptsK 3efete  h't rou aeef is s'ae to defete- xut ia in douxt- rou coufd 
Dbchive the em'ifs- ob cbe'te ' tempob'br f'xef c'ffed 5Po Vevie q 'nd 
move 7uestion'xfe mess'ges thebeK You c'n 'f 'rs come x'c( f'teb to 
m'(e ' Wn'f decisionK yut  hen Wbst cuffing- rou  'nt to (eep the 
momentum going- so don’t fet roubsefa get sidetb'c(ed  ith fots oa 
fittfe decisionsK

Tech Tip: PC Performance Alert

ka rou’ve noticed roub computeb bunning sfo frNespeci'ffr  hen 
—m'if is openNroub xbo seb m'r xe  ob(ing ovebtimeK Jhbome 
uses memobr aob evebr t'x 'nd eltensionK ?hen roub inxol cont'ins 
thous'nds oa mess'ges- —m'if must fo'd eltb' d't' )mess'ge fists- 
'tt'chments- pbevie s:K Vesuft" higheb memobr use 'nd sfo eb pebj
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aobm'nceK 
 

wo xeaobe rou st'bt- cfose 's m'nr otheb xbo seb t'xs 's rou c'n- 
especi'ffr those th't use ' fot oa besoubces N such 's YouPuxe- →'cej
xoo(- ne s sites  ith five upd'tes- ob video c'ffsK 3is'xfing unnecesj

s'br Jhbome xbo seb eltensions )discussed in ,Js L'de wimpfe:K 
 

Youb inxol  iff fo'd a'steb- 'nd roub ,J  iff xbe'the e'sieb- tooK

Empty Spam and Trash

Less'ges in wp'm 'nd Pb'sh 'ben’t 'utom'tic'ffr defeted untif G; d'rs 
p'ss N  hich me'ns hundbeds ob thous'nds oa unnecess'br mess'ges 
m'r xe sitting thebe e'ting up sp'ce- especi'ffr 'ateb rouSve Eust defeted 
' xunchK You c'n becf'im dis( sp'ce immedi'tefr xr m'nu'ffr pubging 

wp'm 'nd Pb'shK 
 

,ubging them is e'sr"

  4pen the wp'm aofdeb z cfic( 3efete 'ff sp'm mess'ges no K

  4pen the Pb'sh aofdeb z cfic( Amptr Pb'sh no K
 

You’ff xe 'm'9ed ho  much digit'f  eight rou’ve Eust shedK
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Take Action Now:

  wobt roub inxol xr 4fdest Wbst 'nd defete F;; outd'ted mesj
s'gesK

  Pbr one ob t o oa the se'bch Wftebs 'xove )aob el'mpfe- xej
aobe"“;““8;R8;R ob f'bgeb"FL:K

  Amptr roub wp'm 'nd Pb'sh aofdebs to compfete roub yig 
,ubgeK

)Pot'f time" “;RG; minutesK Ve 'bd roubsefa 'ateb 'bd N rou’ve 
e'bned itB:
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SMAT OSIT NGDOAGUOA
 IMA NIG

Y ou’ve drained a lot of the swamp — congratulations! But if you 
don’t set up systems to handle new messages automatically, your 

inbox will soon begin to .ll up againI kn this chapter, you’ll learn how 
to maGe Tmail do the sorting for youI

Labels: Your Digital Filing Cabinets

-hinG of Tmail’s labels as colorAcoded folders that can overlapI “s 
noted earlier, unliGe traditional folders, a single email can have multiA
ple labels — which means you don’t have to decide whether to assign 
an email to R”ental propertyH or R-axesIH You can do bothI

:ere’s how to create a label1

MI kn Tmail’s left sidebar, scroll down and clicG →ore C 2reate 
new labelI

WI Tive it a short, meaningful name liGe Farranties, Jamily, or 
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-axesI

–I 2hoose a color by clicGing the threeAdot menu next to the 

label nameI
 

“ssigning colors to labels can help you identify a message category 
at a glanceI You might even tie a label to a related Toogle calendarI 
Jor example, k have a green Toogle 2alendar label relating to money 
and .nances for tasGs such as paying bills, reviewing my investment 
portfolio, etcI k have a corresponding green Tmail label for emails 
relating to banGing, credit cards, etcI

You can also create subAlabels under labelsI Jor example, if you 
happened to own three rental properties U and good for you if you do! 
U you could create a label called R”entalsHI Dnder it you could have a 
subAlabel for each individual propertyI

You can assign labels to an email in two waysI Nne is to clicG the 
three dots next to an existing label and then clicG on REabel “sHI Poing 
this opens a popAup menu of labels for you to select fromI 
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You can also create labels and sublabels Ron the (yH from within 
an emailI Jor example, let’s say you’ve )ust read an email about an 
upcoming change in property taxesI Fhile in that email, clicG the 
R→ove toH icon at the topI 'kt looGs liGe a manila folder with an arrow 
pointing rightI4 -he popAup menu of labels will display, and you can 
select an existing label from the listI

kf you need to create a new label, itqs easy to doI Oust clicG the →ove 
to icon to pull up the popAup menu, but this time looG toward the 
bottom and select 2reate newI 
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“ second popAup will asG if you would liGe to nest the new label 
under an existing label, but this is optionalI

