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Intro to Email 2: Beyond the Basics
Searching for Messages

In the previous lesson Amy learned how to organize her email. In today’s lesson, we
will use Gmail to show how you can search and find email.
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If you need to find a specific email, you don’t have to look through the Inbox or other
folders.
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Instead, you can use the Search field at the top. This will search through all of your
email, no matter where it is, or how old it is.

You can find messages even if you don’t know who sent it, or when. Just like

searching for a website, you can type any word or phrase to find what you're looking
for.

Search for:

g Person's name

E Word in subject
E Word in message

This could be a person’s name, a word in the subject, or a word in the message.
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Amy needs to find details about her daughter’s upcoming field trip in a message from
the school. She types the words “field trip” into the search box and presses the Enter
key to do the search.
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The message comes up in the search results, ...
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and Amy can open it to get the information she needs.

Most email providers will highlight the term that you searched, as shown here with
“Field Trip.” This is helpful when looking for an item in your search results.
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If Amy can’t find what she’s looking for, or she wants to narrow down the search, she
can find more search options by clicking the search options icon at the end of the
search box.

= M Gmail Q fieldtip X o s = @
From et
+ Compose =
To
e 0
0 e Subject
¥ Starred :
Has thawords  field trip l @
@  Snoozed
Doesnt have
B Sent e
O Drafis Size greater than - MB - meworlk
»  Vork Date within 1 day B [a]
v More +
Seareh il ail N

O Hasanaechmem [J Dontinclude chets

S |

3 Attachments e
f — [a—
=
5 MY TRIPTOTHE Z... 4 [ The City Zoo Medic_. v [ Field Trip Permissi_. 4

»

With these options, you can find messages sent to or from certain people, ...
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with a specific subject, ...
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from a certain date range, ...
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or with an attachment.
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You can also open the drop-down menu...
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to search within a specific folder.

Email Attachments

Reply All and Forward
CCand BCC

Draft Emails

Spam and Junk

Organize and Delete Email

Search Email
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Now that you've seen how Amy works with her email, why don’t you try exploring
some of these features on your own!
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