How to find tasks:

1.  Click on the tasks folder
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2.  Click on tools and scroll down to advanced find.

3.  Click on advanced find.
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4.  Click on the arrow in the box next to “look for”.  Scroll down to tasks, for example.
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5.  Click on the box next to “search for the word”, and type in the word you are searching for

[image: image4.png]Hle Edt Vew Iods tep

Look for: [essages.

==

‘Search for the word(s):

==

[Subject fiid oy

[fre oy person on the Toline

oryime

Deleted Items

From:  Megan Coatiey [mcoatiey @earthink.net] To:  eOhelt@umich.ed; aSbetz@umich.ecu; liphasis @yahoo.com;
‘S8rae@umich.edu; maria.baerkicher @mich.edu

‘Subject: Important New PPPer's nfo c
Attachments: B]cas Contract.00C (30 KB); (EIew PP Quizzes.zp (15 K8); (L e's PoP Springds.zp (48 K8)

5 alsc dus WEDNESDAY. The PEP manual explains how this should be filled out. a

For those compleing hours at Croyden, I'm avtaching my presencation as a template. You
snould add graphs of your client's best or worst procedures To yours each week Too.

|Thanks and sorry for the info overload! Email or call me with questions/concerns i)
pieg

dFind




6.  Click on the arrow in the box next to “in” and scroll down to the area you would like to search
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7.  If you click on the box labeled “from”, it brings up your address book.  Double click on the contacts you are searching for, then click ok.  You can do the same thing for “sent to”.

[image: image6.png]B Edt

Ve Toos telp

==

[fre oy person on the Toline

yime

Deleted Items

From:  Megan Coatiey [mcoatiey @earthink.net]
‘S8rae@umich.edu; maria.baerkicher @mich.edu
‘Subject: Important New PPPer's nfo c

Attachments: B]cas Contract.00C (30 KB); (EIew PP Quizzes.zp (15 K8); (L e's PoP Springds.zp (48 K8)

To:  eOhelt@umich.ed; aSbetz@umich.ecu; liphasis @yahoo.com;

5 alsc dus WEDNESDAY. The PEP manual explains how this should be filled out.

For those completing hours at Croyden, I'm avtaching my presencation as a template.
snould add graphs of your client's best or worst procedures To yours each week Too.

|Thanks and sorry for the info overload! Email or call me with questions/concerns i)
pieg

You

dFind

:00





[image: image7.png]] Inbox - Microsoft Outlook

Jason Otio
Jennifer Ramer
Jenny Skundrich
Kencra Priest
Ky Kennedy
Koj Takeshima
Lsa Bel

Tasks From:  Megan Coatey [ncostey@earthinkned] To:  ebhelt@mich.ecu; aSbetz@mich edu; liphass €yahoo.com;
S8rae @mich.edu; maria baerkrchér @nmich,ecl
@ ‘Subject: Important New PPPer's Info e
Attachments: B]cas Contract.00C (30 k8); I New PP Quizzes.zp (15K8); I Meg's PP Springd 4.z (48 K6)
Notes
[Cs aloo due WEDNESDAY. The PEP manual explains how chis should be filled ouc. A
Deleted tems should add grapns of your client's best or worst procedures to yours each week too.
[Thanks and sorsy for the info cverload! Email or call me with questions/concesns i)
reg
My Shorteuts El
v
Other shortauts || ¢ o 3 =

Fiter opled [2Tiems
stat  [@m 4





8.  Click on the arrow in the box next to “time” and scroll down to what you are searching for.
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9.  Click on the browse button and choose the folders you would like to search.  To add a checkmark, click on the empty box next to the folder you would like to choose.  To remove a checkmark, simply click on the checkmark once.
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10.  To show more folders, click on the + sign.  To remove the folders, click on the – sign.
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11.  Click on the “more choices” tab
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12.  Click on the categories button, then click on the categories you would like to search for.  Click ok.  Or, click in the box next to categories and type in the category you are searching for.  
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13.  To narrow your search, put a checkmark in the box next to ‘only items that are,’ then click on the arrow in the box on the right and scroll down to what you are looking for.  Do the same for ‘only items with,’ and ‘whose importance is.’
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14.  Click find now.
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