Creating and using folders

1. Click File, scroll down to New, and over to Folder.
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2. In the Create New Folder dialogue box Type a name for your folder (Note: the name should be relevant to emails that a typical BATS student would need to save e.g., wire-ins, BACC, BRSS, self-management, etc.)

3. This folder will contain Mail Items
4. Select to place the folder in the inbox
5. Click OK
6. When asked if you would like a shortcut to your folder added to the Outlook Bar, click yes
7. Your folder will appear under My Shortcuts
8. Now simply click and hold on an email that you would like to move to this new folder.

9. Drag the arrow to the new folder’s icon on your Outlook Bar, and release the mouse button

10. By double-clicking on the new folder’s icon again, you can confirm that your email is now stored in the new folder

