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2.14 Search Folders

Search folder are ‘virtual’ containers for search results.

Where are they?
Found at the bottom of the ‘All Mail Folders’ list...

= L& Search Folders
L& Categorized Mail
L& For Follow Up [1]
L& Large Mail
L& alder Than 18 Maonths
L& Unread Mail

Several default Search Folders are already setup for you including...

e Categorized Mail — for mail where you have set a set colour-coded category
e For Follow Up — if you've set the flag to ‘follow up’

e Large Mail — sorted and grouped by size, biggest first

¢ Unread Mail — anything you haven’t opened yet

Create New Search Folder
e Right Click on ‘Search Folder'...

g et e i
=R | Scarch Folders ||
A L3 | Mew Search Folder...

Frocess All Marked Headers

LA
o T

e select ‘New Search Folder'...

New Search Folder

Select a Search Folder:
Reading Mail e

¢ Unread mail
Mail flagged for follow up
Mail either unread or flagged for follow up

Impartant mail

Mail from People and Lists
Mail from and to specific people
Mail from spedific people
Mail sent directly to me

Mail sent to distribution lists
Organizing Mail -

Customize Search Folder:

Search mail in: | Personal Folders w

[ oK ][ Cancel ]

e specify the type of search you want and OK
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Show All Items
You can easily create a Search Folder that lists all your mail items...
e Start to create a new Search Folder as shown above
e From the dialog elect to ‘Create a custom Search Folder'...

New Search Folder

Select a Search Folder:

Mail sent directly to me -~
Mail sent to distribution lists
Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments
Mail with specific words
Custom
i Create a custom Search Folder

Customize Search Folder:
To spedify aiteria, dick Choose.

[ OK ] [ Cancel ]

e Next select the ‘Choose’ button and give the Search Folder a suitable name but
no criteria...

Custom Search Folder

@ Mame: | All Mail Items
Select "Criteria” to specify what items this Search
Folder contains. =

Mail from these folders will be induded in this Search Folder:
Personal Folders

I oK l[ Cancel ]

e Select OK when done and you will see a message warning that no search criteria
have been specified...

Microsoft Office Outlook

'j You have not specified any criteria for this Search Folder. All messages in the folders you have selected will appear in this Search Folder.
L]

Do you want to continue?

e Select Yes to continue and then OK to finish

Delete Search Folders

e Right Click on the search folder to be removed and then select Delete

NB

Note that deleting a Search Folder does NOT delete the
items within it, (in fact there are no items contained in
Search Folders — they simply act as pointers).
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2.15 Searching for Items
In addition to Search Folders, Outlook has a powerful Search Bar.
This is located in the heading at the top of each folder, next to the folder name...

= Senttems Mo w

If you want to search a particular folder it is therefore best to open it first and then add
criteria in the search field...

¢ Open the folder of interest

e Next enter the search term you want to look for

As soon as you enter a term Outlook starts looking for it by
default — if not select the Magnifying Glass.

e Once Outlook has found an item that matches your criteria it list it as shown

below...
=l SentItems (... project BCd x|v| ¥
Arranged By: Date Mewest on top <
=) Older

— ‘richard@ttsweb.co.uk’ 03/03/2008

— 'Corporate Training Adminstrator Carporate Training Adminstra...
RE: Project Management Level 2

— 'Corporate Training Adminstrator Corporate Training Adminstra...
RE: Project Management Level 2

—4 'Corporate Training Adminstrator Corporate Training Adminstra...
RE: Project Management Level 2

Note that search terms are highlighted in Yellow.

e Once done you can clear the search with the cross...

project BCd x|*| ¥

e To expand the search terms select the Double-Headed arrow...

\

project BCC K| |*| ¥

You will now see additional Criteria as shown below...

I Sent Items [... project BCC to:corporate X|v| &
From 7

Body 7

Subject 7

To + |corporate]

My Add Criteria
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2.16 Advanced Find
If the Search Bar is not able to locate the items you want there is an enhanced search
option available called Advanced Search.

Select the Tools menu and then Instant Search and Advanced Find

¢ You will now see the Advanced Find dialog as shown below...

