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Chapter 0  Introduction
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What to expect in  this Chapter:

	What is this book about?

	How should I use this book?

	What is email management and how will it benefit me?

	How to manage your inbox. How to be an email ninja

	What strategies will I find in this guide?

	What is Gmail and why choose it as an example?




Dear reader, thank you for choosing Email Management Using Gmail and welcome to the second edition! The new edition looks different and discusses Gmail’s new fantastic features, which I am sure you will love. If you are ready to explore the new look, then read on, you are in for a treat! 

Do you sometimes feel that you are drowning in email? Are the emails coming in as fast as or faster than you can deal with them? Information overload is a growing problem in today’s fast paced world. You may be finding that important emails are becoming impossible to locate. This book aims to give you productivity tips and tricks so that you can take control of your email and reclaim more time for yourself and your family. 

Albert Einstein once compared a cluttered desk to a cluttered mind. A full email inbox can be just as disconcerting. If you have hundreds of emails stacking up and more coming in every day, it can lurk at the back of your mind causing needless stress. That’s just if you are avoiding the tsunami of email, if you are actually dealing with them, you can spend countless hours reading, replying, classifying, archiving and deleting them! This book will show you ways that you can automate your email organization so you do more of what you like to do rather than deal with the monster of email overload. This book is all about getting things done, sorted and out of the way. 

[image: image]

According to a Lifewire article updated in May 2021, there were over 3.8 billion active mailboxes around the world. 

Gmail has over a billion users while Outlook has over 400 million.

[image: image]

With over a billion users, Gmail is the most popular email service available. This book is all about how you can get the most out of Google’s answer to email, the instant online way to communicate over the Internet. It is written to help new users learn the basics and discover features that are far and above better than the closest competition. This book assumes the reader knows the basics of using a computer and has used a browser.

There is some overlap between this book and A Simpler Guide to Gmail. While A Simpler Guide to Gmail is more comprehensive, it will go into every setting in detail, this book focuses on how to manage your emails better. Some chapters will be the same but there will be information in this book that is not in A Simpler Guide to Gmail and vice-versa.
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How should I use this book?
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This book is based on an online Gmail account, which I believe is the best email, but the ideas can be applied to most other email services. It can be read from start to finish but you can use the index at the back of this book to jump to areas which you might find more useful if you are already an email power user.

For the purposes of this guide, I have made a few assumptions. The first is that you have (or at least have access to) a computer, you are familiar with using a mouse and know what the internet is. You can use mobile devices to sort and deal with your emails with the excellent Gmail app but it is easier to setup your Gmail account using a browser to begin with.

I would like to add a small disclaimer at this point. Gmail and other email services are constantly evolving and while this book is as accurate as could be made possible at the time of publication, they can and will change. Features will be added and others taken away, however, the principles will remain the same.

In the ebook version of this book, the images may appear small due to restrictions laid down by retailer and/or download costs. I have tried to write the book in such a way that the images illustrate a point rather than show you how to do a task. For example, I will tell you where on the screen a button is and the image will be there as a visual clue but you should be able to find it from the written instructions. While the ebook has color screenshots, unfortunately the print book has black and white images due to the uneconomical cost of color printing.

If you have bought this book as an ebook, I recommend downloading the apps for PC/Mac programs from where you bought them (usually free) to view the book from your computer. You will be able to click on links easily and the images will be of better quality. If you are reading an epub version, then Calibre, which is a free ebook organization tool, (please see A Simpler Guide to Calibre published by Lycan Books for more information), has an excellent epub reader.

Some of the screenshots in this book may not look exactly as you see on the screen as you do the tasks described. This could be for a few reasons. The first reason is that Google has put so much on to a page that you need to scroll to see everything on there. In this scenario I have done a screenshot of everything on that page and spliced it together to make one image so that you can see everything in one go.

The second reason is that the web page will change depending on how big you make it. If you press the Ctrl key and scroll your mouse wheel, it will make your web page bigger or smaller depending on the direction you scroll. When that happens, the elements on the page rearrange so that they don’t disappear off your screen. One example is your email list. If you have your browser screen set to 100% view you should see the first screenshot in figure 0.1 but the second screenshot in the same figure shows the page zoomed to 175%. You may prefer the zoomed in or out versions but it is good to know that how you view your Gmail account, will change the way it looks for you. All the elements will be there but they will be slightly misplaced in the same area of the page.

