Train your GMAIL™ Webmail Service
= Save your Time
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Step by Step powerful and easy to implement system to
quickly train your Gmail webmail service to sort your
emails and save you loads of time!

Time is Money!

Written by Justyna Bizdra
http://www.theinternetmarketingstrategies.com

" GMAIL is a trademark of GOOLE inc.
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All the necessary legal information....

Copyright notice

All rights reserved. No part of this report may be altered in any form whatsoever, electronic,
or m echanical, including photocopying, recording, or by any informational storage or
retrieval system without express written, dated and signed permission from the author. You
may distribute this document as a whole, without any changes or editing, or reprint its

content as is.

Legal notice

Whilst attempts have been made to verify information provided in this publication, neither the author
nor the publisher assumes any responsibilities for errors, omissions or contradictory information
contained in this reporThe author and publisher make no representation or warranties with respect to
the accuracy, applicability, fitness or completeness of the contents of this report. The information
contained in this report is strictly for educational purposes. The aatfibpublisher do not warrant

the performance, effectiveness or applicability of any information or sites listed or linked to in this
report.

All links are for information purposes only and are not warranted for content, accuracy or any other
implied or exflicit purpose. Results from using any information in this report will be totally dependent

on individual circumstances and factors beyond
vary from your results.

This book is not intended as legal, invesht, business or accountancy advitlee purchaser or
reader of this information of this publication assumes all responsibility for the use of these
materials and information. Justyna Bizdra assumes no responsibility or liability whatsoever on
behalf of ay purchaser or reader of these materials.
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Introd uction
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using with great success. When you apply this system it will:

Save you time

Save you gess

Make you more efficient
Finally Time = Money

a
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Proper time management is the key to succeed in any business, including an online

busi ness.

|l t 6s

about

having

a

simpl e

repeat it over and over again to makerenmoney and to have more time for yourself.
You need to have systems like this to make your online marketing business more
efficient.

Some important questions before weontinue...

Do you end up getting loads of emails every day? Perhaps you sigrfed sgme

newsletters, keep in touch with your family and friends, belong to social bookmarking

and

and networking sites, receive business emails and information about various payments
... but can you easily find the most urgent messages and reply to thery,quiako

you get frustrated going through all of the emails to find the really important ones?
Have you ever missed something important because it got lost in the tons of other

email s?

How much ti

me

does

something much more profitable or relaxing with that time?

t

t a ktedoy o u

t

If you can relate to even some of these questions, you will simply love what | want to
share with you. This simple system, which | use every day, helped me to solve all of
these problems.

E
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How can Gmailwebmail servicehelp you?
lel II Welcome to Gmail

|l 6m sure you have webmak sedigeorhyeuaaredne offthneGmai |
happy owners of a Gmail accouiMou can havesuchaccount absolutely for FREE.
Another great thing is that only takes a cople of minutes to set it up, which is

simple to do, and itds simple to use.
But in this ebook my goal is not to write about or guide you about how to set up an
account . |l nstead itds to s h-ohowtysavwe logde met h
ofyourtimeby si mply i mpl ementing an efficient
your Gmailwebmail servicé t o sort all of your email s

no software or additional tools are necessary to successfully implement this technique.
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Let 6s start!!

For the purpose of this report you need
you can either search online for how to isetp or simply to sign up right nowclick
here.ltbs free and easy to set up.

G lﬂ | I Create a Google Account - Gmail

Create an Account

Your Google Account gives you sccess to Gmail and other Google services. |f you already have a Google
Account, you c3n sign in here.

Get started with Gmail

First name:
Last name:
Desired Login Name: @gmsil.com
Examples: JSmit n. Smit
chack avaisbiny
Choose a password: Password strength:

nmimum of 8 characters in

.....

Re-enter password:
D Stay signed in
Creating 3 Google Account will enable Web History. Web
History is 3 feature that will provide you with 3 more

personalzed expenance on Google that includes more relevant
search results and recommendations. Learn Mors

@ Enzble Web History.

Now | etds tackle this babyeé

For the purpose of this guide | have created a test Gmail account. It already has some

emails in it.
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1. After you have logged into younail account go td_abels to create new labels.

Have a look at the screenshot below to find out where the labels are. You will be

creating new labels to tell Gmaiérvicewhich emails will go with which label.

Google
™Ml

Staned 3%
Sent Mail
Drafts

o morev

Coniacts
Tasks

+ O mindset isthekey

Search, z2dd. or invte

= Invite 2 friend

r = i | Show zearch cphons
Search Mail Search the Web Croate o Glter

EA Games. Nokiz App - store ovi.cony - Downle  This Nokia App For Froe! Just Register AL The @

| Art;hiw: | Report spam I Delete Mqvctov | L@behv |
Select: All Mone Read, Unread, Stamed Unstamed

Worc actons v | Refresh

Import your contacts and old email - ou can inp
Customize Google Mail with colors and themes -
Access Google Mail on your mobile phone - The ¢

Google Mail Team
Google Mail Team

Google Mail Team

Select All Mone Read, Unread, Starred Unstamed

Archive  Rsport spam  Delete Movetow Labesw | Moreactionsw |

Refresh

2. Now left-click on the label to open its options and cholglssage Labels.

Gpgggle

Starred 7¢
Sent Mail

Parsonal
Travel

more

Contacts
Tasks

+ & mindset isthekey

Search, add, or innts

= Imvite a friend

E
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A | Scorch Mail | | Scarch the Wen | Showsearch cpoons

EA Games. Nokiz App - store.¢ - com - Downle  This Nokia App For Free! Just Reqister AL The

Archive | Reportepam | Dalats |,
Select; All. None, Read, Unread §!

