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Communicate Internationally Using 
the Input Tools Button 
Gmail provides many different virtual key-
boards and IMEs (input method editors) 
you must turn on to use, allowing you to 
communicate in different languages us-
ing different keyboard layouts for im-
proved international communication. 
IMEs allow you to use a Latin alphabet 
keyboard to convert your keystrokes to 
characters in another language. The 
Transliteration input tool allows you to 
type languages phonetically in English 
letters, and they’ll display in their correct 
alphabet. 
A Handwriting input tool is available that 
allows you to write words using your 
mouse or trackpad. NOTE: Transliteration 
is different from translation. When using 
transliteration, you are only converting the 
sound of the words from one alphabet to 
the other, not the meaning. Click the key-
board button to turn the Input tools on or 
off. Note that you can also press “Ctrl + 
Shift + K” to do this. 

Clicking the down arrow on the right side 
of the keyboard button displays the input 
options, such as selecting a different key-
board layout, enabling a personal diction-
ary, and accessing the “Input Tools Set-
tings.” 

 

 

 

 

 

 

 

 

 

 

 

 

We will discuss the different types of input tools, show you how to 
turn the “Input Tools” on and off, and select specific input tools to 
be available on the menu. 
 
Customize Gmail Using the Settings Button 
Use the “Settings” gear button to define your display density set-
ting (the space between messages and objects in Gmail), access 
other settings or themes, and get Gmail help. 
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Write and Send Emails Using the Compose Button 
Use the Compose button in the upper, left corner of the main 
Gmail screen to write and send new emails. You can format 
your text, add images and links, and attach files.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Organize Your Inbox Using Default and Custom Labels 
To the left of the Inbox is a list of labels. This list is similar to 
the list available from the “Labels” button, and just like the 
“Labels” button, it allows you to organize the messages in 
your inbox into categories. Gmail comes with several default 
labels and you can add custom labels. The number in paren-
theses next to a label indicates the number of unread mes-
sages associated or tagged, with that label. Click a label link 
to display all messages associated with that label. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 
 

 

 

 
When you drag a message to a label, it’s similar to using the 
“Move to” button. The message is moved to that label and is 
removed from the inbox. However, you can also drag a label 
from the list to a message to associate it with that label. This 
allows you to drag multiple labels to a single message, unlike 
folders. The “All Mail” label is your archive. Use this label to 
help reduce clutter in your inbox. Move messages you’ve 
read (but don’t want to delete) in your inbox to the “All Mail” 
label to archive the message. Messages in the “All Mail” label 
are never deleted (unless you delete them) and are always 
available by clicking the “All Mail” label link. When you use 
the “Search” box to find messages, the messages in the “All 
Mail” label are included in the search. 

You can also assign different colours to your labels to 
quickly find messages at a glance in your inbox. Click-
ing the arrow to the right of a label allows you to ac-
cess options for that label, such as changing the col-
our. Use this menu to show or hide the label in the 
labels list or in the message list, to edit or remove a 
label, or add a sub-label to the label. 

Read and Organize Your Messages in Your Inbox 
Your inbox displays all email messages you’ve re-
ceived and haven’t yet moved to a label or archived. 
By default, unread messages in your inbox have a 
white background and display in bold lettering while 
read messages have a grey background and normal 
type. 

If you already have the message open, you can click 
the “More” button and select “Add star.” 

You can add other types of stars, such as an exclama-
tion point or a check mark by modifying the prefer-
ence in settings.  
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