


Basic Gmail Operations



Lets Explore the power of Gmail



Organize your inbox with stars

You have to know the star’s name in order to search for 

starred messages in the search box.



Use labels to properly organize your 
inbox

Gmail’s Three-Step Labelling 

Process

1.Create your labels and sub-labels

2.Apply these labels to the messages 

that are currently in your inbox

3.Each time you review your inbox 

you should apply labels to every new 

message.



Schedule emails instead of sending 
right away



Set up Gmail inbox types to see 
important emails first



Adding Mail to Task



Working Offline on Mails



Applying Themes



Adding Signatures to your Email



Hit snooze on emails you don't need to 
handle right away



Mute conversations that don't require 
your engagement



Creating Mail templates to make task 
easier



Turn On Confidentiality Mode 



Create rules to automatically filter 
emails



Search through your Emails faster



Dot (.)trick