[71 Google Mail Team
[Tl Google Mail Team

(=

Jr contacts and old email - You can i
¢+ Google Mail with colors and themes -
ogle Mail on your mobile phone - Tre«

. Personal
Receipts

Google Mail Team

Select: All, Nonz, Read, Unread. Starred, Unstarred

Archive | Reportspam | Delets Moveiow | Labeisw More actions v

Refresh

Pager



3. After you have choseWManage Labelsa new window will open. System labels and
Labels will be displayed. For now skip the system labels and go to the bottom of the

page toLabels.

L]OL)gle Scarch Mail | | Search nawien  Eiimisioson

Ml
Composs Mail Sotﬁngs
Inbox (3} neral Accounts andimport Labels Filters Forwarding and POPMMAP Chat WebClips Labs Offine |
1Tt
Slarred 1 stem labels Inbox
Sent Mzil
Drafts Starred show hide
Bersonal . nig
Travel Chats Show e
6 morev
T Sent Mail show hide
Contacts
Tasks Drafts show hide
{0 convesarons)
+ « mindseiisthekey All Mail show  hide
Search, ada. or invit
Spam show hide
= nvite a friend
Give Google Mail to: Trash show hide
[ Somt mvte | 20 st Labefs Creata anew lavel Craate showzll  hide all
Sreuiew Lnvits personal show hide f[emows

10 coavassatonz)
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4.

E

Right next to the labels you will see a box with a descripGosate New Label

This is where you need to write a name of your choice for your label. For the

purpose of this tguMarek dt icrroeda,t efi Ualiedsennt tedr,n

Each time you create a new label, click @reate button.

GOL)SI,G Search Mail Tmmrch the Web Ef..:_;;z?.?;“"?:
Muil
Composa Mail Settings
Geperal Accounts and Imporl Labels Fillers Forwardingand POPAMAP Chat WebChps Labs Offiing
System labels Inbox
Starred Show  hide
Chats show  hide
5 Mo
sent Mall show  hids
Conlacis
Tasks Drafts show hids

(0 conversations)

* » mindsetisthekey Al Mall show  hide
Seaich. add, orinate
Spam show  hide
= Inuate a friend
3NE Goagle Mall to- Trash show  hide
s | =0 Jet Labeis intemetMarketng [ Create | ghowall  hide all
Pranew Ints Personal show hids remove

(0 converastions)
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5. After you have created all of the new labels, go back to your main dashboard.
Notice that your new labels digyl on the left side of the dashboard along with
other ones (you can delete the oneswektadded by default like Work and Travel

i f you dondét need them).

g | Show s=srch options
Search Mail Search the Web | E 200 ey

oogle
GIVI ,.ilg

Inbox {3)
Starred ¥5
Sent Mail

EA Games. Nokia App - store.ovi.com - Download This Nokia App For Free! Just Register At
Movetow | Lsbels¥ | | More actions¥ | Refresh

Archive ﬁepoﬂ spam [ Delete
Select: All, None, Read, Unread, Starred, Unstarred
7] Google Mail Team Import your contacts and old email - You canim
[T Google Mail Team Customize Google Mail with colors and themes

[  Google Mail Team Access Google Mail on your mobile phone - The

Tasks
et Select: All, None, Read, Unread, Starred, Unstarred
+ « mindsetisthekey Archive = Reportspam @ Delete Moveto¥ | Labels¥w More actions¥ | Refresh

Search, add, or invite

E Just yna 7Bl Rigtts Rese&&il 0 Pagel0



6. You can make your new labels prettier and different frooh esdher by assigning
colors to them. In order to do that, kefick on the small rectangle situated on the

left of each label and in the small pap window choose a color that you like.

oogle ~
Goog

Starred v§
Sent Mail

InterngfA Marketing
Pepgonal
avel

Urgent
6 morev

Contacts
Tasks

+ « mindsetisthekey

Search, add, or invite
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| chosered for Urgent, blue for Internet Marketing andgreen for Gmail label. In

the meanti me | have del eted the Personal

You can do that by leftlicking on the same small rectangle and choodRemove

Label. Seemy colorsbelow.

