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Open the Inbox

Inbox - crobbins@waorldclasscad.com - Microsoft Qutlook
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Making a Folder in the Inbox

With the Outlook
inbox open, we right
click on the Inbox
and then New Folder
on the popup menu.
The Create New
Folder window will
appear. We type the
new folder’s name
such as Instructors
and keep the
container type for
mail and post items.
We choose the OK
button.
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Move the Emails to the New Folder

Double click on the
heading called From
and the emails will
categorize from the
sender instead of by
date. Left click in the
blue area and drag
the mail to the Adobe
folder. Let up the left
mouse button and
email messages will

move to the Adobe
folder.

ol s = Inbox - crobbins@worldclasscad.com - Microsoft Outlook =L u
Home Send / Receive Folder View [~ 0
.] = % x _3 LinkedIn __3 Moaove = = Unread/Read |Finda Contact ~ -4 #
% __n
= = o 5_‘} Rules = 'j; Categorize = [&l Address Book =
New New Delete N B . . _ Send/Receive Run AVG
E-mail ltems~ @57 kg Forward = 2 Team E-mail v | S onenote | ¥ Followup~ | 7 Filter E-mail ~ | "l Flders | User Interface
New Delete Respond Quick Steps Move Tags Find Send/Receive AVG
» Favorites <
Search Inbox (Ctrl<E) Pl s Ways ~ <
4 crobbins@worldclasscad.com Arrange By: From Aontop to Get W e
1 . =
4[] Inbox Edutopia Ne| &
@ CareerCollege 4 Adobe Systems Incorporated o 5
B If there are &
|1 Edutopia | Adobe Systems Incorporated Wed 8/28 problems S
[ Ezine News and Events for Educators with how e
this message | 9@
3 Instructors -]
£3 Linkedin 4 Autodesk Education Community Wed 9/4/1 | F
bbi El
3 Student 4 Autodesk Education Community Tue 8/27 cobbins@ &
3 Wondershare [Post-secondary Educators) Back to school with tools from Autodesk = i
L?| Drafts = 3
LJ Sent [tems 4 ¢crobb5%@aol.com Do things
@ Deleted [tems -~ crobb5%@aol.com Fri 8/30 ‘?’
. Vet Tech Mathematics Righi 7
g Junk E-mail Iz' i E
. -
) e 4 Edutopia News SEP 4, =
LES) RSS Feeds : o
‘ : . a
[0 Search Folders 4 Edutopia Mews . Wed 2:32 PM S
5 Ways to Get Students to Listen
» bradfordschoolcolumbus.edu . Edutopia News Wed 8/28 Engal
Making Friends with Failure
Mail 4 EzineArticles.com Newsletter
b= X . |Z| Righl
] EzingArticles.com Mewsletter Wed 11:32 AM ——hee
] Calendar [Ezinefrticles] Networking Tips: Stay Connected to the Right Crowd Part Il
&=| contacts 4 Solid Edge -- Siemens PLM Software . Fllnrmr:r b
7] Tasis "4 Solid Edge - Siemens PLM Software 11:24 AM
Solid Edge CAD offers end September 23
ge C f © s. -
wl O3 08 -
items: 7 | | m B 1008 (=) W ()




Viewing the Contents of the New Folder

We can then click on
each particular folder
under the Inbox and
see all of our email
messages from that
organization.
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Fold

We can organize all
the mail messages in
the Inbox, so we can
locate  our  mail
quickly.

ers for All Messages
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Exercise

Create logical folders that will organize
your emails. For LAN Managers, we could
have emails by project name, LANs that
we are responsible for maintaining, for
customers, vendors, and internal
corporation messages.




