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These are the options along the left side of your Gmail Inbox: 

 



 

Anatomy of your Inbox 

 
 

1 Open or close sidebar 6 Settings 

2 Compose a new email 7 
Inbox (email), chat, spaces (group chats), and Meet 
videos  

3 Search all emails (use icon for advanced search 
options & to create filters 

8 
Main menu (includes your inbox, starred emails, 
spam, trash, labels, etc. 

4 Status as it appears to others in your contact list 9 Your inbox: where mail arrives and lives until sorted 

5 Support 10 Add-ons:  Calendar, Google Keep, Tasks, Contacts, etc 

 
 



 

Create & Send Email 

1.  Open Gmail. 
Open a new tab and type in the URL box 
mail.google.com, use the link on the 
start page, or find your “waffle” and 
choose the Gmail icon. 
 

2.  On the left, click Compose. 
​
3.  Add recipients and a subject. 
​
4.  Enter your message. An email you 
start writing but don't send is 
automatically saved in Drafts on the 
left. 
​
5.  Click Send. 
 
 
 
 

Tech Tip:  Keep your subject short and sweet; do not write more than a few words! 

 
 
 
 

Overview of 

Composition 

Box/Options: 

 
 
 
 
 
 
 
 
 
 
   
 
 
 
 
 



See New Email 

 
 
 
 
Unread emails are bold. To open an email, 
click it. 
 
 
By default, replies to an email are 
grouped into conversations. Keeping all 
emails together in a thread makes it 
easier to keep track of them and saves 
space in your inbox. 
 

 

Reply to Email 

1.  To reply to a single email or the last 

email in a thread, click ​
​
 
2.  To forward a single email or the last 

email in a thread, click ​
 
​
3.  To forward an email within a thread, click 

More ＞ Forward. 
 
​
4.  To see the previous email in a thread, click 

Show trimmed content . 
 
​
5.  To forward an entire conversation, at the 

top, click More ＞ Forward all. 
 
 

Tech Tip:  If an email has multiple 
recipients, you may see the “Reply all”  
button.  If you hit this then every other 
recipient will see your email response. 

 
 
 
 



Change Recipients or Subjects 

Add and remove recipients: 
1.​ From an open email, click a 

recipient’s address. 
2.​ To add more recipients, type their 

email addresses. 
3.​ To remove recipients, next to their 

email address, click Remove X. 

Edit an email subject: 

1.​ Next to Type of response , click 

the Down arrow Edit subject.​
 

2.​ Enter a new subject. 
 

 

Find Emails 

Search Inbox At the top, in the search box, enter your search criteria. 

 
When you search a person’s email address, the results also show emails that include 
their alias. To limit the search to only the original email, enclose the search criteria in 
double-quotes. For example: "from:john.doe@gmail.com". 
 
When you search “from: email", the results also return Drive files shared by that email 
address. 
 
Press enter 

Narrow your 
search 

To narrow your search, at the right of the Gmail search box, click the Down arrow ▼. 
 
Add specific search criteria such as dates, subjects, if an email has an attachment, and 
more! 

 

 


