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Show Emails as Conversations 
Follow this tutorial to Show Emails as Conversations in Outlook. 

 

Outlook 
Open Outlook 

 
1. Select an Outlook Folder 

 
(You will see emails involved in a email thread displaying separately) 

 
2. Select the View tab 

 
3. Checkmark Show as Conversations 

 
4. From the popup select This Folder or All Mailboxes 
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5. Emails will now display with a dropdown if apart of a conversation 

 
(Expand the dropdown arrow to see all the emails sent and received in the conversation) 

 
 

6. From the View tab select Conversation Settings  

(Multiple Setting options are available) 

 
 

If you uncheck Show Senders Above the Subject  

 
 

The Email Subject displays instead of the Senders Name 
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If you checkmark Always Expand Selected Conversation 

 
 

The Email Conversation will display as expanded by default 

 
 

If you checkmark Use Classic Indented View 

 
 

The emails will be indented and two clicks are required to fully expand the conversation 
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