
Filtering Mass Emails 

Create Filters 

Step 1: 
Select one of the mass emails, such as [All Faculty/Staff], by checking the box to the left of it 

 

 

 
 

Step 2: 
Click on the “More” button and then select “Filter messages like these” 
 

 

 



Step 3: 
A small window should appear. Click on the “Create filter with this search” link at the bottom of 
the window. 

 

Step 4: 
In this new window, select the “Delete it” and “Also apply filter to matching conversations” 
check boxes, then click on the “Create filter” button. 

 

 



If you’d rather apply labels to these or mark them as important rather than deleting 
them, simply choose one of the other options in the list in step 4. 

Now, if you’d like to remove any filters you’ve created, simply walk through the 
following steps. 

Remove Filters 

 
Step 1: 
Click on the gear icon to the right of the screen 

Step 2: 
Choose the tab “Filters and Blocked Addresses” at the top of the screen 

 

Step 3: 
Select the check box next to the filter to be deleted, then click the “delete” link on the right 



Step 4: 
Click the “OK” button 

 

Your filter has been deleted.


