MS Outlook: Saving Messages in Your Personal Folders

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 | PreviewPane
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.

2= Inbox - Microsoft Dutlook Hi=] B3

Eile Edt ¥iew Go Tools Actiops Help

- | & | [y X | 4 Reply €8 Reply o Al 8 Forward | ‘ %Send and Receive | &)F\_ﬂd 4 Crganige | E' Q iy
o @vﬂ‘,ﬁ@|n|@‘Messages -E@%ﬂ
Inbox
x| 4] %] g]From | Subject |Received T [ﬁ

> Outlook. Today - [Mailbox - Whitehurst, | (5] Tarnowski, Len RE: Outlook account Fri 6/8/2001 1:50 PM

Hurst, Kira RE: Pictures Fri 6/812001 1:03 PM
Milsson, Betty Clearing of "stuff" on computer  Fri 6/8/2001 11:46 AM

G
(2

: i Chubh, Wes
@1 Inbox @ Karlesses, Susan  videotape Fri 6/8/2001 9:45 AM
98 Infected ) Tarnowski, Len Py SPORTS STARTING DATES  Fri 6/8(2001 9:39 AM |
Qﬁ Journal
- Notes From: Mohr, Pegay To: #SHAPE E3 Mailing List; #5HAPE HS Mailing List
@5 Outbow Subject: FEA picnic for August  Ce:
-3 Sentltems Hello, All - =

LT Tacks Wene wen lneal auneitin haard et saetardau sftrmaan and we keue daeidad

View Go Tools Ackions Help

Current Yiew 3

Cutlook Bar

‘) Foldes

%1 AuboPreview
Expand)Eel apse Groups, *

= Inbo osoft Dutloo N =] S
File Edit Yiew Go Tools Acktions Help
- | & | & ™ | 9 Rerly $EaRenly to Al G Forward | | 'Z send and Receive | EoFind % Organize | ) O oy
D] - > [BER] o |5 |vessars Baal
Inbox 5]
Falder List x||t] 1w [@]From | Subject |Recsived  © -
H--@' Outlook Today - [Mailbox - Whitehurst, Tarnowski, Len RE: Outlook account Fri 6/&/2001 1;50 PM —
----- % Calendar ) Hurst, Kira RE: Pictures Fri 6/8{2001 1:03 PM
""" 2 Contacts 9 % Milsson, Betby Cleating of "stuff" on computer  Fri 6/8/2001 11:46 AM
""" (@ Deleted Items (2] o . Peay ar August i 01 11:10 AM
""" <& Drafts [5) [ Chubh, Wies RE: additional software Fri 6/8/2001 10:09 &M
- Inbox ) Katlesses, Susan  videotape Fri 6/8{2001 9:45 &M
""" {2 Infected 2 Tatnowski, Len Py SPORTS STARTING DATES  Fri 6/6/2001 5:39 AM =l
{‘_B Journal
----- MHates From: Maohr, Peqgy To: #SHAPE ES Mailing List; #5HAPE HS Mailing Lisk
@ Outhox Subject: FEA picnic for August  Cc:
----- £33 Sent lkems Hello, All - A
----- Your new local executive board met yesterday afternoon and we have decided
----- B Withdrawls to hold our "Welcome Back to School” luncheon on Tuesday, 14 August 2001, 1t will be
R inthe ITL at lunch. The association will provide hamburgers and wursts, condiments,
- serving products (plates, etc), and drinks. We are asking everyone to bring one of the
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following to "round out” our luncheon: salads, side dishes or desserts. We also need
help for the following jobs: set up, cooking fwe have charcoal grills), and clean up. We
will put sigh up sheets in the staff workrooms next week so you can choose what you
would like to bring or do. Questions? At the elementary, see Kathy Jerves, Larry L or
Cheryl McCloud; at the high school, Al Prudy or me We will remind everyone on
Monday, the 13th when we returnlll - All for now, Peggy Mohr, Vice-

President, SHAPE FEA
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