3o you could set up labels and then sublabels under themI 3o 
you could have a label titled ”entalsI Dnder it you could have three 
sublabels1 NaG 3t, →onroe Pr, and Oe5erson 3tI

“nother approach would be to have several labels, each beginning 
with the same pre.xI 3o instead you might have three labels titled1 
”entals U Teneral, ”entals U NaG 3t, ”entals U →onroe Pr, and 
”entals U Oe5erson 3tI 

Sither system worGsI Fhatqs important is that your system should 
maGe sense to YNDI

Filters: Your Personal Email Assistant

Nf all the emails you receive, how many actually re"uire immediate 
attention6 jrobably a minorityI 
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You can use .lters, which we looGed at in the last chapter, to sort 
incoming messages for you, and then process them according to your 
instructionsI Jor example, Tmail might1

  route newsletters directly to your 8”ead later8 label,

  archive delivery con.rmations automatically after one weeG, 
or

  star all messages coming from your bossI

“ll of this is done automatically, behind the scenesI -his reduces 
distractions and allows you to focus on what is most important at the 
momentI 

Jor "uite a long time, k never set up .ltersI Low k can’t imagine life 
without themI -hey really help me to stay focused on tasGs re"uiring 
my immediate attentionI

PredeSned Categories: ,tarredc Purh.asesc ,ohialc ethT

By default, Tmail sorts some emails for you using several preAde.ned 
tabs, referred to as 2ategories, which appear )ust below 8knbox8 to the 
leftI -hese include1 

  3tarred1 kmportant 'as you probably guessed!4
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  3ocial1 noti.cations from JacebooG, knstagram, etcI

  jurchases1 marGeting and sales messages

Tmail reviews incoming messages and attempts to assign them to 
these categories if it canI Lote that the messages will also appear in 
the knboxI 3o remember that if you deleted an email from either the 
knbox or, for example, jurchases, the email will disappear from both 
'and appear in -rash4I 

You donqt have to use all — or any — of these categoriesI kf you 
would liGe fewer 2ategories, simply clicG the gear icon ⚙ C 3ee all 
settings C knbox C 2ategories, and unchecG the ones you don’t useI

 
Pro piI: k .nd the jromotions category to be a great time saverI kt 

collects all incoming messages which are trying to sell me somethingI 
k simply clicG the jromotions tab and all of these emails display toA
getherI k select all, perhaps unchecGing the one or two kqm actually 
interested in, and clicG on the trash iconI Bam! Tone! -his process is 
much faster than trying to picG out and delete sales emails individuallyI

,tarring and MmIortanhe karvers

Tmail can automatically highlight messages it thinGs are important 
based on your previous activityI -hese emails will be marGed with a 
small yellow arrowI Oust as with 3pam, you can train Tmail’s algorithm 
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by marGing messages manually as important, or unchecGing emails 
which aren’t important to youI 

3tars are similar, but you assign them manually as you see .tI -hey 
are much liGe labels within your knbox, and in fact you can assign stars 
di5erent colors as you can labelsI Jor example, a red star might be for 
Rurgent,H a blue one for RpendingH, etcI  You can enable multiple star 
styles under 3ettings C “ll 3ettings, then the Teneral tabI 3croll down 
to .nd 3tarsI 

Arh.i-ing -sT AutoODeleting

Fhile you are 'hopefully4 excited about doing some aggressive spring 
cleaning of your inbox, you may also experience a bit of trepidationI 
Fhat if you delete an important email6 Fill the sGy fall6 Fill the k”3 
show up at your door6

”elaxI Fhen in doubt, simply archive rather than deleteI “rchiving 
Geeps your inbox clean but retains searchability — the best of both 
worldsI

N-erlaIIing Filters

“s weqve seen, .lters can be extremely usefulI :owever, be careful 
about setting .lters which overlap or con(ictI kf you build several that 
overlap 'for example, two .lters for the same sender assign di5erent 
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labels4, test each carefully to maGe sure one doesn’t override the otherI 
kf something goes missing, checG “ll →ail — it’s probably thereI 

Pro piI: Tmail applies .lters in the order you create themI

pave Ahtion wo(:

  2reate three new labels that re(ect your needs 'for example, 
2hurch, Jamily, Jinancials, :obbies4I 

  2reate one label on the (y from within an emailI You might 
nest it under an existing label to see the processI

  3et up at least one .lter to route new mail automatically to 
the appropriate labelI

  “d)ust Tmail’s 2ategories to show only the tabs you actually 
useI 

  Fhile in 3ettings, poGe around to familiariKe yourself with 
them and how you can customiKe setup to best suit youI

'-ime1 M7U–L minutesI Your inbox will now start sorting itself 
while you sip your co5eeI4
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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’t it?

