OUTLOOK 2010

Instructional Steps

Locating or finding e-mails that you have received or sent
There are several ways to do this.

Option 1

Open any e-mail from the person with whom you're trying to locate a specific e-mail from.
Outlook 2010 has a new feature that will list all communication from that specific person just
below the body of the e-mail that your reading. You can view all items, just mail items, just mail
with attachments, and meetings.
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Option 2

Click one of the one on the e-mail message from the person to which you would like to find

another e-mail message from. Then in the item bar at the top of the preview pane click the

mouse in the field labeled "From". This will group all the e-mails from that specific person in
one area.
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To return the order back to normal click in the field labeled "Sent". This should reorder

everything from newest at the top the oldest at the bottom. If this is not the way you like it just

click one more time in the same area and should reverse the order of sorting.

Option 3
You can use the search box that is located just above your e-mail messages to search for e-mails

by a specific person, or something in the subject matter, or something in the body of the

message. You can even use an advanced find it is located in the options area under search

tools.
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