
Gmail Labels: Your Key to a Clutter-Free Inbox! 
Are you tired of endlessly searching for emails in your crowded Gmail inbox? Do important messages 
get lost in the shuffle? Gmail labels are a powerful, yet often underutilized, tool that can transform your email 
management, making you more efficient and organized. 
What are Labels? 
Think of labels as flexible, colorful tags you can attach to your emails. Unlike traditional folders where an 
email can only be in one place, an email can have multiple labels. This means you can categorize an 
email in several ways without duplicating it. 
Why Use Labels? (Benefits for Educators) 
• Find Emails Faster: Quickly locate messages related to specific students, projects, departments, or events. 
• Prioritize Important Communication: Easily identify urgent messages or those requiring follow-up. 
• Reduce Inbox Clutter: Move emails out of your main inbox while still keeping them accessible. 
• Streamline Communication: Create labels for ongoing discussions (e.g., "Parent Communication - [Student Name]", 

"Department Meeting Notes"). 
• Track Progress: Label emails related to student assignments, professional development, or grant applications. 
• Better Collaboration: Share labeled emails with colleagues (if using Google Workspace shared inboxes). 

Getting Started: Creating Your First Labels 
There are a few ways to create labels: 
1. From an Open Email: 

◦ Open the email you want to label. 
◦ Click the Labels icon (looks like a tag) in the toolbar above the email. 
◦ Select "Create new." 
◦ Type your desired label name (e.g., "Student Inquiries," "Admin Updates," "Curriculum Planning"). 
◦ Click "Create." 

2. From the Left Sidebar: 
◦ Scroll down the left sidebar until you see "More." Click it. 
◦ Scroll down further and click "Create new label." 
◦ Type your desired label name. 
◦ Click "Create." 

Applying Labels to Emails 
1. From an Open Email: 

◦ Open the email. 
◦ Click the Labels icon. 
◦ Check the box next to the label(s) you want to apply. 

2. From the Inbox (or any email list): 
◦ Select one or more emails by checking the box next to them. 
◦ Click the Labels icon in the toolbar above the email list. 
◦ Check the box next to the label(s) you want to apply. 

Pro-Tip: Remove from Inbox (Archiving) 
After you've applied a label, you can click the Archive icon (looks like a box with a down arrow) in the toolbar. This removes the 
email from your main inbox but keeps it accessible under its assigned label(s). This is key for a truly clean inbox! 



Nesting Labels (Creating Sub-Labels) 
For even greater organization, you can create sub-labels (nested labels). For example: 
• Students 

◦ Student A - [Student Name] 
◦ Student B - [Student Name] 

• Projects 
◦ Grant Application 2025 
◦ School Play Production 

To create a nested label: 
• When creating a new label, check the box next to "Nest label under." 
• Select the parent label from the dropdown menu. 

Color-Coding Your Labels 
Visually distinguish your labels for quick identification: 
• In the left sidebar, hover over the label you want to color-code. 
• Click the three dots that appear to the right of the label name. 
• Hover over "Label color" and choose your desired color. 

Searching with Labels 
Once you start using labels, searching becomes incredibly easy: 
• Click a Label: In the left sidebar, simply click on a label to see all emails associated with it. 
• Search Bar: Type label:yourlabelname in the Gmail search bar (e.g., label:Parent Communication). You can also combine 

searches (e.g., label:Student A - [Student Name] important). 
Suggested Labels for Educators: 
Here are some ideas to get you started, but feel free to customize them to your specific needs! 
• Student Communication: 

◦ Students/Student A - [Student Name] 
◦ Students/Student B - [Student Name] 
◦ Students/Discipline 
◦ Students/Accommodations 

• Parent Communication: 
◦ Parents/Parent A - [Student Name] 
◦ Parents/General Inquiries 

• Administration: 
◦ Admin/Announcements 
◦ Admin/Policy Updates 
◦ Admin/Professional Development 

• Curriculum & Planning: 
◦ Curriculum/Grade [Your Grade Level] 
◦ Curriculum/Lesson Plans 
◦ Curriculum/Resources 

• Department/Team: 



◦ [Your Department] Team Meetings 
◦ [Your Department] Projects 

• Special Projects: 
◦ [Project Name] - 2025 
◦ Grant Application - [Year] 

• Follow Up: (For emails requiring action) 
• To Read: (For articles or newsletters you want to review later) 
• Archive/Important: (For general important emails that don't fit another category) 

Tips for Success: 
• Start Small: Don't try to label every email immediately. Begin with new incoming messages. 
• Be Consistent: Once you create a label, try to use it consistently. 
• Review & Refine: Periodically review your labels. Delete unused ones and create new ones as your needs evolve. 
• Use Filters! (Advanced Tip - For a future training!) Once you're comfortable with labels, you can set up filters to 

automatically apply labels to incoming emails based on sender, subject, or keywords. 
Your inbox doesn't have to be a source of stress. With Gmail labels, you can create an organized, efficient, and calm email 
environment. Happy Labeling!


