WOLF CREEK PUBLIC SCHOOLS | TECHNOLOGY SERVICES

Use Gmail Search Operators

Find messages faster by searching for senders, dates, attachments, labels, and

combinations of conditions.

Before you begin: Search operators can be typed directly into Gmail's search box. Combine

more than one operator to narrow the results.
ster 1 Search by sender or recipient

Use from: followed by an email address to find messages from someone. Use to: to find

messages sent to a person. For example: from:name@example.com.
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Inbox Re: @ Re-Design Project Team - scottfriesen@hotmail.com -—----eeememe e
Inbox December Online Conference - have too many things happening in Q4. Loc
Join Spike - Hi! | have to tell you about Spike, an amazing app that transforms your email in
Inbox Let's get the team together now! - . We need to tell the team about the sec
(no subject) - - Scott Friesen #1 *Because being busy isn't productive* Scott@email.com [i
Hello - How are you? - Scott Friesen #1 *Because being busy isn't productive* Scott@emai
Good Morning! - | hope that you have a great day! - Scott Friesen #1 *Because being busy i
Hold the phone! - Have you seen this? Click the link because | think we need to change our
Can we meet this week? - Hi Scott, What is your schedule like this week? Thanks, — Scott Fi
New Product Idea - Hi Jane, | just wanted to follow-up on our discussion from last week. H:

What do we need from the client? - Can you please fill me in on last week's meeting? Thank

Search by sender or recipient.
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sTEP 2 Combine search conditions

Use OR between alternatives, or place exact wording inside quotation marks. For example:
from:name@example.com OR from:other@example.com.
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from:scottfriesen@hotmail.com
from:scottfriesen@hotmail com OR scottdfriesen@gmail.com
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Scott Friesen, me

More search results for "from:scottfriesen@hotmail.com”
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Combine search conditions.
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Press ENTER
- Please send me more details. Scott Friesen scottfriesen@hotr

- Thanks. I'd love to learn more about your services! Scott Friest

Inbox December Online Conference - Hey Scott, What are your thoughts about ¢t
Inbox Let's get the team together now! - We can't wait any longer on this. We nee
Are you looking for new clients? - Hi Scott, | just wanted to find out what is the be
Big Project with an Early Deadline! - Hi Scott, Let's set up a call so we can discuss

MATTTTNA Can we meet Thursdav? - Haw does 2 PM an Mav 9th saiind ta voi? Thanks Sea
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sTep 3 Search by date, status, or attachment

Add operators such as before:YYYY/MM/DD, after:YYYY/MM/DD, is:unread, has:attachment,
filename:pdf, or label: followed by the label name.
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Search mail i
scottfriesen@hotmail.com M
from:scottfriesen@hotmail.com before:01/01/2021

from:scottfriesen@hotmail.com OR scottdfriesen@gmail.com

from:scottfriesen@hotmail.com after:01/01/2021

scottfriesen@hotmail.com OR scottdfriesen@gmail.com

from:scottfriesen@hotmail.com
_sur thoughts about changing the date of our conference this year? I'

Scott Friesen Inbox Let's get the team together now! - We can't wait any longer on this. We need to tell the team about the secret that we've b
Scott Friesen Are you looking for new clients? - Hi Scott, | just wanted to find out what is the best way to reach you? Looking forward to your n
Scott Friesen Big Project with an Early Deadline! - Hi Scott, Let's set up a call so we can discuss this situation in more detail. Can you please s
Scott Friesen Can we meet Thursday? - How does 3 PM on May 9th sound to you? Thanks, Scott Friesen scottfriesen@hotmail.com

Scott Friesen Can we meet today? - Can you meet with me today? Scott Friesen

Scott Friesen Files for you to review - Please see the attachment. Scott Friesen scottfriesen@hotmail.com

M Gmail addon te...

Scott Friesen Here is the attachment - Sorry about not including this in the last email. Scott Friesen

M usecases-board...

Search by date, status, or attachment.
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sTEP 4 Refine and reuse the results

Add or remove operators until only the required messages remain. You can also select Show
search options or Advanced search to build the same search using fields and filters.

= Gmail Help Q, Describe your issue
EXample: FoT1day AROUND 18 Vacstion

Add quotes to find messages in which the word you put first
Example: “secret AROUND 25

stays first e _

birthday
Messages that have a certain label label:

Example: 1label:friends
Messages that have an attachment Kos: sttachaent:

Example: has: attachment
Messages that have a Google Drive, Docs, Sheets, or Slides has:drive

attachment or link
has :document

has:spreadsheet

has:presentation

Example: has:drive
Messages that have a YouTube video has :youtube

Example: has:youtube
Messages from a mailing list list:

Example: 1ist: infogexample.com
Attachments with a certain name or file type filename:

Example: filename: pdf

Example: filename : homework . txt
Search for an exact word or phrase

Example: "dinner and movie tonight”

Rroun multinla caarrh tarme tanathar

Refine and reuse the results.
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