
Navigating Gmail for Educators: A Handout 
Gmail is a powerful and versatile tool for educators, offering a range of features to help you communicate, 
organize, and manage your teaching responsibilities. This handout will guide you through the main screen of 
Gmail, explaining key icons and features especially useful for Educators. 
Gmail Main Screen Overview 
Below is a typical view of the Gmail main screen. While themes and some settings might slightly alter the 
appearance, the core layout and functionalities remain consistent. 

Key Areas and Features Explained 
Here's a breakdown of the important sections and icons you'll find in your Gmail inbox: 
1. Compose Button 

◦ Purpose: This is where you click to start writing a new email. 
◦ Educator Tip: Quickly draft emails to parents, colleagues, or for school announcements. 

2. Search Mail Bar (Prominently located at the top of the screen): 
◦ Purpose: Allows you to search for specific emails by sender, subject, keywords, or even attachments. 
◦ Educator Tip: Find old communications with parents, locate assignment submissions sent via email, or retrieve 

important school policies. You can use advanced search operators for more precise results (e.g., 
from:student@email.com subject:homework). 

3. Left Menu Pane (Navigation Bar): 
◦ Inbox: Your primary folder where all incoming emails arrive. 

▪ Educator Tip: This is your command center! Keep it organized to prioritize urgent messages. 
◦ Starred: Emails you've marked as important. 

▪ Educator Tip: Star emails related to critical deadlines, student concerns, or administrative tasks you need 
to follow up on. 

◦ Snoozed: Emails you've temporarily hidden and will reappear later. 
▪ Educator Tip: Snooze emails that don't require immediate attention but need to be addressed at a specific 

time (e.g., a reminder about a field trip permission slip deadline). 
◦ Sent: Contains all emails you have sent. 

▪ Educator Tip: A good record of your communication with students, parents, and staff. 
◦ Drafts: Emails you've started but haven't sent yet. 

▪ Educator Tip: Perfect for drafting lesson plan outlines, standardized parent communications, or longer 
messages that require more thought before sending. 
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◦ More/Labels: 
▪ Labels (Folders): Gmail's powerful organizational tool. You can create custom labels and apply multiple 

labels to a single email. 
▪ Educator Tip: This is a game-changer! Create labels for: 

▪ Individual Classes/Periods: e.g., "5th Grade Math," "English 10A" 
▪ Parent Communication: e.g., "Parent Inquiries," "Student Absences" 
▪ Administrative: e.g., "Staff Meetings," "Professional Development" 
▪ Curriculum: e.g., "Lesson Plans," "Resources - Science" 
▪ Specific Projects: e.g., "School Play," "Fundraiser Committee" 

▪ Educator Tip (Color-Coding): Assign different colors to your labels for quick visual identification! 
4. Inbox Categories/Tabs (Above your email list, might include "Primary," "Social," "Promotions," "Updates," "Forums"): 

◦ Purpose: Gmail automatically sorts incoming emails into these categories. 
◦ Educator Tip: Focus on your "Primary" tab for direct communications. "Updates" might contain notifications from 

Google Classroom or other educational platforms. You can customize which categories are visible or turn them off 
in settings. 

5. Individual Email Icons/Actions (Appear when you hover over or select an email): 
◦ Checkbox: Selects the email for batch actions. 
◦ Star/Flag: Marks the email as important. 
◦ Archive: Removes the email from your inbox but keeps it in "All Mail" (not deleted). 

▪ Educator Tip: A great way to keep your inbox clean without permanently deleting information. 
◦ Report Spam: Moves the email to your spam folder and helps Gmail learn to filter similar emails. 

▪ Educator Tip: Essential for keeping your inbox free from unwanted messages. 
◦ Delete: Permanently moves the email to the Trash folder (deleted after 30 days). 
◦ Mark as read/unread: Toggles the read status of an email. 
◦ Snooze: Hides an email and makes it reappear at a later time you specify. 
◦ Move to/Labels: Applies a label or moves the email to a specific label. 

6. Right Side Panel (Google Workspace Integration): 
◦ Calendar: Access your Google Calendar without leaving Gmail. 

▪ Educator Tip: Quickly check your schedule, set up meetings with parents, or add reminders for deadlines 
directly from an email. 

◦ Keep: For taking quick notes and creating lists. 
▪ Educator Tip: Jot down ideas for lessons, remember student needs, or create to-do lists for grading. 

◦ Tasks: Manage your to-do list. 
▪ Educator Tip: Turn an email into a task (e.g., "Email parent about missing assignment") and set a due 

date. 
◦ Contacts: Access your contacts. 

Powerful Features for Educators: 
• Filters: Create rules to automatically organize incoming emails. 

◦ Educator Tip: Automatically label emails from students with "Student Submissions" or forward emails from the 
principal to a high-priority label. 

• Smart Compose & Smart Reply: AI-powered suggestions for writing and replying to emails. 



◦ Educator Tip: Saves time on repetitive email responses, like acknowledging receipt of an assignment. 
• Scheduled Send: Write an email now and schedule it to be sent later. 

◦ Educator Tip: Prepare parent newsletters on the weekend and schedule them to send on Monday morning, or 
schedule reminders for students. 

• Templates (Canned Responses): Save frequently used email drafts as templates. 
◦ Educator Tip: Create templates for common parent communications (e.g., "Missing Assignment Notice," "Positive 

Behavior Report"), assignment feedback, or frequently asked questions. 
By understanding these features and effectively utilizing them, Gmail can become an indispensable tool for managing your busy life 
as an educator!


