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

 

Searching Information Related to a Specific E-mail Message 

  

 Click the desired message. 

http://www.coveo.com/go?dest=outlooksidebarintro
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The Outlook Sidebar automatically displays all the available information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To display an overview of the contents of any message that has been found, simply point on the line corresponding to that message. 

Information on the sender 

Yellow highlight identifies both  

the sender and the selected message 

Blue highlight identifies both the sender and the 

message for which an overview is displayed 

Date at which the more recent message of the thread 

(series) has been sent 

Overview 

To retrieve more information on the sender  

(when available) 

All messages that have been exchanged with the 

sender. Messages are sorted from the more recent to 

the less recent. 

Number of messages and number of shared documents 

in the thread (series) of messages 

If you want to view all the related messages (original message and all the replies) click the      button preceding the title of the message.  

When you expand one of the results, the attachments that are related to this thread (series) of messages are also displayed. 

If you want to view all the documents that have been shared with the sender of the message, click the Attachments tab. 
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Searching Information Using Criteria 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 
Enter the desired expression. 

Click to select the interface on which  

you want to base your search. 1 

Click to launch the search. 

OR 

Press ENTER on your keyboard. 

3 
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The results corresponding to the search criteria are displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To view more contacts entries  

(Email and People interfaces only) 

Keywords are highlighted in yellow. 

To navigate through pages of 

results (when applicable). 
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Refining the Results 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

Facets 

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. 

Currently selected item appears in bold 

To shorten the list of items of the corresponding facet 

To return to the original results without applying any filter 

Excluded items appear as strikethrough 

To display a more complete list of items for the  

corresponding facet 
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