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Create a Search Folder

A Search Folder is a virtual folder that provides a view of all email items that match specific search criteria. For example,
the Unread Mail Search Folder enables you to view all unread messages in one folder, even though the messages might
be saved in different folders across your mailbox.

Note: Search Folders can’t contain search results from multiple Outlook Data Files (.pst).

Create a new Search Folder
You can create two different types of search folders.
Create and use predefined Search Folders

1. Select the Folder menu.

2. Inthe New group, select New Search Folder.

Keyboard shortcut To create a new Search Folder, click Ctrl+Shift+P.

3. From the Select a Search Folder list, click the Search Folder you want to add. Some of the predefined Search
Folders are only available if you scroll down to the end of the list.

4. If the predefined Search Folder has customization options, you'll see those options appear under Customize
Search Folder. For example, if you select Mail with specific words, under Customize Search Folder, specify
the words to use.

Note: Search Folders use prefix matching searches when you type specific words to include in the search. For
example, if you type "rain" in the word list, the Search Folder will include messages that contain the word "rain"
and the word "rainy." The Search Folder will not contain messages that include the words "brain" or "grain."

5. If you have multiple accounts in Outlook, you can specify which account to search. Use the Search mail in box to
pick the email account you want to search. then select OK.

Create a customized Search Folder

1. Selectthe Folder menu.

2. Inthe New group, select New Search Folder.

Keyboard shortcut To create a Search Folder, click Ctrl+Shift+P.

3. From the Select a Search Folder list, scroll down to the bottom and then click Create a custom Search Folder.
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Mew Search Folder X

Select a Search Folder:

Mail from specific people -
Mail sent directly to me
Mail sent to public groups
Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments
Mail with specific words
Custom

Create a custom Search Folder

Customize Search Folder:
To specify criteria, click Choose.
Choose...

e

4. Under Customize Search Folder, click Choose.

5. Type a name for your custom Search Folder.

Custom Search Folder X

@ Name: |

Select "Criteria” to specify what items this Search Criteria..
Folder contains.

Mail from these folders will be included in this Search Folder:

cheryl.parsonsé4@yahoo.com Browse..

oK Cancel

6. Click Criteria, and then select the options that you want.
= The Messages tab contains criteria on the message content or properties, such as sender, keywords, or

recipients.
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Search Folder Criteria X

Messages More Choices Advanced

Search for the word(s):

In: | subject field only a
From..
Sent To—.
[:l ‘Where | am: the only person on the To line
Time: none ~ | |Anytime

Cancel Clear All

= The More Choices tab contains criteria on other message conditions, such as importance, flags,

attachments, or categorization.
= The Advanced tab enables you to make detailed criteria. Under Define more criteria, click Field, click
the type of criterion that you want, and then click the specific criterion from the list. Then in
the Condition box and the Value box, click the options that you want, and then click Add to List. Repeat
for each criterion that you want to add to this search folder, and then click OK.
7. Click Browse, select the folders that you want to be searched.
8. Click OK to close each open dialog box.
Delete a Search Folder
If you no longer need a Search Folder, you can delete it. A Search Folder is a virtual folder. Deleting a Search Folder from
the folder list doesn't delete the messages displayed in the folder. If you want to delete all messages within a Search
Folder, open the Search Folder, select all of the messages, then click Delete on your keyboard.
To delete a search folder, use the following steps.
1. Inthe Folder List, select the down arrow next to the word Search Folders if needed to expand your list of Search
Folders.
2. Right-click the Search Folder you want to delete, and choose Delete Folder.
Important: Deleting a Search Folder doesn't delete any messages. Deleting a folder that's not a Search Folder will

delete both the folder and the messages inside the folder.