J

P
—

5 Advanced Find

File Edit View Tools

Look for: |Messages v In: |Inbox
Messages | Mare Choices | Advanced Find Mow
search for the word(s): | w
In: |subject field only W Mew Search
[ From... ]
[ Sent To... ]
[ ]wihere I am: (_%

Time: |none W

NB

The Advanced Find dialog allows you to search for any
Outlook item, including Messages, Appointments and
Contacts.
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2.17 Find Related Messages

e Double Click item to view it, and then...

34 Find
Iy Related ~

by Select -

e Use the Find option Find on the Ribbon to...

e Search for Related Messages...

fﬁ Find i
[, Related | gv‘?

‘ Belated Messages... i

Messages from Sender...

Alternatively...

¢ Right Click on a message and select Find All and Related Messages...

5 - Messages: Advanced - Advanced Find - B X

: File Edit View Tools

Loolgfor:él\‘lessages v. In: iBrisb:I City CDunciI;SentItems;Ir.

Messages | Mare Choices || Advanced

Search for the word(s): w
In: -subject field only v |

e
(semre ] |

[CJwihere T am: [ | (_%

Time: |none w |

VL8 From | Subject Recei... S5i.. Categ.. In Folder ?j‘

t=4  Kati.. RE:9and10 October Mon ... 2. Br|sto| City Co... 1

= Joh.. RE:9and10 October Mon ... 1... Sent ltems |E

= Joh.. RE:9and10 October Mon ... 1.. Sent Itemns

4' Kati... RE:3and 10 October Men ... 1.. Bristal City Co...

‘~;ﬁ Kati... RE:9and 10 October Mon .. 1.. Eristol City Co..,

=1 Cor.. RE9andl0 October Thu 2. 1.. Bristol City Co...

= loh BRE:9 and 10 Ortoher Wed 2] Sent tem [

14 Items \

e All related messages are shown here

Issue 1.0

NB

You can carry out a similar search to find all messages from
the selected sender.
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2.18 Find by Category

Issue 1.0

Categories are a very useful way of grouping related items together. There is a
default Search Folder that will list all messages with a category set but if you want to
search for say just those with Blue or Red categories you will need to use the

Advanced Find function.

e Select the Tools menu and then Instant Search and Advanced Find

e From the Advanced Find dialog select the More Choices tab and then the

Categories button...

/
=5 Advanced Find

View /ﬂols

1
)

[ only items with:
|:| Whose importance is:
[ anly items which:
[IMatch case

Size (kilobytes)

| doesn't matter w [ [

© File Edit

Look for: | Messages | In: iInI:u:-x
Messages | More/Cheices | advanced
[] only items that are:

Q

e You will now see a list of available colour categories...

To select & Color Category, select its category check box. To edit a category, select the
category name, and then dick a command.
Mame Shortcut key Mew...
oee
Purple Categor —

O D " gory Calor:

[] 1@ Red Category

[0 vellow Categary @ b/

Shortcut Key:
(None) w

[ O ] [ Cancel ]

e Simply select an existing category and then OK

e Once done select the Magnifying glass in the Advanced Search dialog to start the

search

button.

Note that you can create your own categories with the New
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2.19 Drafts Folder

Drafts are interim copies of messages which may be stored for rework or sending at a
later date.

Drafts are ‘auto saved’ every 3 minutes but you can manually save one at any time.
This is especially useful if you can’t quite finish a message or if you need compose a
message in several stages.

NB

You can change the time before auto-save in draft mode via
the Tools menu and Options. Select the Preferences tab, e-
mail Options and then Advanced e-mail Options.

To save a draft manually...

A

e Compose your message and use the Save button as you go or...
e Press Ctrl + Sor..
e Compose your message and attempt to close it without sending or saving it

¢ You will now see a warning dialog as shown below...

Microsoft Office Outlook

! E Do you want 1o save changes?

v | w || cocsl |

e Choose ‘Yes’ and the message is saved in the ‘Drafts’ folder

2.20 Save As

Any message can be saved as a file outside of Outlook.

A variety of formats are possible such as Text and HTML. This allows them to be
read in packages other than Outlook.

e Select an item and then select File and Save As...

NB

You can also save a backup copy of any message if you
Save As using the Outlook Message Format of *.msg.
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