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:

  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 (lters apply to everything, including imported mes-
sages. 

 
Cons:

  Messages from di)erent roles can blur together, causing con-
fusion Aalthough below we discuss a way to use labels to 
address this issueD.

  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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2. Open Settings ⚙ U See all settings U 1ccounts and Import 
tab.

“. ”nder !Check mail from other accounts,R click 1dd a mail 
account.

3. Enter your other address and password Afor example, on 
Outlook or YahooD.

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 (rst 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 (lter 
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 
(lter icon in the Gmail search bar and create a (lter using the From 
address of the added account. Choose 1pply the label, and select Aor 
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createD a label for that account. You can view or edit the (lter later 
under Settings U See all settings U Filters and Blocked 1ddresses. 

If you'd like to try linking your other email accounts to Gmail but 
are still hesitant, remember two things:

  1s long as you leave email copies on the original server Athe 
default settingD, no emails will be lost.

  You can easily switch back at any time.

Sync Gmail with Google Calendar

Many emails are about dates — meetings, 4ights, 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 20 
1M.R Within the email, click the three-dot menu U Create event, and 
Gmail opens a Calendar entry pre-(lled with details. 
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Pro Tip: Calendar can automatically scan your inbox for travel 
con(rmations and then add 4ight and hotel reservations as a calen-
dar event. Even better, if a 4ight 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 di5cult. If you travel 
frequently and would like to activate this time-saving feature, check 
the  esources 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,R and promptly forgotten 
about it? ABe honest.D That’s where Google Tasks can really help you 
organize your !to-dosR. Here's how:

2. Open an email that requires action.

“. Within the email, click the three-dot menu again, but U 
1dd to Tasks.  efer to the screenshot above.

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

1fter you've created tasks, you can manage them from within Cal-
endar. Click the Tasks icon Ablue circle and checkmarkD on the right 
side of Calendar to manage your list. You can add due dates, reorder 
items, or check them o) as done. 
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How to Combine Tasks with Calendar

When you open Google Calendar Ahttps:ZZcalendar.google.comD, look 
on the left under !My calendars.R 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 di)erent date to reschedule it instantly.

Attach or Save to Google Drive

Instead of digging through thhousands of messages to (nd the one 
attachment you need, you can save important (les to →rive. To save 
an attachment to Google →rive:

2. Open the email U hover over the attachment U click 1dd 
to →rive Atriangle iconD.

“. Choose or create a folder, such as  eceipts or Contracts.

That's it. Thereafter, you can open those (les directly from →rive 
without having to hunt through mail.
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If you haven't yet used Google →rive, go to+drive.google.com and 
click "Sign in". Just enter your Gmail address. This instantly provides 
you with 2; GB of free storage, shared across →rive, Gmail, and Pho-
tos.+ 

Privacy and Syncing

When you connect Gmail to other Google services Aincluding  Gmail, 
Google →rive, Calendar, Meet, and →ocsD, 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 (nished, or use a Guest pro(le to keep 
things private.

To review or adjust which devices and services are connected to 
your Google 1ccount, go to myaccount.google.com U Security U 
Your devices.

Advanced Integrations (Optional)

Some external apps are easily integrated with Gmail. 1 few of the more 
common ones are:

2. Microsoft Outlook — You can add Gmail as an IM1P ac-
count inside Outlook to manage messages locally or oLine. 
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 (nding a 
current video on YouTube.

“. Trello — Install the Gmail add-on for Trello Afrom the 
Google Workspace MarketplaceD. It lets you turn an email 
into a Trello card — which is perfect for tracking tasks or 
client requests.

3. Notion — ”se a service like Napier 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:

2. Link Gmail to Google Calendar and create one event from 
an email.

“. 1dd one actionable message to Google Tasks.

3. Save at least one email attachment to Google →rive.

6. AOptionalD Explore a Trello or Outlook integration if it suits 
your work4ow.

ATime: 2; minutes for basicsO 30P if testing advanced tools.D
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DAILY AND WEEKLY MAINTENANCE 
HABITS

Y our inbox is under control, but just like a tidy house, it won’t 
stay that way without a little regular upkeep. The good news: 

vme Hinutes a day and one short session a week are all it takes to keep 
it clean, calH, and under your control.

Iere are soHe specivc suggestions to help you keep that inbox 
working with you, rather than against you.

