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Intro to Email 2: Beyond the Basics
Organizing and Deleting Emails

In the previous lesson we learned how to deal with unwanted emails. In this lesson, Amy will
learn about how to organize and delete emails.

When we receive mail through the postal service at home, we keep some things, and recycle or
throw away others. It’s the same way with email. Sometimes we want to keep emails, and
sometimes, we need to remove them. Removing old emails can clean out your inbox and make
your important emails easier to find.
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Let’s take a look at Amy’s Inbox. In today’s example, Amy is using Gmail.

First, Amy will open an email.

= M Gmail Q searchmail 2 o ® 0
«|l ®@ 0 @ 8 0 @ ® O i we < > B
4 compose
O imbex supplies have been ordered imex x 8 o
Yr Starred 0 Antoine James 207PM (28 minutes ago) Y €@ @
@® snoozed tome v
B semt HiAmy,
| wanted 10 Jet you know that I've order toner and the other supplies you requested. They should be delivered by the end of e
D Drafts the week.
v More Antoine
+
Thank you! Great, thanks for the update! Great, thanks!
4 Reply ~ Forward

After she reads it, she can use these icons to move the message out of her inbox.
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The Archive button will save the message inside the All Mail folder. She can still find it later, but
it won’t show up in her inbox.
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The Delete button will delete the message. It will stay inside the Trash folder temporarily —
usually about 30 days — and then be deleted permanently.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T =y
connected publiclibrary

LEARNING

= M Gmail Q. Searchmai = o ® i@
<« B 0 28 0 ® O 1003 ¢ > (o]
¢ ol [
- supplies have been ordere 8 (o]
Yr Starred e Antoine James 207PM (28 minutes ago) ¥ € @
@® snoozed tome v
B sem Hi Amy,
1 wanted 1o Jet you know that I've order toner and the other supplies you requested. They should be delivered by the end of 0
D Drafts the week.
v More Antoine
+
Thank you! Great, thanks for the update! Great, thanks!
“« Reply ~ Forward

>

You can also use these icons to give the message a label ...
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or move it into a different folder. Amy would like to create a label for emails related to her job,
so that she can find them later. Some email providers call these “folders,” which are used to
organize your emails. She clicks the Move To button, ...

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T =y
connected publiclibrary

LEARNING

= M Gmail Q searchmail = o®x@
¢« B O B 8 0 &« @ O i e <> B
4 compose
Move to:
O b supplies have been ordered 1 | Q 8 o
¥ Starred o Antolne James. Social imintessgo) ¥ 6 @
@© Snoozed tome ~ Updates
B semt HiAmy,
| wanted to let you know that I've order toner and th Forums should be delivered by the end of (-]
D orafs o dencs Promotions
v More Antoine
Spam i
Trash
Thank you! Great, thanks for the upc Create new
Manage labels
“« Reply ~ Forward

then chooses Create New.

New label

Please enter a new label name:
[work

O Nest label under:

Soace

She types in “Work” as the name for her label. When she clicks Create the message will be
moved.
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Now she can access it at any time by clicking the Work button on the left.
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We can also delete or organize emails from the Inbox without opening them.

When Amy checks a message in the list, she can use the same icons on the top to archive the
message, delete it, move it to a folder, or add a label.

You can even select several messages at the same time, then delete or move them all at once.
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Amy will delete these two checked messages.
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Now you can see the messages were moved to the Trash.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T =y
connected | (©)PublicLibrary

LEARNING

= M Gmail Q  search mail 3 (O °
O- ¢ i 13003 ()
+ Compose -
0 Primary &, Social ©  Promotions o
O  nbox
¥ Stared Nikki Smith Fun event - Hi Mom, | thought you would like o join us. Amy —. octs
@
@®© snoozed Ms. Thompson Upcoming Fleld Trip - Dear Parent or Guardian, The second-gra Sep 30
B Ssent & MY TRIPTO & mecityz & Field Trip. -
D orafts
Ms. Thompson, me 2 Welcome New Students - Thank you for reaching out. My daug.. Aug'
»  Vork

+

<

Terms - Privacy - Program Policies Last account activity. 18 hours ago
0GBof 15GB used Detaits

'm >

To look at the Trash folder, Amy goes to the sidebar, and clicks More to see all the folders.
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Then she clicks on Trash. All the messages in the trash folder can be opened, replied to, or
forwarded, just like messages in the Inbox.
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Once emails are deleted, you can still view them in the Trash folder for 30 days before they're
permanently removed from Gmail. Check your email provider for trash folder expiration dates.
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If you want, you can click on Empty Trash Now to permanently delete everything in the Trash
folder. Be careful with this, because you won’t be able to retrieve those messages once they’re
gone!
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In this lesson Amy learned how to organize her email. In the next lesson, Amy is going to learn
about how to search for email messages.
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