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For more information on how to use the Desktop Searchbar, please refer to the user manual also available on our Web site at www.coveo.com/go?dest=searchbarintro. 

 

Launching a Search 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

Enter keyword. 4 

With your mouse, point to the orange line located at the top of any window. 

OR 

Use your keyboard shortcut (Windows logo key+C by default). 

Click to launch the search. 

OR 

Press ENTER from your keyboard. 

5 Click to open the list of interfaces. 2 

Click to select the desired  

search interface. 
3 

http://www.coveo.com/go?dest=searchbarintro
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The corresponding results are displayed. To export search results to a Microsoft Excel 

spreadsheet, click Do more > Export to Excel. 

 

To display items according to their date of modification, 

select Date instead of Relevance.   

The  arrow indicates that items are sorted from the 

most recent to the less recent.  

 

To refine (restrain) the search to the thread (series) of 

messages.  Filtered results are displayed in a new 

window. 

My Emails interface only. 

To view shared documents associated with the series (thread) of 

messages. 

My Emails interface only. 

To display the entire thread 

(series) of messages as a list. 

My Emails interface only. 

To open an HTML copy of the 

selected message or document.  

This speeds up document 

access and reading. 

Link will appear as Cached 

instead of Quick View when the 

original type of the document is 

HTML.   

To view a summary of the message or document, the associated keywords, 

and its properties such as the document type and size. 

To open an HTML copy of the associated message or 

attached document. 

My Emails interface only.  

Available search interfaces. 

Interfaces will vary depending on 

your product (Expresso or CES) 

and on configuration defined by 

your system administrator  

(CES only). 
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To view all messages that have been 

exchanged with the person. Messages are 

sorted from the more recent to the less 

recent.  

People interface only. 

To view all meetings that you had with the person. Meetings 

are sorted from the more recent to the less recent.  

People interface only. 

To open the parent folder (folder 

containing the document).   

My Files interface only. 

To rate the element (1 to 3 stars). 

Grey stars show collaborative rating (based on rating of many people); 

yellow stars show your personal rating.  

You can remove your personal rating by right-clicking the yellow stars. 

My Files, People and Intranet interfaces only. 
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Refining the Results 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

To display only the results associated with a particular item from one of the facets, click the item (not the    ). 

If you want to exclude an item from the search results, click the corresponding    . 

If you want to clear the selection or exclusions that have been made to a specific facet, click the         icon. 

Clearing selections or exclusions will not delete any document or item. 

Facets 

To shorten the list of items of the corresponding facet 

Excluded items appear as strikethrough 

Currently selected item  

appears in bold 

To display a more complete list of items for 

 the corresponding facet 
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Building a Filter with Multiple Criteria 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the  icon next to the facet containing the criteria that you want to use to restrict 

your search. 
1 

2 
Click to select each item that  

you want to use. Only results corresponding to one of 

these items will be displayed. 

To quickly find a specific 

item from the Available 

list. Application 

automatically adjusts the 

list as you type. 

To empty the Restrict To list. 

Click to confirm your changes. 3 
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