
Stopping your U3APP email going into Spam

• U3APP members are sent important emails about membership, 
courses and enrolment

• Sometimes these go into Spam or Junk folders, particularly for those 
members who have a Gmail account

• Here are step by step instructions to make sure you don’t miss any of 
our emails because they go into Spam

• Please note that these instructions only apply to the Desktop version 
of Gmail.
You can’t do it in the Gmail app on your iPad, iPhone or smart phone. 
On the next slide are the instructions on how to get to the Desktop 
version on an iPhone or iPad.



Getting to the desktop version of Gmail on an 
iPad or iPhone
• In your browser (eg Safari or Google Chrome), go to 

https://mail.google.com

• Login to your Google account with your email and password and go to 
your Gmail

• Tap on the menu icon (three small bars) on the top left. The menu 
opens on the left of the screen.

• At the very, very bottom of the menu, in very small print, you will see a 
“View Gmail in:” option (see next slide) – tap on “Desktop” (on right)

• You should now be switched to the Desktop view, as shown on the 
next slide

https://mail.google.com/


Mobile view 
of Gmail

Desktop view
of Gmail

Tap here to switch 
to Desktop view



Find a U3APP email, and open it.
On the screen below the example email is a U3APP e-bulletin (see red arrow)



Click on the down arrow at the top right of the email.
From the dropdown menu, choose “Filter messages like this”



Click on “Create filter with this search” (see red arrow below).
(Don’t change what’s in the rest of the window – Gmail fills that in for you)



Check the box for “Never send it to Spam”
Click on the Create filter button
Done!



That’s the e-bulletin done, now for the rest…
• For other emails, we want to set up a filter for the “From” email 

addresses that U3APP uses (there are four of them)

• Start by clicking on the down arrow at the right of the Search box (see 
red arrow below)



In the From box, type the following four email addresses:
itemteam@u3app.org.au,webmaster@u3app.org.au,u3app@u3app.org.au,wordpress@u3app.org.au

Type or paste
them here…

… and click here



In the next window, check “Never send it to Spam”
and click on the Create filter button
Done!


