HOW TO USE SEARCH IN 365

Searching is available in most places in 365, however the options may vary between apps:

l. 365 search bar (in Home page)

Il OneDrive

[l. Outlook

V. Teams

V. Apps (Word/Excel/PowerPoint)

Below are the guidelines for searching in these apps:

l. 365 search bar

@
[ chat -
[Q Search ]a 0 Search a
l Library N ]
i~ -
[ @ Outlook & OneDrive & Word & Excel & PowerPoint ] d
) camtasia
D “my files” b
- c
& Training Material.xdsx
® - ag
& MS Teams - How to create a meeting in Teams.docx
& -2 tes 2
On the 365 home page: \ J

a) click on the Search bar on the left hand side menu, then type a word you are certain is present in either the
name of the file, the content of the file, message, channel, app, person, link, etc. - in the Search bar

b) the most recent items display below
c) click on the arrow to scroll through suggestions / other recent items

d) if you know the app where the file/instance was created and or is located, you can click on the app - Outlook
/ OneDrive /Word / Excel / PowerPoint

This search is not case sensitive, it finds these words regardless of the order of words in the name of the file/folder
or the ending (what follows after the last letter of the last word). It searches all content.
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) restore

All Files

Sites People Mews Messages

mages  Videos  Power B a
—

All sources File type Last modified

@ SharePoint - OneDrive

leted files in 365

> finished

] Power Bl

Cc
B viva Engage o

| modified 3 days ago

d

Filas Lites People MNews

Filters

Fila typE\LaSt modified w l

[0 & rowerrcint

O & wor g"l
D ol Excel

[ & onencte

[ ® woop

B = oeor
[] =& phato
(] ® video
(] & webpage
[ O other
[] & archived
>

Deselect all

Y 365 There are several apps in 365
n..restore it to the crginal user and...

Images Yideos Power Bl

Last modified
Past 24 hours \d_:z'
Past week
Past month
Past 3 months
Past year

Qider than a year

From

| 20 Jul 2024 il I
To

I Select a date i I
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Sendfesdback & 9 D
S

1= Sort by [Relevance (default)

Relevance [default)

Date modified (newest)

Date created (newest)

Date created [oldest)

Search will show you all results with the word
selected

a) here you can narrow the search down by
categories: All / Files / People / Messages /
Images / Videos / PowerBI

b) you can sort the results by relevance, date
modified/created

c) when "All" category is selected, you can
also select sources

d) in "Files" category you can further narrow
down the search by

d1) app type
d2) Last modified
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john

f

Type Last modified
g on . -
. Johw Bwesterncare.com [] & Teams
}__1 @R Outlook
a John $westemcare com
g Al Files Sites People News Messages Images Power B
Filters [ Type Created date Created by ]
Al Files Sites People News Messages Images Videos P
, 5 — *l W Meeting "
Filters flast modified ow to delete and restore files in 365
B
- -
— feam
L] & Other I 7 May 2024 = 2 views
estore il are several locations where
can from in 365...restore any numbe.

e) people category will display any people in the organisation with the word searched for in the name

f) in "Messages" category you can further narrow down the search by Type (Teams/Outlook) and Last

modified

g) in "Images" category you can further narrow down the search Last modified

h) in "Videos" category you can further narrow down the search by Type (Meeting/Other), Created date

and Created by

OneDrive

OneDrive

All files

My files

Search results
Al files

<4 Create or upload
¥

b

My files All dates All ) & @\  Whole organization 3 = g f S

i v All date @ o te v = Llst
. Hope ame 1 C_j Modified Modife o | Locatio
B3 My files 4

How to del Last 7 days { 29, 2025 2l Vi files mtas
&2 Shared ) N

O Lloop
363"'9 Last 3 monik ) 10 z A D nished
In the last yea o w

Browse files by \—) ] @
& People In OneDrive you can use the search bar in any section 5 Markdowr

with slight variations (shown further).

