
Marking your emails. 

Sometimes we receive emails with a request for information, but need to find the answer and 

reply to the email another time, but if you simply close it, you might find it difficult to find it 

when you get back.  So there are a few options.  Most providers put several columns in their 

emails – one, for example, will contain a paperclip to emails with attachments.  Some have a 

little yellow label to mark your email as Important.  Some have Star markings; some have Flags. 

But the principle is the same for all of them – if the email is still open you can do it from within 

the email on most systems.  If you have closed the email, you will need to select it – click in the 

box on the left (or single-click it for some providers) then click 

on the relevant button – Gmail has Stars; as in the first example.  

Other providers have red flags – second screenshot shows the flag 

“greyed out”, with the third example with red flag active.  The 

flag remains red as a reminder to do something with it, so when 

you have completed the task, you can simply click on the flag again, and it will be greyed out 

once more.   

There is another alternative which I often use – I mark emails that need dealing with as Unread.  

In Gmail you select the email, then click on the More button and click Mark As Unread in the 

dropdown menu that appears.  If you have organised Gmail to show Unread messages at the top 

of the page, it will be very visible as needing attention.  On other systems – right click the email 

and click Mark as Unread. 

 

Whilst on the subject of Gmail – they have a new look to their setup – in the top 

right of your screen should be an Apps (buzz word of the moment) button – click on 

that for some App(lications) you can click on – +You is a file sharing site; Google is 

a search engine (of course); YouTube is a site full of videos – some instructional 

videos are very helpful – try it next time you need to know how to change a washer, 

for example; Maps; Play – download music, videos etc; News; Gmail; Drive – 

online spreadsheets you can share with others; and Calendar.  

 

 
Submitted by IT for the Terrified : 

The Old Cowshed, Station Road, Cheddar BS27 3AG   

01934 741751        www.itfortheterrified.co.uk 

This article is for guidance only, and the opinion of the writer.  For more in depth information, please contact us. 

 We offer individual training, either one-off sessions or a series, at a pace to suit you; a session lasts 2 

hours and costs £10. We can cover a range of subjects from  absolute basics to advanced use on 

Windows XP/Vista/Windows7/Windows8; photo management; iPad; Tablet computers; smartphones; 

basic web design; Word processing; Spreadsheets; PowerPoint; Kindle; Kobo; eReaders; downloading 

books or library books; shopping; etc,  etc. 

  See our web site or contact us for further details.   
We will be closed for the duration of the school half term – 28

th
 October to 6

th
 November inclusive. 
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