SEARCH FOR EMAIL IN OUTLOOK

When searching for email in Outlook, remember to select an option from the drop-down box in
the Search field, if necessary. See below:
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At times you may want to search the Current Folder or the Current Mailbox to search all
folders in your Mailbox. If you are searching the Inbox, your option may be defaulted to Current
Mailbox and you may wish to change it to Current Folder.

To change the default settings:

Select File | Options | Search in Outlook and change the option in the Results section.
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Current folder. Current mailbox when searching from the inbox
Ease of Access
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Advanced All mailboxes

Customize Ribbon [ Include messages from the Deleted items folder in each data file when searching in All Items
Quick Access Toolbar When possible, display results as the query is typed

Improve search speed by limiting the number of results shown
Highlight search terms in the results

Trust Center Highlight golor: | £ w

Add-ins

(V] Notify me when results might be limited because search indexing is not complete
Show most relevant search results on top




