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1 Introduction  

The purpose of this document is to capture the transcript for the Viewing and Finding Emails 
Training Video in the Outlook Web App Learning Series.  The video can be accessed via the 
Portal Help Pages.  

The timings indicate the section of the video that is being referred to and its length.  To move 
to a particular section within this module, move the timer on the video to the time detailed in 
this document.  

 

2 Transcript  

This section covers the transcript of the Viewing and Finding Emails module.  

 

2.1 Objectives (00:00-00:20) 

This is the Viewing and Finding Emails module.  Upon completion of this module you will be 
able to organise emails in a view that is preferable to you and locate emails within your 
mailbox. 

 

2.2 Setting up the Reading Pane (00:21-01:11) 

A reading pane is used to view your emails from the main mailbox homepage. 

To set up the reading pane. Click the settings icon at the top right of the screen and select 
display settings.  Click reading pane at the top of the page and then select whether you 
would like the reading pane to appear on the right side or at the bottom by selecting one of 
the options.  You can also select Hide reading pane if you do not want it to appear on the 
inbox homepage.  If you select this option, you will have to double click an email to read it in 
a new window.  

Ensure that the Apply to all folders option is selected and then click OK at the top of the 
screen.  

 

2.3 Grouping or Viewing Email (01:12-03:13) 

You can easily view your emails by grouping them according to personal preferences.   

To group emails, click on the Items by date drop down list under the email search bar.  This 
may also appear as Conversations by date.  To select how you would like to group or view 
your emails, the sort options are date, from, flagged, size, subject, type, attachments and 
importance.  Once you have selected the desired viewing option, your mailbox view will 
update automatically.   

You can also change the order in which you view your emails.  Click on the Items or 
Conversations drop down list and select an option under Order.  For example, if you have 
chosen to sort your email by date, the options are Newest on top or Oldest on top.   
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However, if you have chosen to sort your emails depending on who they are from, the 
options are to start with A on top or to start with Z on top.  

If you choose to view emails as conversations, your emails will be listed and grouped 
according to the subject and sender, including any replies or forwarded emails.  To do this, 
click on the Items drop down list and click On under Conversations.  If the drop down list 
already reads as conversations then your emails will already be sorted as conversations.  
This option can be reversed at any time, by repeating the same steps and selecting off.  

 

2.4 Searching for Items in Your Mailbox (03:14-04:32) 

There are several ways to search for items in your mailbox.  If you know the particular folder 
or sub-folder that the email is in, then select that folder on the left side of the screen.  If you 
do not know its location, select Inbox on the left side of the page.   

Click on the search bar at the top of the screen and type in any identifying information, such 
as subject, recipient or any other key words.  Click the magnifying glass icon to the right of 
the search bar and a list of emails will appear.  

On the left side of the screen you can select various boxes to further refine your search, 
such as only searching the current folder, or only searching messages older than a week.  

When Entire mailbox is selected, all of your folders will be included in the search, including 
Drafts, Sent Items and Deleted Items.  Click the cross to the right of the search bar to return 
to the inbox.  


