
Using the Search Feature in Gmail

Objective:   To locate specific emails using the search feature located in Gmail. 

 STEP 1: Log in to your Gmail account 
 STEP 2: Search By Keyword(s)

o Enter the keyword(s) in the search box 

 STEP 3: Advanced Search Features
o For more advanced searches, click Show Search Options

o Enter the search details and click Search Mail

 STEP 4: View Results