The 2-Minute Rule

f' youAme read JtoHic Iabits by CaHes 2lear, youAre 'aHiliar with the 
-?Hinute rule. Iow does it apply to eHail HanageHent(

f' a new eHail can be handled in two Hinutes or less, deal with it 
iHHediately. That Hight Hean replying to it, but it Hight also Hean 
deleting it )i' itAs uniHportant or irrelemant to youN, or archiming it )i' 
you Hight need it in the 'utureN. Oot only will this habit curtail your 
inboxAs wild growth, it will same you enorHous aHounts o' tiHe, as 
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you wonAt later hame to search 'or the eHail, reread it, and pick up the 
thread again. 

f' the eHail needs Hore tiHe, Home it to a FUollow?RpF or FGemiew 
EaterF label or add it to 5oogle Tasks )see 2hapter —N. Then clear it 
'roH your inbox z no staring blankly at it again toHorrow.

Batch, Don’t Bounce

2onstantly checking eHail scatters your 'ocus and prements you 'roH 
getting into Fthe DoneF. fnstead, check Hail in batches z say, once 
Hid?Horning and once late a'ternoon. Turn o4 desktop and phone 
notivcations so you arenAt disturbed between those tiHes.
 

/onAt 'ret that you Hight Hiss soHething. f' soHething’s truly 
urgent, people will call or text you. SHail is 'or asynchronous coH?
Hunication, ftAs not Heant to be a -7WM chatrooH.

Create a “Review Later” Label

3oHetiHes you’ll get interesting articles, coupons, or updates you 
Hight want to read z just not right now. Gather than leaming theH in 
your inbox, apply the FGemiew EaterF label Hentioned abome, which 
whisks theH out o' your inbox. Phen you hame 'ree tiHe )or during 
your weekly cleanupN, open that label and read or delete eHails at your 
leisure.
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The Gemiew Eater label can be coHbined with vlters so that 
non?priority eHails nemer hit your fnbox, instead going directly to 
Gead Eater. Try it. You will likely be surprised at how Huch this one 
little change reduces inbox clutter and decreases distractions.

Schedule a Weekly Mini-Purge

Phile The 0ig Burge Hay hame 'elt mery grati'ying, you shouldnAt hame 
to do one on a regular basis. fnstead, do Hini?purges weekly.

2reate a recurring q—?Hinute calendar ement z Uriday a'ternoon 
works well z called fnbox 2leanup. /uring that tiHe:

  3can 'or unread Hessages Hore than a week old using the 
3earch pop?up.

  /elete or archime anything you’me already handled.

  Gemiew your Uollow?Rp or Gemiew Eater labels.

  SHpty 3paH and Trash.

f' you do this little Hini?purge, you’ll start each week 'resh, not 
buried. YouAll also likely vnd it easier to close that Hental o!ce door 
and enjoy your weekend Hore.
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Pro Tip: f like to coHbine Hy weekly eHail purge with a purge o' 
Hy /ownloads 'older and Gecycle 0in as well. f also clean Hy screen 
and keyboard, as discussed in B2s 9ade 3iHple. 

Avoid Subscription Creep

/espite your best e4orts, youAll probably vnd that you continue to 
sign up 'or randoH iteHs or in'orHation 'roH tiHe to tiHe. Jnd 
obtaining those 'reebies, discounts, and special o4ers z or siHply 
Haking an online purchase z all Hay re”uire you to enter your eHail 
address. 3oHe 'ollow?ups )like those 'roH Tech79e-_N are welcoHed, 
but Hany are Herely annoyances.

3o each Honth, open 5Hail’s 9anage 3ubscriptions )see 2hap?
ter -N and prune again. Think o' it as weeding a garden z ”uick 
Haintenance keeps things beauti'ul. Rsing the 9anage 3ubscriptions 
tool, this task takes alHost no tiHe at all. ftAs perhaps the best re?
turn?on?tiHe?spent eHail actimity that you can do. 

Automate Your Cleanup
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Jre you soHeone who lomes a clean house z but hates to clean( Lr 
hates a cluttered closet, but canAt seeH to discard anything( 

f' this sounds like you )f plead guiltyN, then you Hight consider 
autoHating your cleanup. 

3iHply set up an auto?delete vlter as 'ollows:

q. 2lick the 5Hail search icon to open the search pop?up box.

-. fn the →Ias the wordsK box, type older–than:1“d.

8. 2lick 2reate vlter + 3elect /elete it as the action.
 

5Hail will reHome Hail older than 1“ days autoHatically.
 

Caution: Lnly use this i' you’re convdent your iHportant Hail is 
already labeled or archimed_

Purging Archive and All Mail

5Hail is designed to handle mery large moluHes o' stored eHail, and 
per'orHance does not su4er siHply because your Jrchime or Jll 9ail 
contains thousands o' Hessages. Jrchiming reHomes eHail 'roH your 
fnbox, not 'roH your account, and a large Jll 9ail count is norHal. 
There’s no re”uired schedule 'or purging archimed Hail. /elete older 
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Hessages only i' it helps you 'eel Hore 'ocused or convdentznot 
because you think you’re supposed to. 

