Searching Emails
You can search in Outlook to find an email, to save you scrolling through to locate it.
Open Outlook as normal from the Start Menu or Desktop.
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At the top of your inbox, above all your messages and below the Reply button is the search bar: 

You can type a word or phrase in here and press Enter to search your inbox. The order of words does not matter (e.g. “ict tip” returns the same results as “tip ict”). Results will be displayed underneath, with the search term(s) highlighted in yellow.

If the email is not in your inbox, you can select another folder from the tree on the left (e.g. Sent Items) and search in here. The text behind the search field will update as relevant, to say (e.g.) “Search Sent Items”.
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Try searching again in All Mail ltems,



If you don’t know what folder the email should be in, run a search as normal from any folder. At the bottom of any displayed results will be the following link:

Click on Try searching again in All Mail Items and the search will run through all your email folders – Inbox, Sent Items, Deleted etc. – and return any relevant results.

You can search on any piece of information – a word from the email or subject, the name of the sender, part of the email address.
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Once you are clicked into the search bar, a range of options appears in the ribbon at the top:

You can use these tools to further refine searches – they should be self-explanatory.

Advanced tip: as the search bar hints, you don’t need to click to begin a search – you can press Ctrl+E to move the cursor to the search bar and begin typing immediately
