How do | create folders in my Outlook mailbox?

1. Right-click on your Mailbox
2. Select New Folder... from the pop-up menu

Outlook Today - Microseft Outlook

i Fle Edt Yew Go Tooks Adions Help

iadNew = | o | SendReceive - | BoFind | (W) Type ¢
Folder List

Open
Open in Mew Window
Serd Lind: to This Fodder

Rename “Mailbox - Rhoda Dendron”,.,,

Add bo Favorite Folders
Process Al Marked Headers

3. Inthe Name: space enter a name for the folder

4. Inthe Folder contains: space select Mail and Post Items

5. Inthe Select where to place this folder: click on Mailbox — [your name] if you want the
a. folder to appear alphabetically with your other folders
b. One of the other folders if you want it to appear as a sub-folder of that folder
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6. Click OK



