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The “Select” button allows you 
to quickly and easily select all 
or none of your messages, all 

read or unread messages, or all starred or 
unstarred messages. Click the arrow on 
the “Select” button to access the various 
options for selecting your messages. 
To quickly select all your messages, click 
the empty check box on the “Select” but-
ton. When the check box on the “Select” 
button has a check in it, all your messag-
es are selected. Clicking the check box on 
the “Select” button when it contains a 
check mark, quickly de-selects all your 
messages. 

 
The “Archive” button allows you 
to remove messages from your 
inbox, but keep them in your 

Gmail account, for later reference. You 
can think of archiving like moving an im-
portant file on your desk into your filing 
cabinet rather than into the trash can. 

 
If you have received any messag-
es that seem to be spam, use the 
“Report spam” button to report 

this to Google. While Gmail’s spam filters 
works very well, they’re not perfect and 
errant messages do get through every 
now and then. This feature helps them get 
better at filtering out annoying, unwanted 
messages. To report a message as spam, 
select the check box next to the message 
in your inbox or open the message, then 
click the “Report spam” button on the 
toolbar. 
If you (or Google) has accidentally 
marked a message as spam, you can re-
cover it. Simply, click the “Spam” label in 
the list of labels on the left. Select the 
message that is not spam and click the 
“Not spam” button on the toolbar. 
 

 

Remember, the more spam messages you report, the better Google gets 
at filtering out these unwanted messages. 

 
Use the “Delete” button to move messages to the “Trash.” Mes-
sages in the “Trash” are permanently deleted automatically after 

30 days. Once a message has been permanently deleted from “Trash,” it 
cannot be recovered. To “undelete” a message, move the message, drag 
it to the “Inbox,” or another label. You can manually delete all the mes-
sages in the “Trash” by clicking the “Empty Trash now” link at the top of 
the list.  

 

 

 

 

 

 

 

 

 

 

Gmail allows you to delete specific messages within a conversation 
thread.  

The “Move to” button accesses a menu very similar to the 
“Labels” button discussed below. However, when you select 

one or more messages, click “Move to” and then select a label from the 
“Move to” menu. The selected message or messages are moved out of 
the “Inbox” into that label, like a folder. 
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The “Labels” button allows you to organize your 
messages into categories. They’re similar to fold-

ers, but they add an additional feature not available with fold-
ers: you can add more than one label to a message. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To add a label to a message, select the message, click the 
“Labels” button, and select a label from the list. The list does 
not close after you make a selection, so you can easily apply 
more than one label to a message. Only you can see labels 
you apply to messages. So, you can mark a message with 
whatever label you want, such as “Read later,” and the sender 
of the message will never know. 

Take Action on All Messages or Quickly Check Email 
If you have no message selected or open, there are only three 
Action buttons available: “Select,” “Refresh,” and “More.” 

 

 

 

 

The “Select” button (with the empty check box) offers 
the same options that it does when one or more mes-
sages are selected or a message is open. Use the 
“Refresh” button (with the circular arrow) to check for 
new email. When no messages are selected or open, 
the “More” button only allows you to mark all messag-
es as read. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Display Text on Buttons Rather than Pictures 
 
If you prefer to have text instead of icons on the 
“Action” buttons, you can change a setting to accom-
plish this. Click the “Settings” gear button and select 
“Settings” from the drop-down menu. Scroll down to 
the “Button labels” section and select the “Text” op-
tion. 

 
Scroll down to the bottom of the page and click “Save 
Changes.” All the “Action” buttons, except the “Select” 
button, change to display text instead of icons. 

 

 
 
 
 
 
 
 

Quickly Move Through Your Messages Using the 
Newer and Older Buttons 
If you have a lot of email messages in your inbox, you 
can use the “Newer” and “Older” buttons to move 
through your messages. These buttons are only active 
if you have a message open. 
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