Email, Advanced

Your job is to figure out the way your email program does things and be able to remember that for future reference.

A few things we learned

1. How to star/flag an email to find it quickly

2. How and why to log out

3. How to change our password

4. How to search for a message

5. A few ways to try to unsubscribe to a mailing list

6. What spam looks like and how to get rid of it

7. How to get mail OUT of the spam directory

The difference between "folders" and "labels"

· Yahoo uses folders. A message can only be in one folder at a time. A message is always in the INBOX folder or another folder.

· Gmail uses labels. A message can have multiple labels. INBOX is a label. A message with no label can still be found in the ALL MAIL category. Archiving a message removes the INBOX label.

· Trash and Spam are also folders/labels.

Looking at/for your email

· Sorting email

· Advanced searching email

· Automatic pre-filtering of incoming messages
