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Bates Gmail
What's Different: Conversations, Labels, Archiving, and
Searching

Email conversations instead of multiple messages

Rather than listing each message reply as a new message in your Inbox, Gmail groups a message and its replies in a
conversation, which is listed only once. Opening a conversation shows all its messages in a neat stack, which you can
easily collapse or expand. When a new reply arrives, the stack grows and the conversation is marked as unread,
indicating there’s something new to look at. Grouping messages this way allows you to quickly retrieve all messages
of a thread and reduces inbox clutter.

Here's how conversations appear in your Inbox...
Mary Dorma (2) IRS boosts maxamum 401(k) contribution - Hi Cassy, Here's the aricle | mentior Dec 1

Sondra, me, Murthy (3) Support Widget - neod steps - Sondra, the plan is to highlght just the most impe e 29

...and here's what an opened conversation looks like:

Support Widget - next steps inbox =

Sondra Jenkins 4:05 PM (20 hours ago)
Hi everyone, | wanted to start a new thread to discuss next steps

Cassy Smith 4:19 PM (19 hours ago)
Hi Sondra, This document describes how it all should work. Let r

. Murthy Desdai mdes  4:22 PM (19 hours ago) . -

to me, Sondra, Bryan, Paul [~

Sondra, the plan is to highlight just the most important content.
Bryan can give you the prionitized list

Thanks for organizing this project.

Tip: If conversations aren't for you, you can turn off the feature in your Gmail settings, on the General tab, under
Conversation View. To find settings, click the Gear icon in the upper right of your Gmail page.
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Labels and stars instead of folders

Instead of organizing messages in folders, you can organize your Gmail conversations by applying labels. The
conversation can remain in your Inbox with the label clearly shown. Here's an example:

Mary Dorma (2) 008 IRS boosts maximum 401{k) corfribution - H
Sondra, me, Murthy (3) Support Widget - next steps - Sondra, thg plan is to
Murthy Desdai Questions

As shown in the example, if a conversation applies to more than one topic, you can give it multiple labels.

If you'd like to move a labeled conversation out of your Inbox, just select or open the conversation, then click the
Archive icon at the top of your Inbox or conversation.

Whether or not a a labeled conversation is archived, you can list all conversations that have a specific label by
clicking the label name in the left pane of your Inbox -- similar to opening a folder of messages:

Inbox
Starred
Impartant
Sent Mail
Drafs (1)

Development
Financial
Pending ‘h
Registrations
Solar Industry
Support Team [ |
To Do

< N |

Unlike with folders, if you've applied more than one label to a message, you can retrieve the message by clicking any
of those labels.

The Stars feature provides another way to categorize and access messages. Simply click the star icon to the left of
any message to highlight it. Keep clicking the star to choose different colors or shapes.

8 Sondra, me,

Starred with |0 A

You can then display all your starred messages (of any color or shape) by clicking the Starred label in the left pane:
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Mail - - C

‘ Jerome _. me

COMPOSE
[ | Mary Dorma

Inbox
Starred v Alice, me (2)
Important * Sondra, me,
Sent Mail
Drafts (1) [# Murthy Desd:
Development [ | ! Gmail Team

Tip: To select the shapes and colors available for your stars, click the Gear icon in the upper right of your Gmail
window, then click Settings and find the Stars section. Choose your stars, then scroll down and click Save
Changes.
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Archiving online instead of saving to your desktop

With Gmail, you no longer risk running out of space for storing email. Instead, you get 25 GB of online storage
space for just your own email and attachments, all hosted on Google’s secure servers. With that much space, you no
longer need to save messages on your desktop in PST files or email archives to free up disk space. You can archive

messages online instead. Just check a message to select it and then click the Archive icon. This example shows how
to archive the second message:

e [+ | (1] 'i'
Iovany Lo i id {E:I ml
v Alice, me (2) Supgpl)
* Sondra, me, Murthy (3) Supp

An archived message is removed from your Inbox but you can still find it later by clicking All Mail in the left pane or
using search. Or, add labels or stars to messages before you archive them for even easier retrieval.
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Google-powered search

Gmail features the same powerful search technology used on the Web to perform accurate keyword searches of all
of your email and attachments. Search by keyword, label, date range, or a host of other options. By archiving
messages and using search, you can quickly find any message you've ever sent or received without having to create
elaborate folder structures or keep unwanted correspondence in your Inbox.

To find messages, simply type in the search box at the top of your Mail window. Or, for more refined searching, click
the arrow to Show search options:

i

| /
&%mm T “

Show search opfions

Mail ~ = [+ 0

Then fill in the easy-to-use search form to find exactly what you're looking for!
Search -
All Mail 2

From

o

Subject

Has the words
Doesnt have

[£ Haz attachment

Diate within 1iday % of

Examples: Friday, today, Mar 28, 372000
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