SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

MS OUTLOOK — MANAGING YOUR EMAILS WITH
FOLDERS

Purpose
This handout instructs how to manage your emails using folders.

Over time, most employees receive quite a few emails. One way to manage your emails is to use
folders.

Please note: No emails should ever be archived — this will remove the emails from the server
and when your SASD PC gets replaced or updated, all of these emails will be lost.

Sample Using Folders

4 [ 3] SASD (190)
> [ Admin Team (1}
> ] Budget
1 CAD Program (4)
» [ CFF Classroom for the Future (271)
> [ College Internship (19]
[ Computer Internship
> [ Discipline Student (4)
[ Edline - Rediker (17]
[d Faculty
» _J Financials and POs (Betty Moyle) (45]
4 General Info (5]
[ Grants
4 HR Employment Stuff (12)
[ IT Committee {(School Board) (7]
4 IT Dept Meetings
> [ IT Needs Assessment (1)
> L IT Plan (4)
> [ IT Power Qutage Message (15533)
> [ IT Reguests (4]
[ IT SASDBACKUP [135]
[ IT Security Concerns (65)
[ IT Server Restart Successful
[_d IT Server Restarts [1243)
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Creating Folders

In MS Outlook do the following:

____________________________________________________________________________ Today

4 rrava@sayresd.org EH  Openin New Wind
- pen in Mew Window
] Imbox [155]

L# Drafts [1]
=7 Sent Items (1)
{a] Deleted tems (753

G ﬂe%nlder...

: LE BlasTiu 1y 4% Show in Favorites
U Junk E-mail [7]
[= Outbox Account Properties...
4 Personal (20) $ Folder Permissions

Right-click on your top most email item that has your internet email address (ex.
rrava@sayresd.org)

Click on New Folder

Create New Folder x|

Mame:
5850

Falder conkains:
IMaiI and Post Items j

Select where to place the folder:

1 rrava@sayresd.org
3§ Public Folders - rrava@sayresd.org

(o] 4 I Cancel

Now enter the desired folder name (in this case | created a SASD folder)

Now you can create more folders using the above procedure (note — you can also create sub
folders underneath a main folder).
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Sample Using Folders

Now when you receive an email and finish processing the email, just move it to the appropriate

folder

Let’s say the following email is read and the work is completed:

Hew Lelere Hespona
4 Favorites <
|search Inbox [Ctrl+E) <]
L] Inbox [157]
. v
oo Fold E Sent Items (1] Arrange By: Date| Mewest on top
esirea rFolaer

@) Deleted ltems (753] 2 Mary Cole (Teacher - ...

Adobe Premiere Elem...

I> 1 IT Power Outage Message [15335) e =] John-Paul Ramin Ma..,

[ IT Requests [4)

HS Requests [141)

[ SE & LE Requests [79)
[ Tech OLD Requests (30

]

Now just drag the email to the appropriate folder (in this example HS Requests)

Now this folder has the email

Re: 5450 Finalist - ...

[~ Debra Moaore [Staff - ..
RE: Emails - Archive

4 Favorites 4
(.2 Inbox [156]
(=} Sent Items (1)
fa] Deleted ftems (753
_____________________________________________ e

4 [ IT Requests (4)
i HS Requests (141}

|Search HS Requests (Ctrl+E)

A

Arrange By: Date | Mewest on top

-

a Mary Cole Teacher - ..
Adobe Premiere Elem...

-] Fthan Vargason (Staf...
RE:

[ |

Drag completed
Email to desired
1{0] [0 (13

Using this process, move all completed emails to folders and leave in your inbox emails that still

need to be processed!
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