Adding Folder
Folders provide a way to organize email messages, calendars, contacts, and tasks in Outlook. To add a folder to the folder pane, do the following:
1. In the left pane of Mail, Contacts, Tasks, or Calendar, right-click where you want to add the folder, and then click New Folder.
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[bookmark: _GoBack]Note:  When in Calendar, the New Folder command is replaced with New Calendar.
1. In the Name box, enter a name for the folder, and press Enter.



image1.png
nbox 9396
Drafts[5] | T8 Open in New Window
]

Senttems 1. [ New Folder 1<
Deleted Items /' Rename Folder
Clutter & Copy Folder
Conversation| '+ Move Folder

Junk Email | ¥ Delete Folder

NewsFeed (3 Mark All as Read
b Outbox[3] | %% Clean Up Folder
RSS Subscript (5 Delete All
b Search Folder| 9 Show in Favorites
4] Sortsubfolders AtoZ
v online archi ...
v Move Down

1 sharepoint |
P Properties...





