MS Outlook: Saving Messages in Your Personal Folders
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B8] erconal Folders in the ITL at lunch. The association will provide hamburgers and wursts, condiments,

sening products (plates, etc), and drinks. We are asking everyone to bring one of the
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Make sure you can see your ‘Folder List’


· If you cannot see your Folder List, click on the View menu item and select ‘Folder List.’

· If you can see your folder list, but you cannot see ‘Personal Folders’ on the left (like in the picture below) contact your ET to learn how to set it up.  


· Click and hold on a message on the right and drag and drop it to ‘Personal Folders.’  The message is now saved inside a special file in your H:\drive.   