) [@
H
(@

Search results

C

mmLsuub':D?

b) in "All files" drop-down you can choose between My files / All files /
Whole organisation

c) there are pre-set filters shown where you can narrow down the
search by: Dates / Libraries / Folders / Word / Excel / PowerPoint / PDF
/ Archive and More

All files My files

All dates
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d) All dates filter drop-down
e) "More" filter options drop-down
f) display filter options
g) you can also Browse files by:
* People
* Meetings
* Media
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OneDrive

— —

+ Create or upload For you
d
1 ) & Newsflash @ Training Material @ 365 - How to use search in 365
= You recently openad i % You fraquently open this B You frequantly open
B3 My files B — . Y )
28 Shared —— —|
- —

R Additext:here
§ Favon! Open & N [+ Mhathutliuhe AR SRl Open
] Recycle bi
Browse files by [ Recent & Word @ Excel @B PowerPoint = PDF = More ] b C [ Filter by name or per J
& Peo

Name Opened Owner Activity
B Meetings
_ d 365 - How to use search in 365 —
& Media - I ag
Quick access MNewsflash

@ e
-

The Home search is only different in 4 ways:

a) Document gallery shows big cards for recent documents
b) categories’ filters are reduced to apps and More filters
c) there is a person filter

d) you have more column sorting options (Name / Opened / Owner / Activity)

i I OneDrive 2 Search My files

J

() Home

82 Shared
17 Favorites
T Recydle bin

Rrraues filse b

JF Sot~» = K |;. Details

My files
. wee (E —
M ‘-l.mu-l a Modified Modified By -
C " C
. odified 4 b Moy Madified By - -
Ascending = v S
Descending AtoZ
L+ Newer to older Zto A
Column settings File size
— Filter by Filter by
ding
& Recordings Column settings Column settimgs + Descending
File size Sharing

Smaller to larger d

The My Files search is only different in the way the sorting is organised:

a) by Name options

b) Modified options

c) Modified By options
d) File Size options

e) Sorting options

f) display options
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1. Outlook

In Outlook the Search bar gives you additional option of selecting a folder to search in, and you can search by word,
or person’s name, subject or filename (attachment). When searching for a file/attachment the name will be
highlighted and file shown separately below any emails found, with options to Share/Download. You can also narrow
down the search by using one or more categories’ buttons:

a
All folders « | % Search — = |Q

= Fle Home View

D

Search in All folders
) New email
@
From
n + Favourites
Tor
S BEwesternca...
v vl Inbox ce
=1 Subject
l’i Keywords
- - -
Date Start =] End =]
Read status Al .
Attachments O
Add filters ) Im Clear filters
Add Filters X

b ™

Search scope

In Outlook clicking on the

funnel icon (a) in the search “ b) "Add filters" button allows
bar, expands the search dialog, : you to add more fields to
where you can search emails in Subject search bar in that dialog (and

All folders/Current Save or Reset them)

folder/Subfolders, From, To,
CC, Subject, Keywords, Date(s),
Read status (All/Read/Unread),
Attachment

Read status

ANachmeants

Cold@e@e@el@esCooaan
3

IV. Teams

In Teams you can search messages, files, channels, group chats, meetings and images.
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Search (Ctrl+Alt+E)
b

-]
1Ty
- Teams Q O
Unresd  Channels  Communities
~ Quick views
' (W) Discover
Drafts
& 7
@ ~ Favourites
[:l ~ Teamns and channels
w . Western Care Association a
S
dll General 20122022

In Teams you can either:

a) select the channel to search in first
or

b) by clicking into the Search bar on the
top select "Channels" and then pick a
channel to search that way

Not picking a particular channel will
search all channels you are a member of

2, Look for people, messages, files and more

Files Charnels

Group chats Meetings

Messages Images

&l Find i this channel (Ctrl+F)

You can also click on "Find in this
channel” option below the categories,
which opens a right-hand side dialog
with options to select:

* Messages (Messages/Files)

* Date(s) and ranges

* From

* Attachment

* @ mention
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. General Posts “hared

2 Look for people, messages, files and more

Messages Files Channels Group chats Meetings Images
81 Find in this channel (Ctr+F)™"
People
™ AR AM PF DR BG -
Suggestions

u_‘l' sdsx
| Created b

1 M5 Teams - How to create a meeting in Teamns.doo:
B= Created by

17 Meeting Title
ML Friday 10830 - 11:00 | You invited 365Test +1 others

Find in channel X

Enter a search keyword.., Q

a=p o

« B Messages

[ Files

Fram ~ Fal @

g

Search in this channel

Fird messages, files, and URLs shared
in this channel
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o

