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Log in to Gmail 

Gmail is accessed via the internet through any web browser such as Google 

Chrome, Internet Explorer or Firefox. The link is: 

https://mail.google.com 

On the Sign In page, enter your existing WCC email address and  

password, and then click Sign In: 

Enter your verification code. 

(Please refer to separate Google 2-Step  

Verification user guides for further information or if 

you need assistance logging into your email  

account, please contact the ICT Service Desk.  Details of how to contact 

them are on the back of this User Guide) 

Your Gmail inbox appears: 



 

 

Searching 

When you have a large number of emails it can be a pain to find any one  

particular message given that you may have received it a while ago, or possibly 

can’t remember the name of the person who sent it to you. 

To search, select the search bar that sits above your inbox. 

You could enter a search term such as the surname of the person who sent the 

email, or a word that might be in the message. You could also search for a date.  

Or for a combination of these things. 

If you click on the drop down arrow at the end of the searchbar you will see the 

advanced search options.  



 

 

Filtering 

From the advanced search screen you can create a filter. Filters enable you to control 

what happens to emails coming into your inbox automatically.  For instance having 

identified emails by subject, sender or  by whether it has an attachment you can add 

stars or labels or delete the email entirely.  

 

 

To create a filter fill in the advanced search screen to identify the emails you wish the 

filter to apply to. Then  click on ‘Create filter with this search’ . This will allow you to 

choose how the chosen emails will be treated. 

 

 

 

 



 

 

 

 



 

 

 
 

  

 

 

 

 

 

 

 

 

 

 
Managing filters 

Click on the cog icon and choose ‘Settings’.  Choose the ‘Filters and Blocked 

Addresses’ option  

 

This screen shows you which filters you currently have enabled, and gives you 

the option to delete or edit filters. You can also create new filters from this 

screen.  
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For more information on available courses  

(and more hints, tips and FAQs) visit:  

warwickshire.learningpool.com 

  

For support please contact the  

ICT Service Desk  

using the ‘Service Desk Online’ icon 

 on your PC desktop or,  

if you have a problem to report,  

call on 01926 41 41 41 

  

 

 