G O 08 le Search Mail | | Search the Web
Ml

Compose Mail

Import USA Products 7 - www.GlobalExporter.com - Baking Scoda, Toothpaste and more! B

Archive | Report spam | Delete Movetoy Labelsy More actions¥ | Refresh

Select: All, None, Read, Unread, Starred, Unstarred
[l Google Mail Team Import your contacts and old email - You can imy
[l Google Mail Team Customize Google Mail with colors and themes -
[7]  Google Mail Team Access Google Mail on your mobile phone - The

Gl
8 |nternet Marketing

B Urgent
6 morev

Contacts
Tasks

+ « mindsetisthekey

Select: All, None, Read, Unread, Starred, Unstarred
Archive | Reportspsm | Delete Moveto¥ | Labels¥ More actions ¥ Refresh

Search, add, or invite

- Invite a friend
Give Google Mail to: Add vour Go

You have made it so far!

Now | etds head to the most exciting

beassociatd with which Labels seheywill be senstraight there!
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7. Select an email (you can either operoitsimply tick it) and choose the option

More actions.Have a look at the screenshot below.

G O L) 8 le Search Mail | | Search the Web | oo ==2r=h octions
™Mil

Compose Mail Import USA Pro-.ccts 7 - www.GlobalExporter.co, -

Archive Report spam | Delete Moveto¥ Labelsw

-Baking Soda, Toothpaste and more! B

fore actions¥ | Refresh

Starred ¥¥
Sent Mail
Drafts

Selg -1\ MNone, Read, Unread, Starred, Unstarred

[V Google Mail Team Import your contacts and old email - You can in

P p— [7]  Google Mail Team Customize Google Mail with colors and themes
mai

@ |nternet Marketing

B Urgent
6 morev

[7]  Google Mail Team Access Google Mail on your mobile phone - The

Contacts
Tasks

+ o mindsetisthekey

Select: All, None, Read, Unread, Starred, Unstarred

Search, add, or invite
Archive Reportspam Delete Moveto¥ Labels¥ Mcore actionsv | Refresh

- Invite a friend

8. In the box that appears choose anddétik Filter messages like these

9. Now you will be taken to a new window call€uleate a fiter. Specify the criteria
you'd like to use to determine what to do with a new email message when it arrives.

| leave it with the chosen email address that is already written finaimebox and |

left-click onthe Next Stepbutton.
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Google

M“‘l Create a Filter

Choose search criteria Specify jhe
inSpam and Trash will noi be,

From: | maii nore ply@goale.com

u'd like to use for determining whatto message as it arives. Use Test Search” to seew

Has the words:

To:

Subject:

Doesn’t have:

Snow gyrrent fiiters

Compose Mail

[ Cancel || TestSearch | [ Next Step» |

Saarch results for from:(mail-noreply@google.com)

Inbox (3} Select All None Read Linread Starred, Unstarsd

Starred ¥ ]  Google Mail Toam
SantMail

Drafis [Tl Google Mail Team
Google Mail

B Gmall L el

B ntem et Marketng

B Urgsnt

we=x |MPOrt your contacts and old email - You can import your conlacis and mail
wsex Customize Google Mail with colors and themes - 72 spice up yourintowi
nxen Access Google Mail on your mobile phone - [ne “zv= of ne=ding your coms

10.After you have clicked thilext Stepbutton, a new window will appear.

Google

Create a Filter

Choose action - Now, select the actlon you'd like 10 take on messapes that match the criterla you specfied
When a message amives thatmatches the search: fromi(mail-noreply@google.com), do the fellowin g

[7] skip the Inbox (Archive if)
[" mark as read
[ starit

|| Appiy the label: Cnoose lanel. -

|”| Forward it to: =mail address
I"] petete it
[ Never send it to Spam

Show curtent iiars | Cancel | | «Back || Create Fiter |
Compose Mail :
Search results forfrom:(mail-noreply@google.com)
lnbox (3) Select All None, Read Unread, Starred, Unsiarred
Starred 57 Google Mail Team iezex  IMPpOrt your COREACS and ofd emall - You 30 Import yaur contarts ana
Sent Mal!

— 71 Google Mail Team
[ Goonla Mail Taam
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11. In this step you can choo&kip the inbox if you want emails coming from your
chosen email address to land only in the chosen label. Detidé label should
be associated with which email addres&\pply the label, and you can also tell
Gmail servicenever send these emails$pam You can also decide if you want

thatfilter t o be appliedto other messagefrom the same email address.

12 After you have made your choices Giteate Filter. You will be notified that your

filter was created.

Msw tha Web | ot e

GOugle

™Ml ‘b Your filter was created. Learn more
Compose Mail S.ﬂingl ¢

Inbox {3) General -Accou fdimport Lzbels Fiters Forwarding and POPIMAP Chat WebCiips Labs Offfine Ther
ﬁ' B The foliowing Nilters are applied to all incoming mail:
-’;i ; Matches: from:(mail-noreply@google.com)

Do this® Skip Inbox, Apply labe] "Gmalr, Mever send to Spam

Create anew filter

Get Google Mail on your phone. It's super-fast Visit iilp-maila qogcle. com) on
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