Organizing Your Email (Outlook 2003/2007)

You can ‘sort’ your email into folders.
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Create your folder. Be sure to indicate where you want the folder. Warning

sub-folders within folders.

: You can create

Create New Folder x|
Folder Name
Foldet conkains:
Mail and Post Ikems j

Select where to place the Folder:

[ Acckln
[ Acck20
| Calendar
8= Contacts
& Deleted Items

L7 Drafts

£ General want the folder.

L Inbox (g)

éﬂ Journal

[T2 1ink Farnail ;I
’TI Cancel |

= E’:’,ﬁ Mailbox - Wetter, Sherry

| v

AN

Select where you




Generally, you may want to create folders within your Mailbox.

Once you have created your folder(s), you can move the emails by:
1 — dragging the email to the appropriate folder

or

2 — use the Move button
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