Find people and contacts

There are several different ways you can search for a contact. You can use the Search People box on the ribbon in any
Outlook folder, search while composing a new message or meeting, or search in Outlook's People pane (formerly known
as the Contacts folder).
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Search for a contact using the Search People box on the ribbon
This is the quickest and easiest way to find a contact. Position your cursor in the Search People box, then start typing the
first few letters of the person's first name or email address. As you type, Outlook will continually refine the search. For
example, if you type the letter t, Outlook will return matches such as Tony, Teresa, and Tanya. If you type ta, Outlook will
further refine that list to Tanya.
Search for a contact while composing a new message
When you select the To, Cc, or Bcc buttons in a new message, Outlook will display your default address book. If you have
an Exchange or Microsoft 365 account, that's your organization's Global Address List. If you're using a POP or IMAP
account, you'll see your Contacts folder.
If you have multiple contacts folders or address books, you can use the drop-down under Address Book to choose among
them. When you do, you'll see an alphabetized list of contacts, sorted by name.
To search, type part of the contact's name in the Search box and then select Go. You can select the More columns radio
button to search by other fields, including department, phone, and location. Once Outlook returns a list of contacts,
double-click the one you want to add the contact to the To box, or select the contact and then click To, Cc, or Bcc to add
the contact to the respective boxes.
Search for a contact in the People pane

1. Choose People at the bottom of the screen.

2. Above your contacts list, place your cursor in the Search Contacts box.

IE\;.. ﬁﬂ [83) Forward Contact

'}_-' [25] Share Contacts )
Mail OneMote | Categorize
Merge EE: Open Shared Contacts

Actions

oM |BU

Am... (273) 5550168 (273) 555-0151
1111111
Am... (273) 5550149 (273) 555-0151

Note: The Search Contacts box at the top of your list of contacts is different than the Search People box, which
is in the top-right corner of the Outlook ribbon. The Search People box only searches on names and email

addresses. The Search Contacts box searches phone numbers, addresses, company hames, and more.
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Eﬁ (23 Forward Contact
o (23] Share Contacts

nelMlote _ i
EE: Open Shared Contact

Find

: | E-maIL
3) 5550163 [273) 555-0151 alex@contoso.con
L-1111 alex@contoso.con
3] 5550149 [273) 5550151 alicia@contoso.co

3. Type the person’s name or other information—like a phone number or company name—you want to search for.
Tip: You can search for complete or partial information. If you're searching for someone named Chris Preston, for
example, you can type the full name or “pre,” which represents the first three characters of the last name.

4. Outlook displays your search results in card form, showing the contact photo, email address, business or home
address, and phone numbers. Choose the person you want from the search results.

Note: As you type, Outlook refines its search. For example, if you type the letter J, Outlook will return results that
contain John, James, Jack, Julian, and Julie. If you type Jul, Outlook will return results that include Julian and
Julie in any field, including company name, email address, and physical address.

Narrow your search

Getting too many results when you search for complete or partial information? Consider further refining your search.

When you choose the Search People box on the People tab, the Search Tools tab appears.

Tip: You can also press Ctrl+E to open the Search Tools tab.

]
SEARCH TOOLS Contacts - anne@

JER. VIEW SEARCH l}
m (B4 O |
0 | JONNN
Categorized Has Phone  Has Mare Recent Sear
- Mumber = Address+= - Searches ~ Tool
Refine Options

There are many options available, including the following groups of options on the Search Tools tab, to help narrow your
search.

= Scope Change the folders you want to search in.
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= Refine Search for people who have phone numbers or other specific types of information in their contact
information.

= Options Use previous searches or change advanced search options.

Search and filter messages

Search is a powerful tool to help find email messages anywhere in Outlook.
Search email
1. Select the search bar, located above the Outlook ribbon.
2. Type a name, subject, or phrase which is included in the email message that you want to find.
Refine your search results
1. Select the search bar and type a name or subject.
2. Select an option to refine or widen your search: All Mailboxes, Current Mailbox, Current Folder, Subfolder,
or All Outlook Items.
3. You can also select a category within the Refine group to further filter your search results:
=  From — only shows results from a specific person.
= Subject - only shows results based on the subject.
= Has Attachment — only shows emails that have attachments.
= Categorized — only shows results that have a specific category assigned to them.
= This Week - searches by when the email message was received: Today, Yesterday, This Week, Last
Week, This Month, Last Month, This Year, or Last Year.
= Sent To — searches messages Sent to You, Not Sent Directly to You, or Sent to Another Recipient.
= Unread — only shows unread messages.
= Flagged - only shows messages flagged by you.
= Important - only shows emails marked as Important.
= More - filters your results based on more advanced criteria, such as Cc or Sensitivity.
4. Select Recent Searches to run recent searches again.
Note: Outlook saves only the recent search query, not the results.

