Assistance and Service Center (ASC) Help Desk Fax # 410-706-4191
Center for Information Technology Services (CITS) help@umaryland.edu
University of Maryland, Baltimore www.umaryland.edu/helpdesk
601 West Lombard Street, Room #LL06

Baltimore, MD 21201

410-706-HELP (4357) April 2009

Sorting Emalls in Outlook 2003 or Outlook 2007

If you are searching for specific emails, it can be helpful to sort emails by certain criteria such as the sender, date,
and email size.

Sorting Email using the “View” Menu
1. Select the email folder containing the emails you are trying to sort.
2. Click on “View” to open the View Menu and point to the option “Arrange By".

3. Select the criteria you want to sort your emails with.
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NOTE: You may need to expand the “Arrange By” menu to access all criteria.
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Sorting Email Using Column Headers
You can also sort emails by using the column headers. If you already see the information you would
like to sort by, simply click on the column header to sort emails by that column. For example if you
wish to sort by size, click on the column header “Size”.
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The arrow next to the column header indicates whether the items are being sorted in increasing or
decreasing order.
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Adding Column Headers
If information such as “Size” is not shown, you can configure Outlook to show that information.

1. Select the email folder you need to modify
2. Click on “View” and point to the option “Arrange By".
3. Select the option “Custom”.
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4. Click on the “Fields” button.
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5. Select the information you need to be displayed from the “Available Fields” section and click
on the “Add” button to add it to the list of column headers shown in that email folder. If
necessary, the order the fields can be changed using the “Move Up” or “Move Down” buttons.

Show Fields X
Masximurn number of lines in mulki-line mode:
Select available Fields From:
|Frequentlv-used fields w |
Available Figlds: Show these fields in this order:
Add -= Importance
= Tcon
Flag Status
Contacts Attachrent
Canversation Ta
Created Mew Figld Subject
Do Mok Aukodrchive mew TR ) sent
Due By Size
Follow Up Flag
From
Message
Originator Delivery Requested
Read
Received b’
[ [0]4 ] [ Cancel

6. Click on the "OK” button to save these changes.

QUESTIONS?

If you require further assistance sorting or organizing emails, please contact the ASC Help Desk at 410-
706-HELP (8:00 a.m. - 5:00 p.m.) or send e-mail to help@umaryland.edu
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