How to create Folders in Outlook Web Access

1. Login to your email account through your web browser.
2. Select any email message
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3. Select “Move to Folder...” under the Move menu.
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4. Select your name at the top of the list.
5. Click on “Create New Folder...”
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6. Type in a name for the new folder.
Outlook Web App sign out | Linda J Magellan -
Mail > Inbox 76 ltems P& Find Someone Options - @ -
Favorites New - Delete ~ Move~ Filter - View - L Vicky L Trent Will we have access to the distri... 2:13PM
4 Linda J Magellan Search Entire Mailbox | Move to Folder X Hi, Thought you might wantt... 0 2:04 PM
(3} nbox (1)

Conversations |

[Z) Drafts1[1] 4 [F LindaJ Magellan

?Semnems D-[;jd:qywbuuhbilﬁh“ % ;a:en;correspondence| Type a name for
3 Deleted items (1) Vicky L Trent; Linda J Ma il SRR
: o o the folder
L@ Junk E-mail 5] @ Deleted items (1)
I?J Notes [} Drafts1 1)
> [§) RSSFeeds (3 Inbox (1)
@ Junk E-mail (5]
la] Notes
> [f) RSS Feeds
[3 Sentitems
> C@ Synclssues
42 Tasks
4 3 Public Folders %
> L3 EUSD v
=0 Mail
Calendar —
83 contacts
{ZI Tasks

»(

§ Public Folders




7. Close the Dialog box.
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8. New folder appears in the left menu.
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