How to add a search folder?

1. Right-Click on the search

= & search Folders

i~ studentlO5

A PP S 1,1 1

5 Open

L For Fo
o Large Open in New Window

2 Unred 3 Customize this Search Folder

2. New Search Folder

,,,,, 4 Delete "Director”
] Mail ae  Rename "Director”...
L New Search Folder...

ﬁ Calendar
Add to Favorite Folders

Organizing Mail

Categorized mail
Large mail i
Old mail | |

Mail with attachments

3. Create a Custom search folder
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§ Name: | Director]

|| Select "Criteria" to specify what items this Search
Folder contains.
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Mail from these folders will be included in this Search Folder:
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— 7. Choose subject field only

Search for the word(s): |Director

In: |subject field onl

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