Good Email Etiquette

ft seeHs that alHost emeryone is in a hurry these days, and soHetiHes 
courtesies are 'orgotten. f belieme this is especially in the world o' eHail. 
Iere are a 'ew things to keep in Hind:

  Neep replies short and 'ocused. Smeryone is busy, so be con?
cise.

  Iowemer, donAt use abbremiations which the recipient Hight 
not understand. 

  Rse clear subject lines that describe the action or topic. /onAt 
Hake the recipient guess what the eHail is about.

  Phen you’re done with a thread, archime it iHHediately. 
PeAme all experienced those conmoluted threads in which 
Hultiple topics get Hixed in together, Haking it di!cult to 
sort out. Jmoid this by archiming the old thread and launch?
ing a new eHail 'or a new topic.

  Jmoid →Geply JllK unless emeryone truly needs to see it. 
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GeHeHber: Smery clear eHail you send is appreciated by the recip?
ient, and prements a Hessy chain 'roH clogging in your inbox.

Take Action Now:

  Jdopt the -?9inute Gule starting today. )Bretend that fAH 
standing behind you, watching.N

  3chedule two daily →eHail windowsK z and turn o4 notiv?
cations in between.

  2reate a →Gemiew EaterK label and test it with a 'ew Hessages.

  Jdd a q—?Hinute weekly →fnbox 2leanupK ement to your 
calendar.

 )TiHe: q“Oq— Hinutes per day P q— weekly z that’s it_N
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LONG-TERM STRATEGIES AND OPTIONAL 
TOOLS

Y our inbox is clean, your tlhers are muggind, ank your mabihs are 
ha.ind molkC !ondrahulahionsN

wo’ lehps  ga.e sure your Trodress  lashsC  -mis  cmaTher ofers 
londEherg shrahedies ank a ve’ oThional hools hmah can .eeT your inbox 
lean, vash, ank secureC

Tame Attachments and Keep an Eye on Gmail Storage

G—en hmoudm Dgail ofers denerous shorade, e—ery ahhacmgenh, Tmoho, 
ank tle counhs adainsh your ligih P esTecially iv you use Doodle :ri—e 
or Doodle Mmohos ’ihm hme sage Doodle accounhC 

-o see iv you are nearind your sTace ligih, —isihA https://one.goog
le.com/storage. -mis Tade smo’s mo’ gucm shorade is beind usek by 
Dgail, :ri—e, ank Mmohos in hohalC
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Sv Dgail is ha.ind uT gore sTace hman you exTechek, sharh by ikenhiE
vyind larde ahhacmgenhs, ’micm are usually hme biddesh conhribuhors ho 
a bloahek inbox ank creeTind shorade usadeC -o snif ouh larde ahhacmE
genhs, 

Sn Dgailps searcm box, clic. hme tlher icon, use hme 5i0e oThion, 
cmoose dreaher hman, ank enher a —alue sucm as 1I or q"IC -mis Ouic.E
ly survaces egails ’ihm bul.y ahhacmgenhsC 

Note: You can use hme kahe telks ho hell Doodle mo’ var bac. ho 
searcmC 5o iv, vor exagTle, you selechek 'q year' vrog hme kroTEko’n 
genu ank enherek hme currenh kahe, Doodle ’ill searcm achi—ihy ’ihmin 
hme lash yearC 

Fnce youJ—e vounk hme egails ’ihm larde ahhacmgenhs, you gidmhA

  :o’nloak ank sa—e larde ahhacmgenhs ho Doodle :ri—e or 
your cogTuher, hmen kelehe hme egail, or

  :elehe egails conhainind ouhkahek ahhacmgenhs, sucm as olk 
M:Hs, Tresenhahions, or —ikeosC
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Pro Tip: (men senkind tles ho ohmers, a—oik senkind larde ahhacmE
genhs ’men a lin. ho a smarek kri—e ’ill ko hme ;ob ;ush as ’ellC )See 
the Appendices for a summary of how to use Google Drive.)

Sv shorade is dehhind hidmh, cleanind uT larde ahhacmgenhs ovhen 
ga.es gore kiference hman kelehind munkreks ov sgall egailsC Doodle 
koes ofer inexTensi—e shorade uTdrakes, buh a bih ov cleanuT gay ga.e 
uTdrakind unnecessaryC

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

Sn Dgail, scroll ho hme bohhog ov hme inbox ank clic. Ianade shorade 
)iv a—ailable8 see nohe belo’–C Sh lishs your lardesh egail hmreaks P ovhen 
ones ’ihm lond bac.EankEvorhm reTlies or ahhacmgenhsC :elehind or 
arcmi—ind a ve’ bid ones can vree munkreks ov gedabyhes inshanhlyC
 

Note: -mis lin. aTTears only ’men your Doodle Lccounh is nearind 
ihs shorade ligih P hyTically ’men youp—e usek arounk %"/%17 ov your 
allohhek sTaceC Sv youpre unker hmah hmresmolk, hme lin. gay noh aTTearC 
You can al’ays —isih mhhTsARRoneCdoodleCcogRshorade kirechly ho re—ie’ 
usade ah any higeC

