Objective
This document provides instructions on how to use folders in Outlook 2013 (after your LAUSD mailbox has
migrated to Office 365).

Part 1 - The Folder Pane
The Folder Pane appears on the left side of the Mail screen. It contains the folders of your mailbox and any
Favorites you designate.

Using Folders

1. To expand or collapse the Folder Pane, click the << or >> symbol at the top of the pane.

2. To expand or collapse folders within the Folder Pane, click the triangle icons next to the folder names.

3. To designate a folder as a Favorite, click the folder and drag it to the Favorite space at the top of the pane.
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Hello,

I'm excited to announce that Contoso is adopting Office 20

e Documents will follow you from PC to PC
e Enhanced social toals will allow you to stay engacgd
« Familiar Office applications will help ensure ease o

When you are logged into the network on your PC or table
computer. Isn't that simple?

Office 2013 Installer

The IT department used to have to0 plan extensive installat
is installed. In addition, this installation method allows you
computer as you become familiar with the new software.

Should you have any guestions, please contact support at:




Part 2 - Create a Folder
1. Select the Folder tab in the top left corner, and click the New Folder button.
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2. The Create New Folder screen appears. In the Name field, type a name for the new folder.

Create New Folder
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3. Select the parent folder, under which the new folder will reside. The default is the Inbox.
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4. Click OK.

Part 3 - Move a Message into a Folder
1. Select the Home tab in the top left corner, click the Move button, and select Other Folder.

= 7

o]

= N Inbex - julianil@lsadatrain. onrmicrosoft.com - Outlook
HOME SEMD / RECEIVE FOLDER WIENY
El ".j rlfylgnnre x :ﬂ E:/] E:,] 2 Meeting T Action Required P Move to folder =™ banager aﬂ @ E ~ 1] B | Search People
e € g ! —
- 7 Clean Up - € > Tearn Email v Done =] Reply & Delete =1 ¥ Lol [El3 address Book
Mewr  Mew Delete  Reply Reply Forward [ pqqre ~ howve Rules OneMote  Assign Unread/ Cateqorize Follow
. ore -
Ernail Ttems - S Junk~ Al e # Create Hew . Policy~ Read < - Y FilterEmai
e Delete Respond Quick 5teps [F] Inbox Find
4 Favorites Search Current Mailbo [Ctrl+E) £ | Current Mailbox ~ |<__‘2 Reply r@_ Reply &1 Ei Forward Mewssletters
Pipeline Al Unread By Date (Conversations] ©  Mewest + g Tue 5/27/2014 6:57 AM Pipeline
¥ Calendar
b Kelly Krout: Molly Clark: ... (3) 'm leff Hay
4 ju\iani@gadatra\n.onmicmgo&(om Action Required: Morthwind Traders ... 5/2712014 . Tasks
I'm also available to help out if you i Contoso is upgrai
< Inbox 15 Contacts
To Al Employees
Active Projects Renee Lo ] o Alicia Thomber
Memislett Action required an new partner acca,., 52742014 | District -
Fnisleters Hi Karen, Congratulations on your nbo
Morthwind Calendar
Pipeline JulianIsla 1] Hello,
v Introduction to Karen Berg 5/27f2014 Dan Jump
ammer Hi Alex, Twould like to introduce you I'm excited to announce that Cortd 5 Other Folder. I features, such as:
Dirafts =
SentIeems Danvid S0 o e Docurments will follow you I8 Copytof
Shift Change Request 52772014 " %
Deleted Items 1 Hi fnne, Tneed to switch shifts with o Enhanced social tools will 2 Alurays Mo essages in This Conwersation... 2ll as aur partners

and repeat steps 2-4 under Create a Folder above.

Move Itemis

Mowe the selected itermns to!

s ]
Eca
=

julianimsadatrain,
Inbox (9]

Mewsletter
Marthwind

¥ r
7 Drafts 58]
£ >entItems

= Deleted Items

E Calendar

[E5] contacts

—

1

Active Projects

Conversation Histary

onmicrosoft.com &

3

-l

3. Click OK.

Part 4 - Shortcuts for Folders
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The Move Items screen appears. Select the destination folder. To create a new folder, click the New button,

Action

Create a Folder
Move a Folder
Move a Message
Move a Message

Shortcut

Right-click the parent folder, select New Folder, and name the new folder.
Click the folder, and drag it to a new parent folder.
Click the message, and drag it to the destination folder.

Right-click the message, select Move > Other Folder, and select the
destination folder.




