
How to Search Messages in Webmail 
(Advanced Mode) 

 
 

Step 1 
 

To search for messages in Webmail simply click on the Search 
Messages button on the left hand menu. 
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Step 2 
 

You can search for e-mails in any of your folders based on the e-mail 
sender’s address, the subject line, the content of an e-mail or by 
specifying the address the e-mail was sent to (if you use Webmail to 
access several e-mail accounts). To search for e-mails, enter search 
terms in the “from” box (sender), the “subject” or “message body” 
(to search the content of an e-mail) box, or “to” (recipient) box. 
Entering two or more search terms requires that both of the words be 
present in the e-mail unless you click the OR box, which will find all e-
mails that contain any of the terms you have entered.  
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Step 3 
 

Select the folder you wish to search from the list on the left hand side. 
Click on the Search button to run the search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 4 
 

The results are displayed at the bottom of the search screen. Click on 
the messages to view them. 
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