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HOW TO USE SEARCH IN 365 
 

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

I. 365 search bar (in Home page) 

II. OneDrive 

III. Outlook  

IV. Teams 

V. Apps (Word/Excel/PowerPoint) 

Below are the guidelines for searching in these apps: 

I. 365 search bar 

 

 

 

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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II. OneDrive 
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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)  

 

 

 

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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III. 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: 

 

 

 

IV.     Teams 

 

In Teams you can search messages, files, channels, group chats, meetings and images. 
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V.     Apps (Word/Excel/PowerPoint) 

 

 

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). 