é' sensitivity W
Messages Files Chaanels Group chats Meetings Images —
C ( Al ) Messages Files People Channels Group chats Meetings +2
u:‘ 365 - How to apply sensitivity labels.docx g o
B=| 1T Team > Training iy Peviioiiic Date ~ g Images
[ = C i
-‘B 3_6;;*4}0;: :«::ppty sensitivity |zbels pdf el ommunities
2" 365 - How to apply sensitivity |absis.docx b Toddy
=) Crested b — Yesterday
[ Press  Enter to view all results ] This week
This month
In ~ Person v Drate From
"| \d_, Monday 29 June 2026 8 com/en-us/purview/sensitivity-
To
| @ Teams Training Monday 20 July 2026 o)
More messages
| @ Teams training m
People
. Online training with No nna b the name of ‘sensitivity’ was found
I'f':rng https//support.microsoft. com/en-us/topic/microsoft-copilot-video-tutorials-25a1b328-79be
- 468a-3f96-11894652bcf6
Person ~ Dat= -
In With 365Test X Date « Clear all
£ LN
a) when you enter a search word in the search bar it displays a short list of results
@ with . o " .
s W gerson first, giving you an option at the bottom to press Enter to view expanded results
O From b) when you press Enter
Shows result: o .
c) you will see expanded categories as well
d) you can further narrow down the search by typing a channel name in "In" filter

e) by typing the name of the person in "Person" filter, which then

f) puts the person as a separate removable filter on filter pane

g) you can further narrow down the search by selecting a date(s) or range of
dates in "Date" filter

1 isMessages video

"Messages" category can be filtered by:

All Files People Channels Group chats Meetings * Tvpe (Chatf(:hannell
[ * In (Group chats/Teams/Channels)
T-;-:Je w Iny Person ~ Date ~ Mor More filters o * Person (W|thfFrom}
z:l | 0 emewonsme [ Has atachment * Date (date(s) or range)
- 0] toce spps & bots * More (@mentions me/has attachment/hide apps&bots)
L isFiles wideo x
All Messages Channels Group chats Meetings +2
I Fle Type ~___In - ] "Files" category can be filtered by:
. Excel * File Type (apps)
@ Images - * In (Group chats/Teams/Channels)
&' Loop b oy 1 Moy * Person (With/From)
jozte Video Impressed with the video . the images are very good and the use of arrows and *
1] OneNote p with clarity. Points to notez Our priofity is for staff Date (date(S] or range]
& FOF Display options are: Grid/List
o PowerPoint Pazsport Video Guidelines And Style Concepts.docx
Text fle 1
Word Pazzport Training Video — Best Practice Guidelines & Creative Concepts Purpose of the
= VVer this video is to help staff understand: What a Communication
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L wideo is:Group chats X ||Pe°p|e , channels“ and uCommunltiesu
categories do not have any filters

roup chats )

Al

Messages Files People Channels Meetings +2

"Group chats" category can he filtered hy:

Fitter by person L video isMeatings x * Person (With/From)
N
Al Messages Files People Channels Group chats Meetings | | +2
"Meetings" category can be filtered by:
-\::d';a el feson Dareg * Person (With/From)
Filter by person * Date (date(s) or range)
) Chat -
@ With
Shows all results related to a person
O From
Shows results sent by a person
& Chat
video ismages ¢
"Images" category can be filtered by:
All Messages Files Paople Channels Group chats +2
Inv  Person~  Date J * In (Group chats/Teams/Channels)
* Person (With/From)
* Date (date(s) or range)
DS | DS
OneDriveBusiness VR RETIC AT Shareboint « calsEOOd kqu2uEOCneH. OreDriveBusines WEELETCET
V. Apps (Word/Excel/PowerPoint)
Oy Word [ Search for files . ] i ?

Welcome, ! —

Jump back in

AN DO A BRI D
You last opened this just now

365 - How to use search in 365

G Open in Word

Create with templates

L Recommaendad } Vs Invoicas Papars and Reports Flyars Maating Nates Lattars
MEELA MOHAY ) ——— -
WAl CARTER ﬂ!lﬁnmgfn Toastal Parms —— Batel

Word is the only app you have a search bar in (on the top). Additionally, you can search templates (this is also
possible in Excel and PowerPoint).
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