Tech Tip: Browser Speed
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Sv Dgail veels sluddism adain o—er hige, ihJs li.ely because ov bro’ser 
issuesC )→egegber hmah Dgail is a bro’ser aTTC– -ry hmese sigTle txesA

qC !lear bro’ser cacmeA Sn !mroge, Tress !hrl “ 5mivh “ :elehe 
” 2!acmek igades ank tlesC3

KC :isable unusek exhensionsA !mroge genu ” Iore hools ” 
GxhensionsC

UC BeeT ve’er habs oTenA Dgail runs besh ’ihm ve’er hman t—e 
habs achi—e ah onceC

L lidmher bro’ser geans a snaTTier inboxC

Backup and Recovery

Iosh TeoTle ne—er hmin. abouh ’mah ’oulk maTTen iv hmey losh access 
ho hmeir DgailC (mile Doodleps reliabilihy is excellenh, a lihhle insurance 
ne—er murhsC

 
FThions vor bac.uT inclukeA

  9se  Doodle  -a.eouh  )mhhTsARRha.eouhCdoodleCcog–  ho 
ko’nloak all your egail kaha occasionallyC

  Fr use a hmirkETarhy hool li.e 9T5ave Dgail Oac.uT or DgE
—aulh )vor ak—ancek users–C
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Pro Tip: 5hore hme bac.uT on an exhernal kri—e or in encryThek 
clouk shoradeC

When to Declare “Email Bankruptcy”

Sv your inbox dehs really ouh ov mank P say, K",""" unreak gessades P 
ih gay be vasher ho sharh vresmC G—eryone is enhihlek ho a 'koEo—er' no’ 
ank hmenC

Wereps hme TrocessA

qC !reahe a ne’ label callek Lrcmi—e Mre!leanuTC

KC 5elech all gessades in your inboxC

UC !lic. Lrcmi—eC

wo’ you ma—e a blan. inbox, ank your olk gail is savely huc.ek a’ay 
iv you e—er neek ho searcm ih laherC 
 

Optional Tools for Long-Term Maintenance

Sv you li.e auhogahion, hmese hmirkETarhy hools can melT .eeT your 
inbox hrig ’ihmouh conshanh ahhenhionA

  !lean Ggail )mhhTsARRcleanCegail– P Luhogahes recurrind 
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cleanuTs ank unsubscribe achionsC

  4ea—e Ie Llone )mhhTsARRlea—egealoneCaTT– P Hocusek on 
shoTTind ne’slehhers ank hrac.ind ne’ subscriThionsC

  5igTlivy Dgail )mhhTsARRsigTlivyCegail– P L bro’ser exhenE
sion hmah kecluhhers Dgailps inhervaceC

  Iailshrog )mhhTsARRgailshrogCco– P DrouTs gessades by 
senker or hoTic vor vasher bul. kelehionC
 

You gidmh ’anh ho cmec. hmese ouh, buh none ov hmeg are reOuirekC 
Your dook mabihs ’ill mankle gosh ov hme ’or.C

Take Action Now:

  !mec. your Dgail shorade usade ah mhhTsARRoneCdoodleCcog
RshoradeC

  :elehe ah leash q" olk or o—ersi0ek ahhacmgenhsC

  :o’nloak a vull Dgail bac.uT ’ihm Doodle -a.eouhC

)FThional– -ry one cleanuT or inhervaceEsigTlivyind hool ho see iv ih 
melTsC

 )-igeA q1/K" ginuhesC–
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CONCLUSION: STAYING IN CONT�OL

T ake a deep breath and look at your inbox. You did it — you 
drained the ,oodm taced the shaogm and reslaiced your diWital 

gpase.
 

fhat onse velt owerGhelcinW noG veelg canaWeable. You knoG 
hoG jcail Gorkgm hoG to awert 'unk bevore it arriwegm hoG to autocate 
the routinem and hoG to caintain a slean inbox Gith 'ugt a veG gicple 
habitg.

A Quick Recap of Your Wins

You:we assocplighed a lot-

  You gtopped the ,ood ov insocinW 'unk by canaWinW gubE
gsriptiong Gigely.

  You sleared yearg ov slutter uginW gearsh toolg and Mlterg.

  You get up gcart gortinW go jcail handleg cush ov the Gork 
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vor you.

  You linked your ecail Gith “alendarm Tagkgm and 5riwe to 
keep live orWaniZed.

  You egtablighed daily and Geekly habitg that cake ”Snbox 
’eroN poggible — and gugtainable.

  You learned hoG to troubleghoot problecg bevore they beE
soce srigeg.
 
 

ThatHg a lot to be proud ov. Iogt people newer take the tice to 
cagter their inbox — but you did.

