Searching in Gmail

Simple Searches

Click on the “Search mail” field on the Gmail web page to start a search:

Q- Search mail

I— Compose

@iy Judy Rough Follow Up Solo Aging - Senior Planet 6-15-2020 - Meeting the Chs

[0 Elder Law Atto... [0 Aging Life Car... [ Senior Liv

After you click in the search box, if you type in some simple text and then
touch Return, it will search for all email messages that have those specific
words in them. For example if you search for

senior planet

You will find all the email messages that contain the word “senior” and the
word “planet”. These words can be in any part of the email in any order.

senior OR planet

finds emails with either word in them.

If you want to match the exact phrase, put double quotes around the words:
“senior planet”

These will match emails where the “planet” is immediately after the word
“senior’ but not messages that simply contain those words.
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Letter capitalization (upper and lower case letters) do not affect the search,
so this will match emails with “Senior Planet”, “senior planet”, “SENIOR
PLANET”, etc. in them.

If you put a minus in front of a word it will find messages that do not contain
that word

-planet

Finds emails that do not contain the word planet
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Complex Searches

To perform a more complicated search, click on the down arrow to the right
of the search box

Q,  Search mail

(=g

M@=y Judy Rough Follow Up Solo Aging - Senior Planet 6-15-2020 - Meeting the Ch:

[T Elder Law Atto... [0 Aging Life Car... [ Senior Liv

= ﬁ Gmail Q_  senior planet

To

oo Subject

Starred

L
*
Has the words senior planet B
©® Snoozed
Doesn't have
>  Sent A
B Drafts Size greater than - MB -
-1
- :
el Date within 1 day - =
©® Spam
i Search All Mail >
B Trash nic
® Computer [ Hasattachment [] Don'tinclude chats
1S
B Consulting Create filter m bt
@ Coupons
~ B » Senior, Dave 2 Family Special Edition - Senior Planet Colorado - June 8 to 12 - |

......

This lets you search by who sent the email, its subject, date, size, labels,
attachments, and whether it has or does not have specific words.
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Gmail Search Operators

The advanced search form is usually enough to find any message(s) you
are looking for. The form generates a complex search string that you can
see and modify in the search box.

These are made up of words and Gmail search operators which are words
with a colon character after them. For example, if you search for a specific
address:

Q. Search mail

From judy@seniorplanet.org,

To
Subject
Has the words

Doesn't have

Size greater than - MB -
Date within 1 day - )
Search All Mail -

[[J Hasattachment [] Don'tinclude chats

Create filter

You will see a search string like this in the search area:

from:(judy@seniorplanet.org)
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Gmail Q. from:(judy@seniorplanet.org)

This will find all emails from “judy@seniorplanet.org”.

You can also put in part of the sender’'s email address
from:@seniorplanet.org

Will match anyone at seniorplanet.org (e.g. “info@seniorplanet.org”), This

is a great way to find emails to remove emails from an email list you

unsubscribed from. Just search using the sender’s email address.

The other parts of the form use different operators in the search strings

they generate. There are actually dozens of different Gmail search
operators. Here are some of the more useful and commonly used ones:

from: Emails from a sender
to: Emails sent to an address
subject: Words in the subject link
label: Emails marked with a specific label
has: Emails that have files, e.g. has:attachment
before: Emails sent before a date, e.g. before:2020/06/01
after: Emails sent after a date, e.g. after:2020/01/01
older_than: Older than time range, e.g. old_than:1m
means older than one month. You an use “d” for days,
“‘m” for months or “y” for years, e.g. 20d or 1y
newer_than: Newer than a time range, newer_than:3m
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You will see these search strings used when you do other actions. For
example if | click on a label, | see a search string appear with label: in the
search box:

1

Gmail Q, label:computer

B
I— Compose
[J ¥ ® Taylor from egghead Join Talia b
LJ Inbox _
Zach Danker-Feldman. Built on Blc
% Starred
» Adobe Thank you"
€@ Snoozed y
> Sent »  Meetup Meetup Me
B Drafts e Charlie Arehart (Me. The Online
All Mail - y
» Ekaterina from JetB. Kotlin 1.4-h
® Spam
L7 » Mirantis Webinars Kubernetes
B Trash
® Computer "_ | » DockerCon DockerCon
® Consulting » Nick Lambert Announcen

