Searching Webmail
Following on from last week’s tip about searching emails in Outlook, you can do this in Webmail as well
Log in to your webmail as normal.
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At the top of the list of emails is a search box:
You can type a search term – a word from the email or subject or part of the sender’s name – the same as you can in Outlook. Either press Enter or click on the magnifying glass to start the search.

If the email you were after doesn’t appear in the list of results, click the small blue down arrow next to the magnifying glass (not the double chevron on the right). This offers you the option to search This Folder and Subfolders or All Folders and Items, both of which will expand the scope of your search.
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The blue double chevrons offer you some more advanced options to help narrow your search.