5. Select Close Search to close the Search tab.

Click to watch the “Search and filter email” video.
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Find a message or item with Instant Search

Find a message

1. Inthe navigation bar, near the bottom of the screen, click Mail.

Mail| Calendar People

ITEMS: 14 UMNREAD: 9

If you don't see this, "Compact Navigation" might be turned on, so you'll see icons instead, like this:

| m s B e

I[TEMS: 14  UMNREAD: 9

Or, in addition to "Compact Navigation" being on, the folder pane might be minimized, so the icons are arranged

vertically. You can expand the folder pane by clicking the Minimize/Expand button, as shown here:

>

| Search Current Mailbox (C... S | Current

All Unread * Ne
4 Tuesday

Inbox

Presentation for F...
24 KB Tue 3:44
Meant to send this to you

All Folders

4 Last Month

Let's do lunch at t...
20 KB 5/10,2

Need report
by 22 KB 5/10/2
Hi, Katie. Do you have the

Sports statistics
9 KB 5/9/2
Cioo Do you LOVE sports? If

Expense reports
45 KB 5/9/2
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2. Find the search box. It's at the top of your messages, as shown here:

5 & @ - ribne - Katie) @OCreative.onmicrosodtoos
B %@
HOME = SENDRECENE  FOLDER  VIEW  GROULPS
W N w kanore . i [ — W Project Falcon
1 = x [Lg Mesting !
& | %% Clean Up- - ‘-_' - " = To Manager
plow Now | gnnge  Ooee | Roply Reply Forand By pore- |3 Team Email
Misi Ditata Respand bk Steps
F
4 Favorites Saarth Curmeal Mailbas [C1r+E fu rren| Maibas -
Inbos 3 Al Unresd Oy Dale [Comenatom) = Meweld 4
Sent Iers 2 Twasdny
Latateel Presentation fior Friday
24 kB Tu a4 Pha
4 Katiel@OCr.. Mt s nd @
I Inbox 9 4 Last Month
Crafiz Let's do lunch at the new catel
e s KB SP1203
Dieleted Nemrs Nead it
. ead repal
un Bt 22k8 S0t
Duibox K I
S5 Feeds -
Sesarh Folders Sports statistics *
KB 5201
Online Archi. : o
Expense reports
Prosect Faloon 45 OB §R2003 -
Mail Calendar People Tasks ==

3. Tofind a word that you know is in a message, or a message from a particular person, type the word or person's
name (you can use first, last, and partial names) in the search box. Messages that contain the word or name you

specified appear with the search text highlighted in the results.

| report x| current Mailb
All - Unread * Newest
4 Last Month
Need report
22 KB 5/10/2013

Hi, Katie. Do you have the
report? Best, <end=

Expense reports
45 KB 5/9/2013

Hi Katie, Have you submitted
your expense reports yet?

Northwind Budget

9 KB 5/8/2013
The Northwind budget was

approved at today's board

Showing recent results...

More
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4. You can narrow your results even further by changing your search. Here are some common examples:
= Type "expense reports" (including the quotes) to find messages containing the exact phrase "expense
reports.”
= Type expense AND report ("AND" needs to be in all caps) to find messages containing both the word
expense and the word report, but not necessarily in that order. You can also use "OR."
= Type expense NOT report ("NOT" needs to be in all caps) to find messages containing the word
expense but not the word report.

5. NOTE: Searching will only find items if you search for an entire word, or the beginning of a word; if you search for
the middle or end of a word you will not find the item. For example, if the message subject contains "Email about
Office365", the following searches will NOT find that item:

=  "mail" -- because this is the end of the word "email"
= "365" -- because this is the end of the word "Office365"
= "jce" -- because this is in the middle of the word "Office365"
6. When you're finished, you can clear the search by clicking the | % | in the search box.
Narrow your search results
If you can’t find what you’re looking for, use the search tools on the ribbon to narrow down your search. When you click
the search box, you can select a scope option on the left side of the ribbon. Once you decide your scope, you can then
refine your search further by selecting an option such as the subject line or the sender.
Scope (where to search): Here you can choose to search in specific folders, such as all your mailboxes, or just the

current folder you've selected, which is your Inbox most of the time.

