REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? I

auniing_quils in Outlook \

If you want to know the number of emails received within «a

period of time, what you would normally do is count the
emails by hand. This is not a good solution especially if there
are many emails to count, plus it will take time to finish.

Follow these simple steps that will help you count emails
using Outlook Search Folders. /

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under |CT. For comments and suggestions, kindly email:
ict-process@pilhuillier.com

<Back I |, Next > l Missed an issueé Click here to visit the Productivl.T.y section
in MylLink for back issues.
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Counting Emails in Outlook

Using Outlook Search Folders, you can count the number of emails received regardless of what folder they reside.

To create the “counting” Outlook Search Folder, go to Search Folders.
Right click and select New Search Folder... .
3 SQMD
H Search Folders
8 ‘-—’I‘.J, New Search Folder... |
CF=") n

(3] Deleted Items

g

When New Search Folder window appears, select Create a custom Search Folder and click the Choose... button.

New Search Folder @

Select a Search Folder:

Mail sent directly to me A |
Mail sent to distribution lists

Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments
Mail with specific words

Custom

i Create a custom Search Folder i
| v

Customize Search Folder:
To specify criteria, click Choose,

[ OK ] [ Cancel ]

When Custom Search Folder window appears, click Browse... button to limit the search to specific folders.
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Custom Search Folder.

Folder contains.

Select "Criteria" to specify what items this Search

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

|FGPI Maibox

\Il Browse... JI

[ OK ][ Cancel ]

Check the corresponding folder to be included, and then click OK

Select Folder(s) @@

Folders:
L7 prafts [1]

= L3 Inbox
@ Y EEo
# [C][3 02 IT Process
# [][3 03 ISIG Division
& (I3 04 Dev

# [ CAB Request
3 cs6

® O 1c16
[T13 Kiosk
[[1_4 spam (5)

<

# [][_J 05 For Reference Document

[T][3 ICT Support Desk.

-
Clear all

Search subfolders

Searching in 2 folders:
FGPJ Mailbox; 01 CRF

To specify the criteria for counting, click the Criteria button from Custom Search Folder window.
Set the criteria by supplying the fields, and then click OKwhen done.
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Search Folder Criteria @@

Messages | More Choices | advanced

Search for the word(s): ]ﬁ v

[ In: |subject field only 1;‘
From... ‘ J

[ Sent To... ] ‘ i |
[[]where I am: 1 > | 7‘
Time: |received v Htoday v \

l OK [ Cancel H Clear all ]

After customizing, go to the created Search Folder, right click and select Properties.

= LO Search Folders
L0 Categorized Mail
L CRF email count
Lo Large Mail (31)
L) Unread Mail Open in New Window

[F Open

‘.,1 Customize this Search Folder...

|34 Delete "CRF email count”
ale Rename “CRF email count...

. New Search Folder...

Add to Favorite Folders

Mark All as Read
I’_"? Properties

When Properties Window appears, tick the Show total number of items and then click OK.

The number beside the folder is the message count.
= O Search Folders

|Lp CRF email count [43] |

L Large Mail (31)
L) Unread Mail

You can also get the message count at the status bar.
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= AN TOIUES
L Categorized Mail
J2 CRF email count [43]

48 Items
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