Ci

OVERVIEW

CENTER FOR INNOVATION
IN E-LEARNING

Organize Gmail Inbox Using Labels

GMAIL

This job-aid provides information on how to create, edit, and remove a label in
Gmail.

1. CREATE A LABEL

1.

Open Gmail

2. Click “More” (a)
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Select “Create new label” (b)

Name your label (e.g., Fall Semester 2016) (c)
Click “Create” (d)
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2. EDIT A LABEL

Open Gmail

Click the down arrow next to the label (e.g., Fall Semester 2016) (a)
Select “Edit” (b)
Make changes to your label (e.g., SY-2016) (c)
Click “Save” (d)
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3. REMOVE A LABEL

1. Open Gmail
2. Click the down arrow next to the label (e.g., Fall Semester 2016) (a)
3.

4. Click “Delete” (c)

® © ® 1 'Fall Semester 2016" - danhc x

& C 1 @ https://mail.go
Go gle labe

Gmail ~

Label color [a]

In label list:

= 1~ Show

Inbox
Starred
Sent Mail
Drafts

» Categories
Fall Semester 2014

More ~

®  Danh
@

g CIEL 151

Sent a message
@) CIEL 151
@ You were in a video ¢

@ CIEL 151
@ Hello

- O
Remove label

Show if unread

Hide

In message list:

v~ Show

Add sublabel

/

desktop notifications for Gmail. Learn more Hide

@ i

i oe

Remove Label

Delete the label "SY -2016"?

Delete

Cancel