The final reason that it may look different is that Gmail is regularly upgraded. This means it has got better over time but the look changes when you least expect it. Generally, the old functions will remain the same and the written instructions will remain true but buttons will move around the page and new functions will be added. A case in point is Contacts. The page changed as I was writing the chapter in previous editions. The screenshots were replaced and were correct at the time of publication but elements were moved around the page as I was writing about them. The instructions in these circumstances are a guide. They will tell you what to look out for and what the buttons look like.
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What is email management and how will it benefit me?
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Emails are an important tool in our modern world. It is a means of keeping in contact with family and friends, find jobs, shop, make business deals and learn about the world. They can multiply like little baby rabbits, hopping into your inbox until you can’t see anything but bright white fur. Seriously though, emails can become a deluge and email management is a way of taming it. It will save you time, reduce stress and possibly save you money when you find the perfect business deal in time to take advantage of it or if you are using it at home, get that (insert store of your choice here) deal for that item you have had your eye on for ages.

Email management is a mind-set, a way of looking at how you deal with emails. They are still going to come in, but with the right strategies, they can automatically be sorted, dealt with in a timely manner so you are master of the inbox rather than the emails controlling you. Using email management strategies, which includes time management, will make you an email ninja.
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How to manage your inbox. How to be an email ninja
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Does the thought of having to go through your unruly inbox make you want to curl up in the fetal position? Do you fear getting that email bomb that leaves you so many emails to go through that you spend an hour or two trying to read them all but at the end of it, you just wish the sender would get to the point? Have you been spending so much time on your inbox that you have forgotten who you are?

Email management is not something you will do once then you will never need to do again, it is to teach yourself a new way of dealing with email and it really is a mindset thing. Yes, it requires you to work at it, but once you learn it you can change your way of thinking so you don’t end up with that inbox of shame.

Email management is also the process of learning to manage your emails effectively and efficiently. There is more to it than that, but if you think of it as work or if you are putting work off then you are not in the mindset that is needed to get that minimal inbox. 

This is not easy, don’t think of it as going for a walk in the park. Your inbox deserves respect, it deserves you to take control of your emails in a way that will make you master of the inbox, not a slave to it. If you want to learn how to do email management so it benefits you then you are making the right choice.
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What strategies will I find in this guide?
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This guide has a number of practical steps to keep your emails under control. Chapter 1 is a quick-start guide for people who already have a full inbox using labels and filters but if you have just opened your Gmail account then it can be a nice overview to start your exploration.

Chapter 2 talks about the practicalities of sending and receiving emails. It recommends using discussions and the best way to compose and reply to emails to save time for you and the recipients of your emails.

Chapter 3 discusses how a well-organized address book can speed up your productivity. Gmail has some features which can save time when inputting your contact’s details.

Chapter 4 goes into sorting your communications with labels and categories while Chapter 5 covers filters and blocked addresses. Chapter 6 discusses the best and fastest way to find emails within your inboxes.

If you only read one chapter then Chapter 7 is a must. This chapter goes into time management, prioritization, labels, and archiving among other ideas.

Chapter 8 covers how to deal with spam, scams and phishing emails.

How you view a document or web page can make a difference to how you use it. Gmail gives you options for changing the look. Chapter 9 Inbox views, discusses what features are available and how they may benefit you.

Chapter 10 is important if you are running out of storage in your account. It goes into depth on how you can recover space.

Chapter 11 discusses how to turn on and use advanced features in Gmail such as Auto-advance, Templates, Keyboard shortcuts and the Unread message icon.

Finally, Chapter 12 covers some questions such as removing extra inboxes that Gmail creates for you and increasing text sizes in your browser so that you can see your email better if you find the default text sizes a bit small, I know I do.

All together this book contains practical steps which will help you to manage information overload to make dealing with your emails less of a chore and more of a quick means to an end.
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What is Gmail and why use it as an example?
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Gmail is Google’s answer for providing free online email. Email is a way of communicating via text and images sent over the Internet. It is the cheapest way of contacting someone, no stamps or per-minute call charges. 

