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Adding a Search Folder in Mailbox

1. In Outlook, go to File menu, select New then click Search Folder or simply press Ctrl+Shift+P.

2. In the New Search Folder window, select a search folder with the criteria of which you want your search folder to have.

3. Select the Mailbox where you will add the search folder then click OK button.
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4. In your Outlook Mail Item, the Search Folder should appear within the Mailbox you selected.
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5. To add additional search folder/s, just right click on the Search Folder and click New Search Folder, select a New Search Folder criteria and click OK.

We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.

Click here for back issues of ProductivI.T.y in MyLink.
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