How to Create Folders in Microsoft Outlook
First, Log in to Microsoft Outlook.

Right Click on Inbox and Click on New Folder.
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Now, click the box to the left of your Inbox. You can now see your new folder.

M ail Folelers o

O All Mail tems

| E_;r Mailbax - Example lam 4
3 fa) Deleted ltems

Lg# Dirafts
Click on this box. 2l U Inbox (1)
‘I'\%_] MWF CLasses New Folder

g Junk E-mail 2]
[ Outbox
Lg) RS5 Feeds
=1 Sent [tems
H L0 Seaich Falders

-

To put e-mail messages in this folder, simply click on the desired e-mail and drag it to the folder. The e-mail
message will stay there until you delete it or move it to another location. To open the folder, simply double
click on it and the contents of the folder will show to your right.

You have successfully completed this tutorial.

Questions? Call 870-460-1820



