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

G:riinLEmails in Outlook \

When your inbox is crowded with many emails, finding what
you need when you need it can be a frustrating chore.

Sorting your emails can help you save time and find the
needed emails quickly without putting a lot of effort.

Below are some easy-to-implement sorting techniques that
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can instantly organize your inbox.
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in MyLink for back issues.
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SORTING EMAILS IN OUTLOOK

Microsoft Outlook has a click-a-header sort behavior.
By clicking (left<lick) the column heading of the Inbox (or any mail folder), emails will be sorted by the data in that column.

1 Inbox | P~l3
0% 0| From Subject ¥ IRecelved Size|Categor...| ¥ IA
=4 Melody... : New remittance rates Mon 2/28/20... 17...

(4 Marione... RE: New remittance rates [Sort by: Subject Mon 2/28/20... 15...

{4 Allan Au... RE: New remittance rates Mon 2/28/20... 18...

When the column is sorted, a triangle to the right of column title will appear to indicate the type of sort.

-} Inbox | Py
0% 6| From Subject | ~ Received Size|Categor... ¥ ]‘
4 Marione... RE: [ADDI AL INFO): message taking Mon 2/14/20... 37...
i Marione... [ADDITIONAL INFO): message taking Mon 2/14/20... 27..

NOTE: An up triangle indicates an ascending sort.
Click again the column to change the sorting order.

In case you need more than one column for sorting, Outlook allows you to use multiple column headers.

First, click the primary column heading and then select another field by pressing Shift key (hold down) and clicking (leftclick) the
column heading.

[ 5+
Received Si.4| Categories ¥
G: DONE] CRF{UAT): 2011C... Fn 2/11/, :25 PM ed Categ...
) @ IT Process and... [TESTING PASSED] CRF[UAT): 2011CRF_COR... Thu 2/10/2011 7:42 PM .. @ Red Categ...

S

S
QJ @ IT Process and... [FOR TESTING) CRF[UAT]): 2011CRF_CORO11... Thu 2/10/2011 6:33 PM 4. Q Red Categ...
) @ IT Process and... [FOR TESTING] CRF[UAT]: 2011CRF_COR020... Wed 2/9/2011 10:52 AM  6... Q Red Categ...

Subject &
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NOTE: You can use up to four columns.

You can sort your emails by:
From column - sorting is based on the email sender

L Inbox

2% |0 From  «|Subject | Received | size| catego... |¥

=) From: Ace Benedict A. Balboa (1 item)
(=4 AceBen.. RE:Kalayaan HO under Gen Set Power Mon 3/7/201... 28...

&) From: Adrian D. Bautista (1 item)

@ From: Aileen A. Villanueva (6 items)

Subject column- sorting is based on the email subject

L Inbox [ P~y

8 L% O|0From  |Subject o | Received | Size|Catego... | ¥ I -

# Subject: (none) (72 items)

(#) Subject: (1) CPU for Mr Ramon Gonzalez (CLIS) TNO 33433 (1 item)

#) Subject: (Reiteration) SMS Exercise (1 item)

L Inbox l P~y

Received column - sorting is based on the date when the email was received

4% )@ From | Subject |Received v |Size|Catego...|¥ ]‘

# Date: Today

) Date: Yesterday

) Date: Last Week

If your sort requires other fields not found in the Information Viewer screen, you can add a field and use it to sort your emails.
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To add another field, rightclick any column heading then select Field Chooser from menu prompt.

Subject

- RE: [APPROVEL :

. RE: [APPROVEL *
[FOR TESTING)| =

T2011CRF_WEB(
UAT deploymer

[SC Checked. I
Prod-out of El[‘lp

[EXECUTED] 201
[FOR SERVICIN(
Resending: [FC

b
Received .
Arrange By »

) Sort Ascending =
Sort Desgending i
Group By This Field 11
Group By Box 11
Remove This Column 011
Field Chooser ::
Best Fit 011
Format Columns... 2011
Customize Current View... .o:i

[FOR SERVICIN Gymerarpummeye

From the Field Chooser window, drag one of the headings up to the top of your Information Viewer.

o,
$Z5[D)8|From  « |Subject || Frequently-used fields v peeiv
= Sensitivity :ntatid Folow Up Flog = ed 1,
& From: Dahlia L. Abunda {1 j IMAP Status
3 DahliaL... FW:S n Idea Alf Message )
{4 DahliaL... FW: Memo Mr. v{| Originator Delivery Requested e 3/1
= DahliaL.... FW: Memo froNg&lr. Vi Read pn2
! & DahlialL .. FW:4Carat Card RSS Feed pn 2,
(=4 @ Dahlia L, ... FW: 2011 CLIENT SE! 1‘@ u 2/,
(% Dahlial... RESIGTownHallMe] BT~ fd2
(2 DahliaL... RE ICTCallTree Start Date ko2
(% © Dahlia L. ... ICT Call Tree Task Subject ed 2,
(3 DahliaL... FW: Memo from Mr. v{ 10 ed 2,
(-g © Dahlia L. ... FW: Payroll Notice on ¥ ed 2,
(-4 Dahlial... Document e 2/1
(-4 Dahlial.... RE: QAfeedback - Fol[SWUP Tu 1/

L Inbox | D]y
4L [ | From [Sen;itivity - ]_Subjm |Received  |s...|categ...|¥ ]A
f% RonelN... Normal RE: WMS - QA Results Thu1iAalf. 1.
LS _9 Marione... Normal ICT Process Team meeting Tue 1/4/20... 2...
(=1 Marione.. Normal RE: FS Wed 1/5/2... 2...
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To remove a field, rightclick the selected column heading and choose Remove This Column.

~e ==
4 From a T Subisct 1
Aleida T. M... I¢ Arrange By YA E... 1
AleidaT.M... 1¢ 3]  Sort Ascending Upda... 1
JAlIdaT. M. X% | sort Descending peacti... P
@ Aleida T, M... I¢ Z4KR., P
=, Group By This Field

@ AleidaT. M... I¢ Upd... ?
Aleida T. M. I —_Group By Box ILGC ... P
Aleida T. M... lc[ Remove This Column DD} E... P
AleidaT. M... It 3-] Field Chooser dific... b

@ Aleida T. M... I¢ Data ... |

Best Fit

AleidaT. M... I¢ RFIPR... |
Aleida T, M... I¢ Format Columns... Man... |
Aleida T. M... I¢ Customize Current View.,, Upd... |

I

Aleida T. M... ICTPI RETTAPPROVEDTCRFIPRODT Main...

When emails are already sorted, you can instantly search an item by typing a letter or a phrase.
Upon typing, Outlook will automatically go through emails and display the item(s) that matches your input.
To try this, sort your emails by SENDER (From column), then press any letter from the keyboard repeatedly (say letter A). Notice
that outlook goes through all the senders whose name starts with the letter you have chosen.
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