There are a myriad of other email solutions on the Internet, some of them are free, others charge and a few are a combination of the two.  Google likes to do things differently and they have improved how I deal with my correspondence. With the use of labels, filters, contacts, and labs (now advanced options), you will find that Gmail can almost be your own personal secretary, and best of all, it is free!
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Why Gmail?
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In my opinion, Google offers the best service for email because: 

	It is easy to use

	Nothing to install

	15 gigabytes of space (enough for a lifetime of email, although this total is shared between other Google services)

	Spell Checking

	Address Book (Contacts)

	Mobile and desktop access (there are apps for your iPhone or Android mobile phones, although any phone capable of using a browser can use it)

	Gmail has possibly the best spam (unwanted email) protection in the world!

	Your username and password for Gmail works for all the other free Google services like Calendar, Docs, Sheets and YouTube etc. Please see figure 0.1 for just some of the services that your one Google account and password can give you.

	The integration between other services means that if an attachment is too large to send, you can upload it to your Google Drive account and send a link through your email. This effectively means that if you change a document after you have sent your link, then your colleague or friend will get the latest version of whatever you are working on whether it is a business proposal or a wedding invitation list.

	Google constantly reviews its service and adds new features and removes those which it feels are not working. As a result, Gmail keeps getting better.


[image: image]

The only ‘disadvantage’ is that the Gmail service is supported by advertisements but the benefit of this is that Google can give you free email as a result. You know exactly how they are making their money. Google doesn’t sell your data but it does show you ads, which you can ignore. Life is full of compromises, but as they go, this isn’t one of the worst.

So, what are you waiting for, open an account today!
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Chapter summary
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Using the email management strategies set out in this book could be useful to you for various reasons. This may be as a result of getting too many emails, you may want to find out step-by-step instructions on how to sort through your emails to know which to prioritize first or you might just want to declutter your inbox.

Gmail is a great tool to control your email. If you already have a full inbox jump to the next chapter for my quick-start guide which takes you step-by-step, through instructions to get your inbox clear enough to take advantage of the other strategies in this book. 
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Chapter 1  Quick-Start Guide for Already Full Inboxes
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What to expect in this Chapter:

	Quick start guide for sorting out full inboxes

	Setting up labels for inboxes

	Filtering emails

	Actioning emails




This chapter contains strategies for Gmail users whose inboxes have already filled up and who may want some quick fixes to get back on track. 
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Step 1: Set up Labels as inboxes
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The first step would be to setup three labels as inboxes/folders that you control. The reason I suggest using these three labels rather than use the categories that Gmail provides is control. Gmail may change the name of their categories and how they behave. When you set up a label and a filter to add emails to these labels you know exactly the conditions that are set for emails to be assigned to these folders. This means that all emails from say Aunty Betty will go into Pending, unless you have a major falling out and then you can create a ‘not speaking until she apologizes’ folder. When Google creates a folder, they decide where her emails end up. This may change based on algorithm decisions that Google makes.

You can use their categories or ones you make (called labels) but I recommend above all that you choose the system that works best for you. In fact, you can still follow the instructions from Step 2 with Gmail’s categories by assigning their categories in your filters rather than the labels that I suggest. If you were to do this, the Primary inbox would be used for important emails, as in my strategy, Updates could be used in lieu of Pending, Promotions, for information and Social or Forums for all your newsletters.

If you would like to follow my suggestions, the three labels I would choose would be: 

	Pending

	For Information

	Newsletters


Any emails that need immediate attention would stay in the Primary inbox. Emails that would need something done to them soon would go into Pending and correspondence that is sent to me just to keep me informed would go into For Information. The third folder to be created would be Newsletters.

The next step would be to filter all the emails in your inbox so that they are in these three folders and the primary inbox. Once this is done secondary labels can be created to make searching easier later when you are at your leisure and your inbox is less full. This is to make sure that all the not-so-important emails are dealt with when there is a clear idea of what needs to be done.

These instructions are a quick guide to creating the labels. Please see Chapter 4 Email Organization with Labels for more detailed explanations and instructions with screenshots for making labels.
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Creating the three inboxes in Gmail

[image: image]


Look for the gear symbol at the top right of the Gmail web page, please see figure 1.1. When you hover your mouse over the gear wheel it should confirm that it is the settings function. Click on it, and a drop-down menu will appear – you will need to select See all Settings. 
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Step 1: Click on Labels near the top of the page. 

