
How to add a search folder? 

 

 

 

  

 

Any email that has the word Director in the subject will be available in the search folder. 

1. Right-Click on the search 

folder 

 

2. New Search Folder 

 

3. Create a Custom search folder 

5. Choose Criteria 

search folder 

6. Type in: Director 

7. Choose subject field only 

4. Name: Director 


