
Creating filters and folders

While in your Gmail account, click the settings gear.
It looks like a small gear in the upper right corner of your 
Gmail window.
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From the drop-down, select 
Settings.
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Your Gmail will change to look like the 
picture below.
For this process, you will want to 
select Labels.  Scroll to the bottom of 
the page and click on the Create New 
Label button.
“Label” is Gmails word for “Folder.
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You should get a pop-up 
window to enter the label 
name.
Type the name the way you 
want it to appear.  Labels 
will automatically sort 
alphabetically, so keep that 
in mind when you choose a 
name.
Once you have typed the 
name and you are happy 
with it, click Create.
(Don’t worry if you make a 
typo, you can use the 
Manage Labels option to 
change the label name later.
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For maximum organization, 
you can create sub-folders.  
This is done by using the 
Nest Label Under option.
Click the box, then select 
the main label name from 
the drop-down menu.
You can have as many 
folders nested as you like.  
And you can go several 
levels if you choose.
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It is sometimes easier to 
create all your labels at 
once, if you know what you 
will need.  
If you want to create them 
one at a time, simply repeat 
the steps for each label.
If you want to create them 
all at once, click on the 
Create New Label button for 
each label you wish to 
create.
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When you are ready to start adding mail to your labels, 
look back to the top of your Gmail window, and click on 
Filters and Blocked Addresses
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You can use any of several methods to sort.
From:  Sorts based on who sent you the email.
To:  Sorts based on who they send the email to.
Subject:  Sorts based on the contents in the subject line

TIP:  Only use 1 sorting option for best results.
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Skip the Inbox will send the email right to your chosen 
label.

Apply the label lets you select the label to send the 
emails.  Choose from a drop-down that will include all 
the labels you have created so far.

Always mark it as important adds a flag to the email to 
get your attention.

Select as many of the filtering options as you would like.

Also Apply Filter tells Gmail to send all the emails that 
meet the criteria to filter according to these selection.
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Once you have made the selections, click on Create Filter



Creating filters and folders
That’s all there is to it!
Once the filter is created, it will be added to a list of 
filters.  The filter will summarize the search criteria and 
the sorting rules for that filter.
When you are ready to create a new filter, just click on 
Create a New Filter again and follow the same steps.
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If you decide you don’t want the filter anymore, look all 
the way to the right of the filter and click on delete.  You 
will be asked to confirm if you really want to delete it.
If you need to make a change, look all the way to the 
right of the filter and select edit.   You will go back to the 
same pop-up where you chose your filtering criteria 
during creation.
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To get rid of a label, click on the Labels option (at the top 
of the settings page), scroll to the bottom of the page 
and follow the label to the right.  Click on Remove.  You 
will get a confirmation that you really want to remove it.
If you need to make a change, look all the way to the 
right of the label and click edit.  You can remove the nest 
(so it isn’t under another one) or add a nest (so it is).  
You can change the spelling, or completely rename it.
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One last tip:
You can create all the folders you like, but skip the filters.  
That way all your emails go into your inbox and you can 
manually sort them to the folders you want as you read 
them.
To do this, all you need to do is drag the email to the 
folder where you want it to go.  
You can also select the checkbox to the left of several 
emails and drag them to the same folder all at once.


