Moving Mail into “Older Mail” Folder

Outlook, Entourage, and web via Internet Explorer: Drag

Inbox - Microsoft Outlook

and D rog I Fle Edit Wiew Go Tools Actions Help  Adobe FDF Type a question For help =
Fero e ﬁ Padtew v | 3 K | Reply 4 Reply bo All Forward | —_‘,] SendfReceive - |,W| < | [E Tvpsacontacttofind 7 | (@)
You can h|gh | |ght the message(s) you want to move _| Lok for: information » Search In v Inbox Find Mow Clear Options» X
from either your Inbox or your Sent tems folders and [
drag them into the “Managed Folders” -> “Older M B¢ [y @3 From . . Subject Received i ‘? £
- il Folders =  Information Services Change Control Please Remeber to clos, .. Thu 4/24/20... 1., e
Mal In fOIder =] t:—,"-!’ Mailbas - T » -1 Information Services Change ... IS Emergency Chan... Thu 4,/24/... 2.
"_EP Deleted Items (Z12) <] Information Services Change ... IS Emergency Chan... Thu 4/24/... 3.. "
. . . L7 Drafts [32] -] Information Services Change ... IS Change Notice: S... Thu 4/24/... 2.
You can aISO Create Su beIderS Wlth In the Older Mal I = I‘—_:m (186_8) -] Information Services Change ... IS Change Notice: 5... Thu 4/24/.. 3..
fOIder by h|gh| |ght| ng |t, then Se|eCtI ng uFi Ien on the = ..g Mananed Folders = In:ormation Services E:ange . I8 E:ange Notice: S... T:u 4::24,;... 25
o 99 “ ) & L2 Older Mail .1 Information Services Change ... IS Change Notice; 5. Thu 4/24/.. 2.
top men u1 then N ew -> FO I der et L.,ajl Lﬁtnox (= Information Services Change Control IS Emergency Change ... Thu 4/24/20... 2.,
[ Quarantine -] Information Services Change ... IS Emergency Chan... Thu 4/24/... 2..
'—; RS5 Feeds [[™===ee=i Information Services Change Control REMINDER -- & Chang... Thu 4/24/20... 3.,
= ‘-_JI g::: o 1 Information Services Change ... REMINDER —- A Chan... Thu 4/24/... 3.. "
[ Sent Messages -] Information Services Change ... REMINDER -- A Chan... Thu 4/24/... 2..
[ Trash ] Information Services Change ... REMINDER -- A Chan... Thu 4/24/... 2.
# [ Search Folders R Keane Patcom Dow... Wed 4/23/... 5...
& = Archive Folders -] BlackBerry WES savings for Bla... Wed 4/23/... 1...
(S Lt RE: Requested stats Wed 4/2302... 2.,
[ Requested stats Wed 4/23(2... 5.
B (=1 Information Services Change Control Proposed Change Cort, ., Wed 4/23(2... 2.
(] R RE: Abbrevisted Help ... Wed 4/23/2... 5..
.._”SJ Ma_il 1 Abbreviated Help D... Wed 4/23/... 2...
<]  Information Services Change ... IS Change Notice: R... Wed 4/23/... 2.
:ﬁ Calehdar -1 Information Services Change ... IS Change Notice: R... Wed 4/23/... 2...
5= contacts (=3 Information Services Change Control & Change Control Req.., Wed 4/23/2.,. 2.
(=3 Information Services Change Control &n Emergency Change... Wed 4/23(2... 3.
)ﬂd Tasks (= Information Services Change Control & Change Control Req... Wed 4/23(2.,. 3.
- -] Information Services Change ... A Change Control R... Wed 4/23/... 2.
-,—[ glokes =3 Information Services Change Control &n Emergency Change... Wed 4/23/2.., 2., ¥
J Folder List 1] 0 e Flowcast and Global ... Wed 4,/23/... 4...
_ _@ SR, F': Global Works Com,.. Wed 4/23/2... 5.
El Shortcuts -] Information Services Change ... Proposed Change C... Wed 4/23/... 2...
-]  MUSC Information Security OF... Re: DMCA Claim {I-0... Wed 4/23/... 2...
>  lermsnemstiem RE: DMCA Claim (I-0... Wed 4/23/... 2... 7
6022 Ttems | @] orline

Using Managed Folder -> Older Mail, page 1 of 3




Outlook Web Access (other browsers):

Click on the box next to the message(s) you want to
move (“1” in the illustration) and then click on
“Move” at the bottom (“2” in the illustration).
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Click on the down arrow in for the “Move to:”
selection.

Highlight the “Older Mail” folder.

Press the “Move” button to move the messages into
Older Mail.

To create subfolders, select “Manage Folders...” and
follow the selections.
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