
 
 

ADVANCED GMAIL:  GOOGLE’S EMAIL 

In this session the participant will: 
 Explore Settings to customize account and find help 

 Understand Organization Aids Available—Tabs, Labels, Inbox type 

 Utilize filters, stars, labels, and tabs 

 Search emails 

 Delete multiple emails (delete a range; delete by label/folder) 

 Know process for accessing  emails from your other accounts 

 
I. SETTINGS 

 

II. ORGANIZATION AIDS 

Filters—Allows you to manage the flow of incoming messages.  You can send email to a 

label, archive, delete, star, or forward your mail automatically upon receipt. 

 
Stars—Stars are used to mark messages as important 
 
Labels—used to organize mail messages you have received and drafts you have 
created.  Apps mail uses labels instead of folders and more than one can be 
attached to a message 
 
Folders—an organization tool that allows a message with one label to be filed.  Use 
the move icon on the top toolbar to transfer a message from the inbox to  
 
Tabs/Categories—The new default Inbox allows tabs or categories to classify your 
emails.  You can choose to show or hide tabs.   
To Show tabs: 

 Click on the gear icon in the upper right and then select Configure inbox. 

 Check the boxes of the tabs you want to see. 

 Click Save 

 
 
 
 



 
 

     Primary 
Messages from friends and family, as well as any other messages that don’t 

appear in other tabs. 

     Promotions Your deals, offers, and other promotional emails. 

     Social 
Messages from social networks, media-sharing sites, online dating services, 

gaming platforms, and other social websites. 

     Updates Notifications such as confirmations, receipts, bills, and statements. 

     Forums Messages from online groups, discussion boards, and mailing lists. 

 
III. Choose your Inbox type— 

Default 

Important First 

Unread First 

Starred First 

Priority Inbox 

 
IV. Deleting messages/emails 

 Delete a single message in a thread, click the down arrow next to REPLY and 

choose Delete this message 

 Delete many or all messages at once by searching and selecting all messages with 

a certain label 

 
V. POP vs. IMAP vs. Forwarding—Which to use when importing email from another account 

or try simply Forwarding.   

 

STEP 1:  CHANGE THE SETTINGS IN YOUR OTHER ACCOUNT 

CHECK EMAILS FROM OTHER ACCOUNTS—Yahoo, Outlook, etc. 

1. Change the settings in your other account.  Make sure other account has POP access. 

2. Then Change your Gmail Settings (see STEP 2 below) 

CHECK EMAILS FROM ANOTHER GMAIL ACCOUNT 
1. Sign in to the Gmail account you want to import from. 

2. In the top right, click Settings  Settings. 

3. Click the Forwarding and POP/IMAP tab. 

4. In the "POP Download" section, select Enable POP for all mail. 

5. Recommended: Next to "When messages are accessed with POP," select keep Gmail's 

copy in the inbox. 

6. At the bottom, click SAVE CHANGES. 

https://mail.google.com/


"SERVER DENIED POP3 ACCESS” 

 If you use 2-Step Verification: Enter a new app password  

 If you're using a work or school account: In the "POP Server" section, enter mail.domain.com, 
 then select Port 110.  

 If you use Google MX records with your work or school account: In the "POP Server" section, 
 enter pop.gmail.com, then select Port 995.  

 If you still can't sign in, try turning on access to less secure apps. You might also need to turn 
 off your security code or distorted text. 

 For other errors, learn how to troubleshoot problems with Mail Fetcher.  

 STEP 2:  CHANGE YOUR GMAIL SETTINGS 

1. Sign in to the Gmail account you want to import to. 

2. In the top right, click Settings Settings. 
3. Click the Accounts and Import or Accounts tab. 
4. In the "Check mail from other accounts" section, click Add a mail account. 
5. Type the email address of the other account, then click Next Step. 
6. Type your password. 
7. Recommended: Check the boxes next to the options below: 

a. "Always use a secure connection (SSL) when retrieving mail" 
b. "Label incoming messages" 
c. Leave the other boxes unchecked 

8. Click Add Account. 

GET ONLY OLD MESSAGES 
If you recently switched to Gmail, you can transfer your old emails from your other account. 
1. Open Gmail. 

2. In the top right, click Settings  Settings. 
3. Click the Accounts and Import or Accounts tab. 
4. In the second section, click Import mail and contacts. 
5. Follow the steps on the screen. 
6. Click Start import. 
To give you time to tell your friends about your new Gmail address, Google will forward messages sent 
to your other account for 30 days. 

STOP IMPORTING EMAILS 
1. Open the Gmail account you've been importing to. 

2. In the top right, click Settings  Settings. 
3. Click the Accounts and Import tab. 
4. In the "Check mail from other accounts" section, click delete next to the account you want to stop 

getting emails from. 
 



Note: If you're still getting emails, check if automatic forwarding is set up in your other account, then do 
a search on how to turn it off in your other account. If you want to delete emails that were already 
imported, learn how to delete them. 
 
 

FORWARD ONLY NEW MESSAGES 

 From another Gmail address: Set up automatic forwarding. 

 From Yahoo, Outlook, or another email service: Do a search on how to automatically forward 
emails from that service. 

 
 

 

 

 

 
 
TASKS to test what you learned today 
 

1. Create Labels/Folders/Tabs for your emails 

 

2. Star at least one of your emails.  Use different colors to denote importance 

 
3. Try a different Inbox Type 

 
4. Delete any emails you do not need. 

 
5. Try forwarding emails to another account (even another Gmail account). 
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