Step 2: Scroll down the page, past System Labels, and Categories until you will see just Labels

Step 3: Click on Create new label. Type into the box the label name you want, for example Pending. 

Step 4: Click Create

Your new label will then appear in the list of labels below the box. 

Repeat these steps and create the other two folders (For information and Newsletters).
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Step 2: Filter your current emails
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Now for the bad news. You will have to make a quick assessment for the emails currently in your inbox. The good news is that once this is done, where possible all future emails of the type that are already in your inbox, will automatically be sorted into these three folders. As you go through your inbox, you should find that it goes quicker than you anticipate as there will probably be a lot of emails from a few senders. Filter one sender and a lot of your emails will disappear into the correct folder. 

By doing this you will find that you instantly know the urgency of the emails placed in each folder and over time the emails that you have to assess in this way will be dramatically reduced.

The following steps will speed up this initial labeling.

Step 1: Select the first email you want to label (see figure 1.2).
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Step 2: Click on More (please see the circled Menu button in figure 1.2). This is located on the horizontal navigation bar above your emails.

Step 3: Select Filter messages like these from the drop-down menu that appears.

Step 4: Gmail will make suggestions how you want your email to be filtered. If you only have one email selected, it will suggest that all emails from that sender be filtered. If you get two types of email from one email address, you can filter further by the subject. For example, if you get emails that are important from no-reply@anyurl.com but you also get a newsletter which is not so urgent (and they put newsletter in their subject). you can filter by newsletter in the subject field as well. This will separate the two types of email into how urgent they are. Click on Create filter with this search.

Step 5:  Check the Skip the inbox (in effect archiving it) box. This will mean that from now on, these emails will bypass your inbox and go straight to your Newsletter ‘folder’.

Step 6: Check the box next to Apply the label.

Step 7 Click on Choose label and select Newsletter (if that is the appropriate folder you want to put it in.

Step 8: Optional, choose a category if you want to segment your inboxes further. I wouldn’t do this as it can get confusing and add too many steps to your daily routine.

Step 9: Check the box next to Also apply filter to x matching conversation. This is at the bottom of the popup window.

Step 10: Click on Create filter. All your emails that meet the conditions that you select in the filters you have just assigned will be sorted and put into the inbox you have chosen. You will not have to do that again for your four main inboxes for those emails.
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Modifying your Labels
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If you want to change your filters after you have created them, you can change them in Labels in See all settings. You may want to do this to add a word to your subject or maybe you want to mark certain emails as important.

To get to these settings, go to the gear wheel on the top right of your screen. Choose the Cog Wheel and then See all settings then Labels. Scroll down the page until you find the label you want to edit. Look across until you see actions and you will see options to remove (delete label) and edit (change your filter).
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Step 3: Action emails
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Once all your emails have been filtered into the four inboxes, Primary, Pending, For information and Newsletters, you can start to sort through your emails properly. The first time you do this it will be a mammoth task, but once the bulk is done, it will only take minutes each time you do it. Please take a look at Chapter 7 Keeping your email under control for more tips on keeping your email volume down.

The order I recommend for dealing with your emails, (in order of urgency) is your primary inbox, pending, then those marked for information and finally newsletters.

In your Primary inbox, go into each email and assess what you need to do with each one. If you can, deal with them as soon as you are looking at them. 

Decide if you want to create more labels/folders. You can do this within the Gmail homepage (above the email list). Click on the luggage label icon (see figure 1.3 to see what it looks like.), and start typing under Label as. You will need to click on Create new once you have typed the label name. You will need to do one more step of clicking Create and you are done. The reason there is this extra step is because you may want to nest your new label under one you have already created. For example, if you have Shopping under newsletters etc.
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If you already have a suitable label, you can just check the box next to it.

Follow the steps in Step 2:  Filter your current emails if you can to automate the labeling process.

If possible, delete them but otherwise click on the Archive button above the top of your emails to remove them from your inbox. When you click on Archive, all you are really doing is removing the inbox label on your email. You can do the same thing by clicking on the x to the right of the Inbox label within the email.

In your other folders, check to see if you still want the emails. If they are newsletters and you don’t, look for the unsubscribe link usually located at the top or bottom of the emails.

Next, deal with the content of the emails. Label them further, then archive or delete the emails. Follow the steps in Step 2: Filter your current emails if you can to automate the labeling process.
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