HOME SEND / RECEIVE
@ @ Current Folder
Subfolders
All Current _
Mailboxes Mailbox &2 All Outlook Items

| Scope |

Refine (what to search for): When you’ve selected your scope, you can add other criteria in the Refine group. When you

select an option, Outlook adds a special script to the search box to limit its search.
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,./_3 E mj n 3 This Week ~ | Flagged
o (] ]

From Subject Has Categorized

SEARCH

e Sent To ~ ! Important

Attachments - (=1 Unread == More -

I Refine I

Let’s take a look at the options.

From: filters your search results to only show messages sent by a specific person. For example, you can search
for all the messages sent by Sara.

Subject: filters your search results based on the subject line of the email. For example, you can search for all the
messages that have the keyword “report” in the subject line.

Has Attachments: gives you all the messages that contain an attachment.

Categorized: choose a category to see all the messages that you've flagged with a specific category.

This Week: on the drop-down menu, choose a time frame to narrow your search results based on the time you
received a message.

Sent To: on the drop-down menu, choose an option to filter the results based on the email recipients. For
example the messages that you were CCed on, or the ones that were sent to a specific person.

Unread: brings up all the unread messages in the folder that you've selected.

Flagged: brings up messages that you flagged to follow up.

Important: shows all the messages that were marked with high importance.

More: choose an option on the menu to further narrow down your search results. For example you can filter by

sensitivity or message size.

Remember that you can mix and match these options.

Here's an example: You can search for all the messages from Sara that you received last month, with the

keyword “report” in the subject line.

To set up a search for this example:

a > 0w DD PE

Make sure Inbox is selected, then click in the Search box.

Select Subfolders in the Scope group.

Click From and type Sara to replace the highlighted text in the search box.
Click Subject and type report to replace the highlighted text in the search box.
From the drop-down menu next to This Week, select Last Month.
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FILE HOME SEND / RECEIVE FOLDER VIEW SEARCH
= = Current Folder oy ONEY M II P ThisWeek = > Flagged & w m
) N E] U ] ¥
—24 = LA~ | | - )
Al 2l Subfolders e et ¥ Today ! Important <
All Cutrent = Include From | Subject Has Categorized Yesterday Recent  Search Close
Mailboxes Mailbox == All Outiook Items Older Results Attachments v ) ¥ More - Searches > Tools ~ Search
i This Week
Results Refine i Options Close
7 Last Week
4 Favorites All Unread This Month from:(Sara) subject:Report)
Inbox 33 R)HaIDie [FroM ¥ I Lort Month | SUBJECT

Use Advanced Find

Getting too many results? Or are you just not finding what you want?
1. Click in the search box.
2. Onthe Search tab, click Search Tools > Advanced Find.

O |
Recent Search @ Close

Searches ~ Tools ~ | Search

Optie| 5  |ndexing Status...

E Locations to Search »
|RECENE[ E Advanced Find...
=7 Find Public Folder...

Fri6/28/ [ Search Options..

In the Advanced Find box, you can specify much more complex criteria and even search in your calendar, contacts list,
notes, and tasks.

1. Click the Advanced tab.

2. Under Define more criteria, click the Field button and then click All Mail Fields. You'll see a menu of fields you

can search on, such as From, To, Received, Subject, and dozens more.
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Messages | More Choes  Advanced
Fing tems that match these orters
« MBS orterla from Dolow 1o the k2

Dafing more critena

T

Al Appoimtment fiekds

All Task felds

Al Joumal felos

Al Note fields
User-defined tieics in folcer
Foems..

