Work Smarter: The Benefits of
Integrating Claude with Gmail

What if your inbox could practically run itself?

[ WEBINAR PRESENTATION ]




Email Is Eating Your Day

The Hard Truth Where Your Time Actually Goes

The average professional loses 2-3 e Scans Gmail inbox for tasks and ideas

hours every single day to email —and  Writing and rewriting the same kinds

most of it isn't moving the needle. It's of replies

just keeping the lights on.

e Following up on threads you've

already forgotten

e Summarizing conversations for

yourself or your team

e Figuring out what actually needs your
attention right now

None of this grows your business. It just
maintains it.




What Is Claude + Gmail Integration?

You don't need to be a tech wizard to set this up. Here's what it actually means — in plain English.

@
Meet Claude
Claude is an Al assistant built by Anthropic,
designed to understand context, match your

tone, and communicate like a thoughtful human,
not a chatbot.

v

The Connection

Claude connects to Gmail through Claude.ai or
via MCP (Model Context Protocol), giving it the
ability to read your actual threads and work
inside your existing workflow.

What It Can Do

Draft replies, summarize long threads, flag urgent
items, improve your writing, and help you

respond consistently, all without leaving your
inbox.



What We're Covering In This Webinar

| think that the majority of the tips and steps in this webinar are self-explanatory so what | REALLY want to focus on in this webinar is what | call "The
Inbox Content Scanner”. This has saved me hours and hours and I'm so excited to share it with you.

Of course, if you DO have questions about the other tips and steps in this webinar, please do not hesitate to let me know. I'm more than happy to help you
through it.



BENEFIT #1

The Inbox Content Scanner

| can spend an entire morning going through my emails. | get anywhere from 5 to 15 newsletters and articles every day. Each one has great information
on something new to learn, a new technique, new marketing tools and tips and great ideas on what other topics to teach and educate not only seniors and
family caregivers, but aging in place professionals as well.

So, this technique of connecting my Gmail account to Claude and then running the following prompt helped me tremendously. | think it can help you too.

Step One: If you have multiple Gmail accounts (like | do), choose ONE account to connect to Claude and forward emails from your other accounts into
that main one.

Step Two: If you don't yet have an account with Claude.ai go ahead and set one up, a free one is a good way to start.

Step Three: Once you're in Claude click on the icon on the left that looks like a suitcase. That's the icon for "Customize”. Then click on "Connectors" on
the left hand side.

Step Four: Then click on the + sign at the top, and then Browse Connectors and then select Gmail and follow the instructions to connect your Gmail
account to Claude. You should now have Claude and Gmail connected. This means that Claude can follow your prompt instructions on how you want it to
read your email.

Step Five: Go to Claude and click on the folder icon on the left which is the icon for "Projects”. Click on the button "New Projects" and Name Your Project.
| just named it Gmail. Then click on the button "Create Project". (No need to add a description unless you want to)

Step Six: Click on the + sign to the right of "Instructions" and paste in this prompt (or a prompt to do what you want it to do).

Scan my Gmail account for emails from newsletters and articles. Then scan those items and create a list of actions that | can take to improve my
websites, newsletters, podcasts, youtube videos, etc. Basically to improve my businesses with seniorsafetyadvice.com and aginginplacedirectory.com.

Also, give me a list of topics that are related to the topics mentioned in these items that could be beneficial for my target audiences which are older
adults, family caregivers and aging in place professionals of all niches.

Step Seven: When you're done pasting in your prompt click on "Save Instructions" button.

Step Eight: Now, what | do is every morning | open Claude, click on the Project icon, select my Gmail project and type in the phrase "Run prompt". Now, I'm
going to show you what it produced for me on one of those mornings.


https://claude.ai/

-

BENEFIT #2

Draft Replies in Seconds

How It Works
© Quick Example

Paste an email into Claude and ask it to

draft a reply. That's it. Within seconds, you A potential client emails asking
have a professional, clear response, about your services and
ready to review and send. pricing. Instead of spending 20

minutes crafting the perfect

e Adjust the tone: formal, warm, reply, you paste the email into

concise, or detailed Claude and say: "Write a warm,

* Never stare at a blank reply box again professional response that
* Works great for client inquiries, asks a few qualifying
vendor follow-ups, and partnership questions."Done in 30

outreach seconds.



BENEFIT #3

Summarize Long Threads Instantly

We've all been there, you come back from vacation, or step away from a project, and there's a 47-email thread waiting for you. Claude makes catching up

effortless.

e. The Long Thread Problem <« Back From Vacation?
Back-and-forth email chains lose context Ask Claude to summarize any thread in one
fast. Key decisions get buried, action items paragraph. Get the full picture, who said
disappear, and you spend more time reading what, what was decided, and what needs to

than doing. happen next, in under a minute.

= Team Handoffs

Handing a project to someone else? Claude
can turn a 30-email thread into a clean,
readable briefing that gets your teammate
up to speed immediately.



BENEFIT #4

Prioritize What Actually Matters

Most inboxes are a mix of urgent fires, useful information, and total noise. The
challenge? They all look the same when they land. Claude helps you cut through
the clutter, fast.

e Identify which emails genuinely need a response today
* Flag time-sensitive items before they become emergencies

e Defer or archive low-priority noise with confidence

e Spend your first 30 minutes acting, not reacting

This is the shift from reactive email management to proactive inbox control — and
it changes how your whole morning feels.

The Morning Routine Upgrade

Instead of opening Gmail and just... diving in, ask Claude: "What
in my inbox needs a response today?"You'll start every day with
clarity instead of chaos.




BENEFIT #5

Write Better Emails, Faster

It's not just about speed, it's about sounding like the most polished version of yourself, every time you hit send.

Tone & Clarity Check Match Your Voice Client-Facing Polish

Paste a draft and ask Claude to improve the Claude adapts to your style. Feed it Outreach emails, proposals, follow-ups,
tone, tighten the length, or make it friendlier. examples of how you write, and it will these are high-stakes messages. One

Get a better version in seconds, not after mirror your voice, so your emails never prompt transforms a rough draft into
three re-reads. sound like they came from a robot. something you're genuinely proud to send.

[ . Protip: Ask Claude to give you two versions, one concise, one detailed, so you can choose the right fit for the moment.

L



BENEFIT #6

Automate Recurring Responses

Stop Copy-Pasting Forever
& Especially Powerful for

If you're writing variations of the same Solopreneurs

email over and over, thank-you notes, FAQ

replies, onboarding messages, follow-up When you're wearing every hat,
sequences, you're leaving time on the marketer, customer service rep,
table. Claude can handle the heavy lifting. salesperson, and CEO,

consistency is hard to
e Create flexible templates Claude

maintain. Claude acts like a

adapts for each situation reliable team member who

e Follow-up sequences that feel never forgets your brand voice
personal, not canned or the follow-up schedule.

e Consistent messaging without the
copy-paste grind




Your inbox doesn't have to be your boss.

You've seen what's possible. Now it's time to take one small step that changes how you start every morning.

5’ Try It This Week = Grab the Resources ¢-9 Ask Me Anything

Claude's free tier is available at claude.ai, Use the link below for a quick-start guide, Questions about setup, use cases, or getting
connect Gmail in settings and run your first prompt templates, and a checklist to get the started? Drop them below or reach out
experiment today. most out of your first week. directly, I'd love to help you make this work.

The goal isn't to automate everything. Its to reclaim your time, and spend it on work that actually moves you forward.



