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Google Mail (Gmail) 
 
Gmail is a free e-mail service, provided by Google.  It is straightforward to register, and to use in its 
basic form.  It does operate differently from other e-mail systems, particularly in respect of folders, 
which it does not use. 
 
Instead of moving e-mails into a folder as you may have been used to doing, Google uses tags or 
‘labels’ to identify similar properties.  If you would like to be able to identify all e-mails about a 
particular subject, you can do this by applying a label to each of the e-mails. 
 
To create a label for, for example, your travel related e-mails, click on the ‘Labels’ button at the top 
of your e-mail page.  Then select Create New Label, and in the box type Travel.  You will notice that 
this has appeared to the left of the page, under your Inbox headers.   Next to Travel, you will see a 
very small arrow.  Click on that and you are given the option to colour your label.  Create more labels 
as appropriate. 
 
To apply the label, have your Inbox open, click on the label and drag it on to the subject of your e-
mail.  The label will now show on the subject line.  You can apply more than one label to an e-mail, 
for instance Travel and USA.   
 
To see all the e-mails relating to travel, click once on the label at the left, and your e-mails will be 
filtered to show those labelled Travel.  To show only those Travel e-mails which refer to the USA, 
click on USA.  This will show only those with both labels. 
 
You can also add a label to an e-mail as you are reading it – just drag the label as before, over the 
subject within the e-mail window.  Remove an individual label by clicking on the cross. 
 
To delete labels, click on the Label button, then Manage Labels.  If you select Remove it will remove 
the label from your list, and from any e-mails so labelled, but will not delete your e-mail. 
 
More on Gmail next month. 
 

 
Submitted by IT for the Terrified : 

The Old Cowshed, Station Road, Cheddar BS27 3AG   

01934 741751        www.itfortheterrified.co.uk 

We run a range of courses including basic computer use, internet and e-mail, e-Bay, digital photography, genealogy.  We 
also offer individual training, either one-off sessions or a series, at a pace to suit you; a session lasts 2 hours and costs £8.  

See our web site or contact us for further details. 

 


