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Creating E-mail Folders

Are you a saver of old e-mail messages? Do you ever have to look back through a

bunch of old messages to find that one you got about a particular topic 6 months ago?
Well, there is a solution for you. If you can’t stand to delete old messages, then create
some folders to organize them!
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1. Log into Open WebMail and click on the e g
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2. In the box labeled Folder Name, you O e R

need type a name for your folder. So, let’s
say you want to keep all the messages from

Folder Name (48 characters)  New Mesg Size Action

Joan Keller in their own folder. Let's name ——% ™"
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“® ” H Inbox ey 3 3 89KB MakRead | Checkindes | Relndex | Delete |
the folder “Joan Keller,” then! After that, click e T
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3. Now, whenever you're done reading a &l al ks n) Sl LSRR 8L S,
message from Joan Keller, you can Move it R
to your “Joan Keller” folder. T
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4. Then, down the road, if you need to find a X I—

old message from Joan Keller, you can look—
in your “Joan Keller” folder, and you won’t
have as many messages to look through.
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