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Sear ch email easily in Outlook

The following article will show you how to search all messages along with deleted messages in Search feature in
2010 and 2007.

TipsMake.com - If you want to find an email in Outlook, the Search featureis very useful. However, you
may be uncomfortable when this feature only searches for current emails. Therefore, this article will
guide how to sear ch all messages along with deleted messagesin Sear ch featurein 2010 and 2007.

Outlook 2010

When searching for an email you received a few months ago, it was realy annoying when the search results
could be nothing. Now, you should click on Try searching again in All Mail Items.

Recent Search Close
Searches = Tools = | Search

Options Close

cisccu|
Received

Try searching again in -‘-‘-.Ilf-.-1ail Items.

By default, Outlook 2010 is installed to search only for existing folders. We can change the search location by
clicking on the File tab to access Backstage and then clicking Opions.
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In Outlook Options, click Search . In Results, select All folders and tick Include messages from the Deleted
itemsfolder in each data file when searching in All Items. Then, click OK



Qutlook Options

General :
p Change how items are searched with Instant Search,
Mail
Calendar Sources
Contacts k‘ﬁ Change the Qutlook stores indexed by Windows Search
Tasks
1 Motes and Journal Results
Search ] . Include results only from:
Q ) Current folder
Mobile @ Allfalders
Il| Language [¥] Include messages from the Deleted items folder in each data

= ﬂheh&os sible, display results as the query is typed
[¥] improve search speed by limiting the number of results shown
Customize Ribbon z Highlight search térms in the results

Quick Access Toolbar Highlight golor:

[¥] Motify me when results might be limited because search indexing is

Advanced

Add-Ins

Trust Center

Now, when searching for a specific email, all folders will also be searched, including deleted data.

|‘|"our sia_r_ch returned a large number of results. Narrow your search, or click here to view all results.
| Subject |Re

i_ﬁ Microsoft Stay an toﬁf e-mai_IT\tith new Microsoft Qutlook 2010 tools Tu

|_Qﬁ Microsuﬁ% Get started with your Microsoft Office 2010 Beta Th

u Microsoft Off... Customize Microsoft Office 2010 to your needs Fri

l_‘i Microsoft Off... Access, edit and create files virtually anywhere Sa

i_ﬁ Microsoft Off... Give your presentation impact with images and video 5a

|-_;i MICROSOFT ... Activation confirmation for 1200 Microsoft® Points: Zune Fri

If the search finds too many results and you don't want it, check Current folder and ssimply include include
messages from Deleted Items.

Results

= Include results only from:
@ @ Current falder
1 All folders
Include messages from the Deleted items folder in each data file when sear
ﬂhossible, display results as the query is typed

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

Highlight color:

Motify me when results might be limited because search indexing is not complete

Outlook 2007



In Outlokk 2007, click Tools > Options.

Tools hﬂctiuns Help

Send/Feceive b

Instant Search b

L} Address Book... Ctrl=Shift=B
w+ Organize
Rules and Alerts...

Mailbox Cleanup...

'E' Empty "Deleted Items” Folder

Forms b

Macro b

Account Settings...
Trust Center...
Customize...

Options...

In the Options screen, click Search Options



Preferences | Mail Setup | Mail Format | Speling | Other |

E-mail
= Change the appearance of messages and the way they are handled.

Calendar

ﬁ Customize the appearance of the Calendar.
i

[+] Default reminder: | 15 minutes m [ Calendar Options... ]
Tasks
’2"1 Change the appearance of tasks,
Reminder time: |3:UU AM M [ Task Options. .. ]

Contacts and Motes

a= Change default settings for contacts, journal, and notes.
=l | contactoptions... | | Journal options... | | Mote Options... |

Search
p Change the settings for indexing and search.

|_search Options... |

Mobile L}
Change the settings for mobile notification and messaging.
|__notifications.... ] | _Mobie Options... |
Cooc ] o ] oo

At the bottom of the Search Options, include included Deleted Items and All folders. Click OK



Search Options

= R

Indexing

Index messages in these data files:

- Personal Folders
[#] Archive Folders

Prompt me when search results may be incomplete
because messages are still being indexed

Search
5 Display search results as I type when possible

Make searches faster by limiting the number of
results shown

Highlight the words that I search for

Highlight color: [

Deleted Ttems

Indude messages from the Deleted Items folder in
o each data file when searching in All Ttems

Instant Search Pane
When searching, show results from:
p (" Only the currently selected folder
() all folders

If you get bored when the search results are only current folders when searching for an email, add search features
to make it easier to find what you want. Good luck!

Y ou finished reading the article " Sear ch email easily in Outlook" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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