Organizing Your Email 
 

Viewing Your Default E-mail Folders:  Outlook has some folders automatically created for you.     To view these:
 

         On the left side “Inbox” column, click on the yellow icon “One Up”  folder with arrow.  
         Here you can find “Sent Items” “Deleted Items” Folder and more. 
         After viewing folders, return to the Inbox by clicking on the word “Inbox” located in the gray left column of your screen. 
 

Creating, Deleting, Moving, or Copying Email to a Folder
You can organize your messages into file system, and continue to adjust it as your needs change. For example, you can have a folder called “My Team” with subfolders for each person. 
· To CREATE a new folder, click Create a new folder, type a name for the new folder. Click OK. 
· To DELETE a folder, open the folder and then click Delete the current folder .   
· To save an email you received to a folder you created: 

· Open the email you want to save.  
· Click the Move/Copy to folder icon . 

· Click where your folder is located (Usually in the Inbox). 

Click Move or Copy (whichever you want to do).