You can then add more operators to the string, so
label:computer older_than:2w
will find all emails in your computer label older than two weeks.
There are actually dozens of search operators you can use, but hopefully
the ones shown above will be sufficient. You can do a web (Google)

search for “Gmail search strings” to find web pages that describe the other
ones and how to use them.
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You can use the search operators for cleaning out emails that you do not
want. For example if you search for all emails from a specific address
before a specific date:

from:@dailykos.com before:2020/06/01
Gmail will display all the messages that match (in this case 15 of them):

Bd Gmail Q. from:@dailykos.com before:2020/06/01

@& Has attachment > Todtaenzer
I— Compose
5 : 1=150f 15

Daily Kos Electoral maps are redrawn after every cens... 9/18/19

Inbox
Starred
Snoozed B Daily Kos Recommend. Trump puts the U.S. military under the contr... 9/16/19

S Planned Parenthood . Sign if you agree: Steve King has no place in... 9/16/19

Drafts
Daily Kos This is a long email about Daily Kos, but ple... 8/16/19
All Mail

Spam Daily Kos RE: David, things are getting worse. Another... 9/13/19
Trash | Daily Kos Recommend. "He's deteriorating in plain sight" - Daily Kos ... 9/7/19

SOTHEEE Daily Kos Sign and send a petition to your U.S. senato... 7/25/19

o
%
[
>
By
1]
[ ]
»
»

Consulting
Daily Kos Add your name: Child separation is a human... 7/23/19

To the left of each message is a checkbox. On top of the column of
checkboxes is a checkbox that lets you select all the messages:
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Q, from:@dailykos.com before:2020/06/01

&= Has attachment > To dtaenzer

D-

Electoral maps a

Daily Recommend. Trump puts the L

» Planned Parenthood . Sign if you agree

» Daily Kos This is a long emnr

If you click on the top checkbox it will select all the messages which will
then get a blue background to show that they are selected:

= B Gmail Q_ from:@dailykos.com before:2020/06/01

@& Has attachment »> To dtaenzer
I— Compose

- o 8§ e € B ® 115015

Inbox

a
X
¥

i 9/18/19
Starred Daily Kos Electoral maps are redrawn after every cens... /18/

<]

Snoozed Daily Kos Recommend. Trump puts the U.S. military under the contr... 9/16/19

Sent

@

Planned Parenthood . Sign if you agree: Steve King has no place in... 9/16/1%

Drafts
Daily Kos This is a long email about Daily Kos, but ple... 9/16/19
All Mail

Spam Daily Kos RE: David, things are getting worse. Another... 9/13/19

Trash

<]

Daily Kos Recommend. "He's deteriorating in plain sight" - Daily Kos ... 9/7/19

=
*
°
>
6
@
]
&

Computer

(<]

Daily Kos Sign and send a petition to your U.S. senato... 7/25/1%
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You can click on the checkbox next to a specific message you don’t want to
select and the blue background will go away.

Q_ from:@dailykos.com before:2020/06/01

& Has attachment » To dtaenzer
Compose

a- o & o ¢ B ® i  1-150f15

Inbox

i 9/18/19
Starred Daily Kos Electoral maps are redrawn after every cens... 118/

Snoozed Daily Kos Recommend. Trump puts the U.S. military under the contr... 9/16/19

Sent

Planned Parenthood . Sign if you agree: Steve King has ... [+ | )
Drafts

Daily Kos This is a long email about Daily Kos, but ple... 9/16/19
All Mail

Spam Daily Kos RE: David, things are getting worse. Another... 9/13/19

F
o
*
LY
>
B
L
L]

Trash Daily Kos Recommend. "He's deteriorating in plain sight" - Daily Kos ... 9/7/19

You can then click the trash can icon to delete them (move them to the
Trash label):

= Has attachment > To dtaenzer

= 0 ¢ B »

» Daily Kos Electoral maps are redrawn af

» Daily Kos Recommend. Trump puts the U.S. military u
[] ¥ ® Planned Parenthood . Sign if you agree: Steve King |
» Daily Kos This is a long email about Dai

If the search returns many, many emails you may see a blue link that will
let you select all of the messages at once. This is used for bulk deletion.
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