2.1.3. Labels setting

2.1. Set up NewTUMail(Gmail)
2.1.3. Labels setting

In this item, we will explain the settings for sorting
mail with labels that set the conditions.

(It can be used in the same way if the email client
currently uses the sorting setting)
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In New TUMail (Gmail), the distribution of mail changes from "folder" to "label".
A folder can be divided into one folder only for a single email, but “labels” can have

multiple labels attached to

a single e-mail.

Received mail is stored and saved in "All mail".

Individuals can create and attach your own labels such as “To the affairs" and

“personnel".
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You can also search by label and list only those with a specific label.
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1. Start New TUMail (Gmail), click the gear icon, and click "Settings".
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2. The setting screen is displayed. Click the "Filtering and Blocking Address" tab.
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4. The condition input screen is displayed. Set the conditions you want to distribute,
and click "Create Filter". Enter your address in "To" as an example.
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5. The screen for selecting the operation for the condition that matches is displayed,
so select “Apply the label" and click “Choose Label".
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6. A screen for selecting a folder is displayed. Click "New Label".
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7. Enter a folder name and click Create.

G Google Account X M Search results - hanakokatahita. X+

< C & hup google.com/mail/u/0/7tab=km#create- = katahira. ¥ _smb * [+

New label

Please enteranew labelname:

Cancel

XIf you do not want to leave email in the inbox, "Skip Inbox(Archive it)",
. - if you want to move along with what has already been received, also
8. Click Create Filter. check “Also apply filter n matching ..".

- o X
G Google Account X M Search results - hanakokatahia. X =+
< C & hup google.com/mail/u/0/7tab=km#create- = katahira. ¥ _smb * [+
= M Gmail Q,  to(hanako katahira b3@tohaku.ac.jp) X
& When a message arrives that matches this search: VA - 1 m
+ Compose
[0 skip the Inbox (Archive ity Jun's
O nbox 9 O Markas read Juns
starred
* O starit /]
@ snoozed
Apply the label: Personal -
> sent
B Drfts +
® lmaplsent O Deleteit
= Pananal [0 Never send it to Spam
®) o7 -
@ + [0 Always mark it as important
[0 Never markit as important
[0 Categorize as: Choose category... ~ D minutes ago
l Also apply filter to 2 matching conversations. ] betalls
No recent chats @ Learnmore
Start a new one
. >
2 9
) - o X
G Google Account X M Settings - hanakokatahirab3@t: X =
< c a google.com/mail/u/0/?tab= ings/filters *r @
= M Gmail Q  search mail -
Settings
+ Compose
General Labels Inbox Accounts and Import  Filters and Blocked Addresses  Forwarding and POP/IMAP
Inbox 69 ) L
Add-ons Chat Advanced Offline Themes
“ Starred
The following filters are applied to all incoming mail: o
© snoozed
> sent g Matches: tox(hanako.katahira.b3@tohoku.acp) it delete
Do this: Apply label "Personal
B Drafts +
Select: All, None
® [Imap]/Sent
N S ' -
& - Create a new filter  Import filters
o« +
The following email addresses are blocked. Messages from these addresses will appear in Spam:
You currently have no blocked addresses.
Select: All, None
Unblock selected addresses
Norecent chats Using 0 68 Program Policies Last account activity: 29 minutes ago
Start a new one Powered by Google Details

Your filter was created. X
>




2.1.3. Labels setting

TR AR B AR

10. Display the created label and check that it is sorted according to the set label.
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11.You can color the label by clicking: on the label and selecting "Label color".
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Please check https://www.appsupport.jp/gmail/make-label/ for details.



