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Introduction  
There are a variety of ways to find items in Outlook 2007. To quickly find a 

word or phrase, you may use the Instant Search features. You may perform 

more advanced searches using the Find feature to search for multiple 

criteria. This self -help document will take you through a variety of ways to 

search/filter and find information.  

Using Instant Search to Find Items  
You can use Instant Search to search for various Outlook items such as 

messages, contact, appointments, meeting requests and tasks. You may 

type a specific word or a phrase using the Instant Search box at the top of 

the screen. In this example, we will search the Inbox.  

1.  Click the Inbox  in the Navigation pane.  

2.  In the upper right hand corner of the Folder Pane, notice the Search box. Click in the Search 

box and type the word or phrase that you are looking for and press Enter on your keyboard  

(Fig 1, 1).  

 

3.  All items matching your search criteria will be returned. In the Folder Pane title bar the 

words (Search Results) will appear (Fig 1, 2).  

4.  To clear the search results, click the x beside the search box or press the ESC key on your 

keyboard.  

5.  You may also expand your search by clicking on the double down arrow to the right of  

the Search box (Fig 1, 3). This will open advanced query options.  
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6.  You may add a variety of search criteria such as From (the message recipient); Body (specific 

words found in the body of the message) , Subject and To  (Fig 2, 1).  

7.  As you begin typing your search criteria, you will notice that any messages matching the defined 

criteria will automatically begin to show up beneath it (Fig 2, 2).  

 

8.  Press ESC on your keyboard to clear the search. Click the Minimize the Query Builder 

(Fig 3, 1) icon to clear the criteria form from the screen.  

 

 

Performing an Advanced Find  
If you wish to expand your search to include additional criteria, you may create an advanced find.  

1.  Click the Tools pull down menu. Point to Instant Search and click Advanced Find  

(Fig 1, 1).  
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2.  The Advanced Find dialog box will appear (Fig 2, 1). Enter all desired information in the fields.  

3.  Click the Find Now  button on the right (Fig 2, 2). Any messages matching the criteria will show 

up in the window at the bottom of the dialog box (Fig 3, 3).  

 

 

 

 

 

 

4.  You may double -click on any of the messages in the dialog box to open them.  

5.  Click the x (close button) in the upper right hand corner to close the window.  
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Find All and Filter Tips  
1.  To find all messages from a specific recipient.  

¶ Click the Inbox .  

¶ Right -click on a message from the recipient you 

wish to filter by. A menu will appear.  

¶ Point to Find All and click Messages from 

Sender  (Fig 1, 1).  

¶ The Advanced Find dialog box will appear with 

matching messages in the bottom portion of the 

box.  

¶ Click the x (close button) in the upper right hand 

corner to close the window.  

 

2.  Track a conversation. You may create a filter that 

tracks all activity of a message including replies to 

and forwarding of the message.  

¶ Right -click on a message.  

¶ Point to Find All and click Related Messages .  

¶ The Advanced Find dialog box will open and all related messages will appear at the bottom 

of the box (Fig 2, 1).  

¶ Click the x (close button) in the upper right hand corner to close the window  
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Search Folders  
A Search Folder is a virtual folder that allows you to view e -mails that match specific criteria. For 

example, you may view all your unread e -mail messages in the Unread Mail Search Folder. There are 

default search folders and you may also create predefined search folders and custom search folders.  

Using Default Search Folders  

There are three default search folders that come with Outlook 

2007. Messages will automatically populate these folders. They 

are defined as below:  

¶ Categorized mail -  any items that have been assigned a 

color category.  

¶ Large Mail -  items that are larger than 100 kilobytes.  

¶ Unread Mail -  items that are marked as unread.  

1.  Click the Mail container (Fig 1, 1).  

2.  Click the expand (+) icon beside Search Folders. The 

default folders are expanded and may also be  

populated (Fig 1, 2).  

3.  Click one of the default search folders to view any  

messages inside.  

 

Adding a Predefined Search Folder  

In this example, we will create a predefined search folder that holds mail from a specific person.  

1.  Click the Mail Container.  

2.  Click the File pull -down menu, point to New and 

click Search Folder . The New Search Folder 

dialog box will appear (Fig 2, 1).  

3.  Under Mail from People and Lists , click Mail 

from specific people  (Fig 2, 2).  

4.  Under Customize Search Folder: , click the 

Choose button (Fig 2, 3). This will take you to 

the Global Address List .  

5.  Search for the desired person or persons and 

add them as you would when addressing an  

e-mail message.  

6.  Click OK when you have finished the selection 

process. You will return to the New Search 

Folder dialog box. Notice the box under Show 

mail from these people is populated  

(Fig 2, 4).  

7.  Click OK (Fig 2, 5).  
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8.  The new search folder will be created (Fig 3, 1). Click that folder to view messages from the 

person you defined.  

 

 

 

 

Creating a Custom Search Folder  

You may create a custom search folder if you wish to set custom criteria and give the folder a custom 

name. For example, you may create a folder that stores all messages with certain words in the 

subject line or in the body of the message.  

1.  Click the Mail Container.  

2.  Click the File pull -down menu, point to New and 

click Search Folder .  

3.  The New Search Folder dialog box will appear  

(Fig 4, 1).  

4.  Scroll down to Custom and click Create a custom 

Search Folder (Fig 4, 2).  

5.  Click the Choose button under Customize Search 

Folder (Fig 4, 3).  

6.  The Custom Search Folder dialog box will open 

(Fig 5, 1).  

7.  Click beside Name  and type a name for your search 

folder. This name should help you identify what is in 

the folder (Fig 5, 2).  

8.  Click the Criteria button (Fig 5, 3).  
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9.  The Search Folder Criteria dialog box will appear (Fig 6, 1).  

10.  You may set any criteria you wish. In this example, we are searching for specific words (Fig 6, 2)  

in the subject field and message body (Fig 6, 3).  

11.  Click OK when you have specified your desired criteria (Fig 6, 4).  

12.  Click OK in the Custom Search Folder .  

13.  Click OK in the New Search Folder dialog box.  

14.  Click your new search folder to view any messages meeting the set criteria.  