Staying Ahead of the Clutter

FoG that your inbox ig leanm it takeg wery little e2ort to keep it that 
Gay. RereHg a ghort routine that Gill gerwe you Gell-

 
5aily-

  JolloG the OEIinute Uule. E Lrshiwe or delete ag you Wo.

  Ldd tagkg or ewentg riWht vroc your inbox.
 

feekly-
  Ppend zC cinuteg on inbox sleanup at a gsheduled tice
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  Acpty Ppac and Tragh.

  UewieG your ”JolloGE>pN and ”UewieG DaterN labelg.
 

Ionthly-
  >ngubgsribe vroc neGgletterg you no lonWer read.

  “hesk your jcail gtoraWe and delete larWe attashcentg.

Keep a Calm, Focused Inbox

Think ov your ecail ag a Gorkgpasem not a Garehouge. fhen neG 
ceggaWeg soce inm ast on thecm Mle thecm or recowe thec — but donHt 
let thec pile up aWain.
 

YouHwe learned the gygtecg and built the habitg to gtay in sharWe. 
Lnd iv thinWg ewer Wet ceggy aWainm you knoG exastly hoG to slean up 
— and vagter thig tice.

Final Thought

TeshnoloWy ghould Gork vor youm not aWaingt you. Your ecail inbox 
— onse a gourse ov vrugtration — san noG be a ?uietm orWaniZed socE
cand senter vor your diWital live. “hesk it Gith sonMdensem canaWe it 
Gith eagem and en'oy the salc that soceg vroc knoGinW youHre vully 
in sontrol.



COMMON QUESTIONS AND FIXES

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

quick Wxes for those —jait?what ”ust happenedD’ moments.

“Help! I Deleted an Important Email!”

yon1t panic ? Gmail gives (ou a grace period.
→. Go to the Trash folder Mleft sidebar ) —2ore’ ) TrashI.

,. 3f (ou see the message0 select it and click 2ove to 3nbox.

A. Trash messages are stored for A- da(s0 after which the(1re 
permanentl( deleted.

3f it1s alread( gone from Trash0 tr( searching zll 2ail ? someS
times people archive messages without realiRing it. :till missingD :ee 
Google1s 2ail /estore /equest form at https755support.google.com
5mail5answer54-→JA→O.
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“Why Do I Keep Getting Spam Even After I Block 
Senders?”

;locking individual senders helps0 but spammers constantl( change 
their addresses to get around blocks. To strengthen Gmail1s defenses7

  zlwa(s mark unwanted mail as :pam Mdon1t ”ust delete itI. 
Gmail1s spam Wlter learns from (our actions. The more (ou 
correct it0 the smarter it gets.

  zvoid repl(ing to or unsubscribing from suspicious mesS
sages. /epl(ing conWrms that (our email address is currentl( 
in use0 and ma( invite further emails. Blicking the FnsubS
scribe button in a shad( email could also cause issuesP see the 
caution below.

  Bheck :ettings ) Yilters and ;locked zddresses to conWrm 
(our blocks are listed.

  3f (ou Wnd a legitimate or anticipated email languishing in 
the :pam folder0 add the sender to Bontact. yoing this tells 
Gmail those messages are safe. 

Why unsubscribing from suspicious messages can be danger-
ous:
:ome fake unsubscribe links redirect (ou to phishing sites that mimic 
legitimate websites. There the( ma( ask (ou to log in to update (our 
preference. 3f (ou do0 the( will steal (our credentials. Nthers run 
hidden scripts that track (ou or attempt to install malware. /ule of 
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thumb7 if (ou don1t full( trust the sender0 don1t click an(thing ? ”ust 
mark it as :pam instead.

“Where Did My Emails Go?”

Uike (our car ke(s0 sometimes messages seem to ”ust vanish. ;ut probS
abl( the(1ve ”ust been Wled or Wltered.
 

Qossible causes7

  z Wlter automaticall( archived them.

  'ou accidentall( dragged them to a label or folder.

  'ou1re looking in the wrong account Meas( to do if (ou have 
multiple Gmail loginsI.

"uick search tips7

  Tr( calling up the Gmail search box and entering the :ender6s 
address in the Yrom Weld. This search will look ever(where.

  3n the search box0 enter +nouserlabels+ in the Cas Weld to Wnd 
unlabeled messages hiding in zll 2ail.
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“My Filters Aren’t Working as Expected.”

Yilters are powerful but sensitive. z missing space or extra character 
can cause issues.

Bheck Wlter setup7

→. Go to :ettings ) Yilters and ;locked zddresses.

,. /eview (our Wlter conditions.

A. 2ake sure (our Wlter doesn1t conVict with another Mfor exS
ample0 one archives messages while another applies a labelI.
 

3f things get mess(0 delete and rebuild Wlters ? it1s faster than 
debugging a broken one.

 
Pro Tip  Yilters run in the order the( were created. 3f two appl( to 

the same message0 the oldest takes priorit(.

“I Can’t Find Contacts Inside Gmail.”

