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i Creating a Folder

1. Click on the Manage Folders option under the Folder List in the
Navigation Pane.
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2. To create a subfolder within an existing folder, select the existing
folder from the “Create folder in:” drop-down list, type in a name for
the new folder, then click on the Create button.
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3. To create a new folder that is a main folder within the mailbox,
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ide Renaming a Folder

You can rename a folder from within the Manage Folders window. To
do so, select the existing name from the “Current name:" drop-down
list, type in the desired new name for the folder, then click on the
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F Moving a Folder

1. Click on the Manage Folders option in the Navigation Pane.
2. Select the folder to move

from the Folder to move
drop-down list.

Choose folder to move
Current dasses

.. Section 2
Deleted Items
Drafts

Inbox

Junk E-mail
Outbox

.« New folder
RSS Feeds

. Test

Section 1

Sent Items

. test folder

. . Test folder 2
Sync Issues

. Conflicts

. Local Failures
. Server Failures

. Select the desired new

location from the New prrent o
. . « o IR
location drop-down list. """ L=
To move the folder so that . prafis
itis not a subfolder, click - Inbox
on the mailbox name - Junk E-mail
X ’ . Qutbox

which should appear at

+ + « New folder
the top of the drop-down - RS5 Feeds
list.

est Account
. Current classes

% Accessing Subfolders

1. To access emails stored within a Deleted Ttems
subfolder, you must first select 3 prafes 7]
the subfolder from the drop- [ Inbox (7)
down list that appears in the I
Navigation Pane.

2. Select the subfolder from the
drop-down list, and click on the |
green arrow button.
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X Deleting a Folder

To delete a folder from your folder list, select on the folder from the