Ao Formmded Stan Date
Bec Subject
Billing Infarmation Task Subject
Categories To
Cc Tracking Status
Changed 8y Voting Response
Contacts

as Conversation

Creates

Defar Until

Do Not Aussodechive
Due Date

E-mail Account
Expires

flag Completed Date
Hag Status

Follow Up Fag

From

Have Replies Sent To

Frequently-used fields IMAP Status
Address Nelds Importance
Date/Time tielcs in Folder

AN Document fiekds InfoPath form Type
Al Mail fiekds Messags

All Post fielcks Message Class

Al Cantact felos Mileage

Modktied

Onginator Debvery Requested
Outiock Data File

Outicok lnsernal Version
Outlook Version

Receipt Requested

Recetved
Received Rapresenting Name
Recipient Name
Relevance
Raminder
Remote Status
Retneval Time
RSS Feed
Sensitivty

Sent

Signed By

Size on Server

3. Start by choosing a field, then choose a condition and a value to test. For example:
From/ Contains/ Katie will search for messages from someone whose name includes "Katie." Notice we're
using contains as the condition instead of is (exactly) so that we don't have to find an exact match. So if Katie's email
name is "Katie Jordan,"” From/is (exactly)/Katie won't work because we'd need to specify Katie's full name, Katie Jordan,
to get an exact match. That's where contains comes in handy as a condition.

4. Add as many additional conditions as you need or want to test. We'll add three more:
From | Contains | Katie will search for messages from someone whose name includes "Katie." Notice we're
using contains as the condition instead of is (exactly) so that we don't have to find an exact match. So if Katie's email
name is "Katie Jordan,” From | is (exactly) |Katie won't work because we'd need to specify Katie's full name, Katie
Jordan, to get an exact match. That's where contains comes in handy as a condition.
Then, let's say you add these as well:

= Received | between | 5/01/13 and 5/31/13

= Message | contains | budget

= To |contains | Rob
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Now, Outlook searches for messages from someone with "Katie" in her name that arrived in the inbox in May, 2013, with
"budget"” in the message body, and (in addition to you) were also sent to someone with "Rob" in his name. Here's a
zoomed look at the list of the four criteria we added.

Find items that match these criteria:

From contains Katie

Received between 5/01/13 and 5/31/13
Message contains budget

To contains Rob

Finally, click Find Now to run the search.

Ercige] x
All - Uniead By Daie = hlawenst 4
4 Distec Last Manth
Rob Young ]
AE: 03 plaming Tue S/28/2013 838 28
Hirw you gai

Raobin Counts

RE: 013 plarnieg Tue 5/Z8/2013 T:03 At
Rab Yaung 3
Q3 plasning Fri 52472013 0:06 AN
Peawe some ideas for budgeting that h th e

Katie Josdan

ot week's budget meeting Thes 5232013 1:50 P

Robin Counts

Small change be July budget doc Thu 5/16/2013 1013 AM

Robin Counts

iy bl \Wad 57152013 450 Pl

Rabin Counts

Ay bt et Wed 5153013 1553 P
Mg

Remove the limit on the number of search results
If the thought of more than 250 results doesn't scare you off, you can bypass that limit:
1. Click File > Options > Search.

2. Under Results, clear the Improve search speed by limiting the number of results shown check box.
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Learn to narrow your search criteria for better searches

You can type a number of phrases in the Search box at the top of the Outlook message list. In addition to searching for
different words and phrases, you can use various operators, punctuation and keywords to narrow your search results.
The most basic way to search is to simply type in a word or phrase.
NOTE: Outlook uses what's called prefix matching when searching. So if you type ray into the Search box,
Outlook will return messages that contain ray, Ray, Raymond, and rays, but not disarray or tray. Also, the search
treats numbers that are connected to words (no spaces between the word and the number) as part of the word.
Searching for "365" will NOT find messages that contain "Office365".
Search basics
= When you type words into the Search box, Outlook scans both email messages and many types of attachments
for that word or phrase. For example, if you search for "project" either with or without quotes, Outlook will return all
messages with the word project, projects, projector, projecting, etc. anywhere in the sender name, subject,
message body, or attachments.
= When you type in an email address, for example chery.parsons64@yahoo.com, Outlook returns all email
messages that contain that email address anywhere in the subject, message body, or many types of attachments
as well as messages from that email address. To limit your search results to emails from an email address, type
from:cheryl.parsons64@yahoo.com in the search box.
Use Outlook's built-in search filters
Outlook provides you with a number of built-in search filters. To use the built-in filters, click in the Search box. The Outlook

ribbon will change to show the Search tab. Use any of the options in the Refine group to refine your search results.

