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3. Name the Folder and indicate where
to place the folder (typically at the

inbox location) Falder contains:

IMaiI and Post Items j
4. Your new folder will be added to
the INBOX tree. Select where to place the Folder:
-4 Deleted Items ;I
5. To CREATE A RULE — Click your | Drafts 3
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6. Select to create a new rule ] -3 Outhox
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Move new messages Fram sormeans

Motify me when imparkant messages arrive i Ik I Zancel

Move messages based on content

7. Select the rules, filling in the specific folders and persons you wish the rule to apply
to. Have rules point to folders you have created to help sort your mail.
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Creating a Distribution List

1. Begin in EMAIL mode - selecting NEW — Distribution List
& % % | GoReply !

_-;3 Mail Message Chel+M

7=] Contact Ctrl+Shifk+C

£ Distribution List  Chr4-Shift+L
bt

2. Give your list an name

%2 Uintitled - Distribution List

File Edt ‘Yew Insert  Tools  Actions  Help
[HsaveandClose & 3§ Bz L " —'-é L SR @,
Members I Mokes I
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Select Members. .. | Add Mew. .. | Remove

[ O Mame /- E-mail

3. Then Select your members from your Contact list

4. You can always add someone new that you may not have on your contact
list. Remember that OUTLOOK likes to put contacts that have FAX numbers
on your address book list — so be sure that you select contacts with email
addresses.

dd New. . x

Show Marmes fram the:

5. Double click your members to the right T
side panel, then Click OK... You have | '

Add ta distribution list:

then created a distribution list which will =
also appear in this contact list next time | Hae _ Members > | ~
you wish to send an emaill %ﬂ
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