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Finding Related Messages in Outlook

There are times when you have tons of emails to read, you
want to check first if there are other related emails that you
can refer to before replying. You may also want to know
what started the conversation.

Click here to learn how Outlook can help you find related
emails quickly.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
officeand branch applications.

Outlook
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Finding Related Emails in Outlook

1. Select a message from the Reading Pane, then Right-click.

To find all the related emails of an email,

2. From the Menu, select Find All, then select Related Messages... .

L1 Inbox ISeav(h Inbox P vl ¥
1 2%| )8 From Subject Received v |Size |Categories |¥ I‘
1 PJLhuillier ... [UAT Testing Only]: [e-Bidding System] Bid Cancellation Thu 6/20/201... 8 KB
_-1  PJ Lhuillier ... [UAT Testing Only]: [e-Bidding System] Bid Cancellation Thu 6/20/201... 8 KB
= Jonathan M... Customer Portal Anroid Phase 2 Pass 2 Thu 6/20/201... 41 KB
1 Y . RayG.Sams.. RE: MyLlink3 -list of Cantributars for ICT Thu 6/20/201... 60 KB
/ -] Mon Alvin ... RE: My Lir Open T Thu 6/20/201... 58 KB
.4 RayG.Sam... RE: My Lir @ Print u Thu 6/20/201... 48 KB
Melody G. ... RE: My Lir 1 Thu 6/20/201... 46 KB
e y y £ Reply v
RE: My Link 3 - List of Co “# FReplytoAl
& Forward
Ray G. Samson - s
Thu 6/20/2013 6:43 PM Follow Up »
Mon Alvin M. Galang; Melody G Categorize » JL. Calingasan
Daniel Carl A. Garcia; ICT Infor 6 _‘) Mark as Unread tess Department
-~
Thank you Mon. @ Find All 4 Related Messages... =
2y CreateRule... Messages from Sender...
Regards. Junk E-mail »
) Delete
From: Mon Alvin M. Galang 2
Sent: Thursday, June 20, 201; <3 Moveto Folder...
To: Ray'G. Samson; Mglody G 2] Message Options.. g; Paul L. Calingasan
Cc: Daniel Carl A. Garcia; ICT n; ICT Process Department
Subject: RE: My Link 3 - List| £} Send to OneNote
P,

3. This brings up a search window with all related messages that Outlook could find.
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¥ - Messages: Advanced - Advanced Find

: File Edit View Tools

Look for: v | In: |Inbox;SentItems;FGP_DEC2012 | Browse...
Messages

| T T |
Messages | More Choices | Advanced

Search for the word(s):

In: subject field only

[Iwhere 1 am: the only person on the To line

Time: |none (]| |anytime

®

0% 8| From | Subject Recei... |Si...| Categ...| In Folder v |~

. RE: My Link 3 - List of Contribu... Thué... 6... Inbox
.. RE: My Link 3 - List of Contrib... Thué... 5 Inbox
... RE: My Link 3 - List of Contrib... Thu 6... 4. Inbox
4
2

.. RE: My Link 3 - List of Contrib... Thu 6... Inbox
.. My Link 3 - List of Contributors... Thub... Inbox

5 Items

4. Select and Double-click a message to open the related email.

You can also sort the emails in your Inbox to find related emails.
To sort emails,

5. Select and click the Column Heading where grouping will be based.

Example: Clicking the Subject column heading will group your emails by subject.
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=) Subject: ICT Development Updated Summary of Observations (1 item, 1 unread)

L} Inbox 5 Search Inbox
8% [ |6/ From |Subject o N | Received Size v l‘
(=4 0 Jonathan M. Casinsinan RE: Host File Wed 5/15/2013 11:11 AM 32KB
=) Subject: iClick Databases per PROD Server (1 item, 1 unread)
| O Rachell M. Rivera iClick Databases per PROD Server Sat 5/4/2013 5:00 PM 463 KB
(=) Subject: iClick Windows 7 Testing (3 items)
=4 Vangeline Narisma-Salvador RE: iClick Windows 7 Testing Thu 6/20/2013 9:02 AM 92 KB
- Vangeline Narisma-Salvador RE: iClick Windows 7 Testing Wed 6/19/2013 7:25 PM 53 KB
¢4 Vangeline Narisma-Salvador iClick Windows 7 Testing Wed 6/19/2013 7:17 PM 51 KB

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of Productivl.T.y in MyLink.
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