That1s because Bontacts lives in its own app. To view or edit (our 
address book0 go to https755contacts.google.com. 'ou can also click the 
Google zpps MnineSdotI icon at the top right of Gmail0 then choose 
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Bontacts from the dropdown grid. M'es0 3 also Wnd it surprising that 
Bontacts doesn6t exist within Gmail0 but no one asked me.I

“Why Is Gmail Slow or Freezing?”

z sluggish Gmail usuall( points to (our browser0 not (our account or 
the number of emails there. Tr( these steps7

  Blose extra tabs and restart Bhrome. M/emember that Gmail 
is a browser app.I

  Blear cache and cookies MBtrl 9 :hift 9 yeleteI.

  yisable unneeded extensions.

  3f the problem persists0 open Gmail in 3ncognito 2ode to 
test whether an extension is causing the issue0 since extenS
sions generall( won6t work in 3ncognito mode.
 

Pro Tip:  3n jindows0 press Btrl 9 :hift 9 L to open an 3ncognito 
window. ;( default0 Bhrome disables all extensions there. 3f Gmail 
runs faster in 3ncognito0 one of (our extensions is likel( the culprit. 
Turn them all o“0 and reSenable them one b( one until (ou Wnd the 
slow one.
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“Can I Undo a Sent Email?”

'es0 if (ou act quickl(. Gmail gives (ou a short window to cancel a sent 
message. 3f (ou realiRed (ou goofed right after pressing :end0 look for 
the —Fndo’ link in the lowerSleft corner of (our screen.

'ou can extend this grace period7

→. Blick :ettings ) :ee all settings ) General.
,. Yind Fndo :end.
A. :et it to A- seconds Mthe maximumI.

 

Low (ou have half a minute to stop that —Nops’ moment in its 
tracks.

“How Can I Protect My Account From Hackers?”

z clean inbox isn1t much good if (our account isn1t secure. Yollow 
these steps to keep (ours safe7

  Enable ,S:tep OeriWcation at https755m(account.google.co
m5securit(.

  /eview the devices signed into (our account under :ecurit( 
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) 'our devices.

  Lever reuse (our Gmail password on other sites.

  3f (ou get a suspicious login alert from Google0 review it 
immediatel(.

Note:  2( next book0 QB :ecurit( 2ade :imple0 will be available 
second quarter ,-,8. 'ou can look for it on zmaRon0 or TechO2e,.
com.

Take Action Now:

  Oisit https755contacts.google.comand update one contact.

  Bheck (our :pam folder and search for legitimate messages. 
zdd the senders to (our contacts.

  /eview (our Wlters and blocked senders list.

  :et Fndo :end to A- seconds Mthe maximumI if (ou wish.

  Turn on ,S:tep OeriWcation if (ou haven1t alread(.

MTime7 →JQ,- minutes. z little troubleshooting now can save (ou 
hours later.I
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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 vlters to automatically label or archiDe recurring messages.

� kelete or archiDe all messages older than one year (after checMing 
for important items).

� “oDe reference materials (manuals, ticMets, itineraries) to cloud 
storage.

� Use the zSnoo”e’ feature for messages youJll handle later.
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� ReDiew your inbo— daily for vDe minutes A maintenance preDents 
bacMlog

� Set up automatic vlters to sort incoming messages.

� PrchiDe 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

  LeDer clicM linMs or download attachments from unMnown 
senders.

  kouble"checM the senderJs address A scammers often mimic 
legitimate ones.

  NoDer oDer linMs to preDiew where they really lead

  Be cautious of urgent or emotional language (!Pct nowq!, 
!Pccount suspendedq!).

  Use strong, uniWue passwords for each account.

  Eurn on two"factor authentication when aDailable.

  konJt log into email from public Vi"Fi without a K3L.

  Report phishing attempts to your email proDider.

  4eep your antiDirus and operating system up to date.
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Appendix C – Additional Tools and Resources

Lote that these tools augment 'mail–s standard toolMit, but none are 
necessary.

Email Management Tools:

  Clean 6mail / Hrgani”es and remoDes unwanted emails in 
bulM.

  Unroll.“e / Unsubscribe from newsletters easily.

  “ailstrom / 'roups emails by sender or topic for WuicM 
cleanup.

  Sanebo— / 3rioriti”es important messages automatically.

Productivity Add-ons:

  Boomerang ('mail5HutlooM) / Schedule messages and re"
minders.

  Tnbo— 3ause / Stop incoming emails temporarily.

  ChecMer 3lus / kesMtop notivcations for 'mail.

  6Dernote or HneLote / SaDe important emails as notes.
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Security & Privacy Tools:

  3roton“ail or Eutanota / 6ncrypted email options.

  Bitwarden or E3assword / “anage secure passwords.

  LordK3L or 6—pressK3L / 6ncrypt connections when on 
public Vi"Fi.

  “alwarebytes  /  6—tra  protection  against  email"borne 
threats.