b Current Folder . =' 2= This Week ~ P Flagged Y 1 ) ‘r m
p Subloldens - S SentTo - ! inpontant
Al Curent From Subject Hes Categorized Recent Sewch Close

Maibbores Mallbox 27 All Cutlook items Ateachments . Unread + More®  Somches < Took * Search
Ret Ot Chose

cope Resedty

Search reference tables
The following table shows you some examples of searches you might find useful. In addition to these examples, you can

use AND, NOT, OR, <, >, =, and other operators to refine your search. Operators should be typed in uppercase letters.
Type this To find this

bob Items containing bob, bobbinbobby, BOBBY, BoBby, or any other combination of
uppercase and lowercase letters. Instant Search is not case sensitive. This will NOT find
items containing abcBOBdef, or 123bob.
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Type this

bob moore

bobby AND moore

bobby NOT moore

bobby OR moore

"bob"

from:"bobby moore"

from:"bobby moore" about:”status
report”

hasattachment:yes

attachments:presentation.pptx

subject:"bobby moore"
cc:"bobby moore"
cc:bobbymoore@contoso.com
bcc:bobby

category:red

messagesize:<10 KB

messagesize:>5 MB

received:=1/1/2016

Updated 01.22.2021

To find this

Items containing bob, along with all of the variations listed in the previous row, or moore,
along with any other words that contain moore, but not necessarily in that order.

Items containing both bobby and moore, but not necessarily in that order. Note that
logical operators such as AND, NOT, and OR must be in uppercase letters.

Items containing bobby, along with all variations listed in the first row of the table, but
not moore.

Items containing bobby, along with all variations listed in the first row of the table, moore,
or both.

Items containing the exact phrase bob and not the variations such as bobby or bobbin.
To search for an exact string, you must use quotation marks.

Items sent from bobby moore. Note the use of double quotes so that the search results
match the exact phrase within the quotes.

You can also type from: and then the first few letters of a contact's name and Outlook
will suggest a list of contacts for you to select.

Items sent from bobby moore where status report appears in the subject line, body, or
attachment contents. Note the use of double quotes so that the search results match the
exact phrase within the quotes.

Items that have attachments. You can also use hasattachment:true to get the same
results.

Iltems that have attachments named presentation.pptx or an attachment that
contains presentation.pptx within its contents.

Items whose subject contains the phrase bobby moore.

Items in which the display name bobby moore is on the Cc line.

Items in which the e-mail address bobbymoore@contoso.com is on the Cc line.
Items in which bobbyy is on the Bcc line.

Items that contain a category name that includes the word red. For example "Red
category" or "Redo" or "Redundant."

Items whose size is less than 10 kilobytes. Note the use of the "less than" comparison
operator (<).

Items whose size is larger than 5 megabytes. Note the use of the "greater than"
comparison operator (>).

Items that arrived on 1/1/2016. Note the use of the "equals" comparison operator (=).
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Type this

received:yesterday

received:last week

due:last week
messagesize:tiny
messagesize:small
messagesize:medium
messagesize:large
messagesize:verylarge
followupflag:follow up
messagesize:enormous
hasflag:true

from:bobby (received:1/7/17 OR
received:1/8/17)

received>=10/1/16 AND
received<=10/5/16

received>10/1/16 AND
received<10/5/16

sent: yesterday

to:bobby
read:no

subject:status received:May

Updated 01.22.2021

To find this

Note: Support for specifying custom dates via the Expanded Search drop-down is
missing from some builds of Outlook for Windows. Users can still manually enter dates in
the main search box. This is fixed in builds 16.0.12126.10000 and later.

Items that arrived yesterday. Instant Search also recognizes the follow date values:
= Relative dates: For example, today, tomorrow, yesterday
= Multi-word relative dates: For example, this week, next month, last
week, past month, coming year
= Days: Sunday, Monday ... Saturday
= Months: January, February ... December

Items that arrived last week. Note that if you run this query again a month from now you
will obtain different results because it is a time relative query.

Items that are flagged for follow up a due date.

Items whose size is less than 10 kilobytes

Items whose size is between 10 and 25 kilobytes

Items whose size is between 25 and 100 kilobytes

Items whose size is between 100 and 500 kilobytes

Iltems whose size is between 500 kilobytes and 1 megabyte
Items that are flagged using the Follow Up flag.

Items whose size is larger than 5 megabytes

Items that are flagged for follow up.

Items from bobby that arrived on either 1/7/17 or 1/8/17. Note the use of parentheses to
group the dates.

Items that arrived between 10/1/16 and 10/5/16.
Note: For received ranges, do not use a colon.

Items that arrived after 10/1/16 but before 10/5/16.
Note: For received ranges, do not use a colon.

Returns all items sent yesterday (by anyone). This search will return items you sent to
others and items others sent to you.

Items that you sent to bobby when you are searching in the Sent Items folder.
Items that have not been read. You can also use read:false to get the same results.

Iltems received from anyone during the month of May (any year) where the subject
contains status.
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Calendar Searches

The following searches will only return the proper results when run from a Calendar folder.

Type this To find this
startdate:next week subject:status Calendar items next week where the subject contains status.
is:recurring Calendar items that are recurring.
organizer:bobby Calendar items where bobby is the organizer.

Contact Searches

The following searches will only return the proper results when run from a Contacts folder.

Type this To find this

firstname:bobby Contacts that contain bobby in the First Name field.
lastname:moore Contacts that contain moore in the Last Name field.
nickname:bobby Contacts that contain bobby in the Nickname field.
jobtitle:physician Contacts that contain physician in the Job Title field.
businessphone:555-0100 Contacts that contain 555-0100 in the Business Phone field.
homephone:555-0100 Contacts that contain 555-0100 in the Home Phone field.
mobilephone:555-0100 Contacts that contain 555-0100 in the Mobile Phone field.
businessfax:555-0100 Contacts that contain 555-0100 in the Business Fax field.
businessaddress: (4567 Main St., Contacts that contain 4567 Main St., Buffalo, NY 98052 in the Business
Buffalo, NY 98052) Address field. Note the use of parentheses to enclose the address.

homeaddress:(4567 Main St., Buffalo, Contacts that contain 4567 Main St., Buffalo, NY 98052 in the Home

NY 98052) Address field. Note the use of parentheses to enclose the address.

businesscity:buffalo Contacts that contain buffalo in the Business City field.

businesspostalcode:98052 Contacts that contain 98052 in the Business Postal Code field.

street:(4567 Main St) Contacts that contain 4567 Main St in the Business Address Street field.
Note the use of parentheses to enclose the address.

homestreet:(4567 Main St) Contacts that contain 4567 Main St in the Home Address Street field. Note
the use of parentheses to enclose the address.

birthday:6/4/1960 Contacts that contain 6/4/1960 in the Birthday field.

webpage:www.contoso.com Contacts that contain the URL www.contoso.com in the Web Page Address
field.
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Open and find items in an archive Outlook Data File (.pst)

Open an Outlook data file

In order for Outlook to search a Personal Folders file for a specific word or phrase or sender, the file must be open in
Outlook.

1. In Outlook on your desktop (Outlook 2016, Outlook 2013, Outlook 2010), choose File > Open and Export >
Open Outlook Data File.

2. Choose the Outlook data file you want to open.

@ e cr Open Outlook Data i

Users + Documents > Cutiook Fies -0 s stock F ®

B archive SAN4ESIAM  Outiock Duta File HBA513 KB

e rames | arcriee:
Save s type: | Qutiooi Data File
[ Add pescnal
Paspword

I hoe - ) (S

3. Expand the top level of the Outlook data file in the Outlook Navigation pane to see the subfolders in the file. Click
each subfolder to see the contents.

4 archives
Deleted ltems
I* Inbox
Sent Items

Search Folders

4. To search for a specific email, use Outlook's built-in search tools.

5. If you want to import your archived items back into your Inbox, follow the instructions for importing a .pst file.
Where is my .PST file?

In Outlook 2016, Outlook 2013, Outlook 2010, new Outlook data files are, by default, saved in the following locations:

=  Windows Vista, Windows 7, 8, and 10 drive:\Users\user\Documents\Outlook Files\archive.ps

For more information, please refer to the Microsoft training resource page HERE
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