PRODUCTIVITY ...

Moving Mail to Another Folder

Don’t want to automatically move your mails by setting
rules? There are other ways how you can move mail /s to
another folder.

Click here to learn different ways to move your mail/s to
another folder.

Frepared by Information Security and IT Governance Division of ICT.
- Productivl T.y showcases tips & tricks on various
Outlook office and branch applications.

Moving Mail to Another Folder
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1.

2.

In Outlook, select the mail that you want to move to another folder.
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Then choose from below options on how you would want to move your mail:

2.1 Move to Folder Icon
2.1.1 Click on the Move to Folder button located in the standard toolbar.

: File Edit View Go Tools Actions Help

i adNew - | g3l (3 X CaReply (=8 Replyto All (3

Mail Move to FulderL “

Mail Folders 3

2.1.2 Select the folder where you want to move the mail into.

3 i}( FaPReply (=4 Replyto All (3 Fol
Inbox

iChange
Sent Items

Inbox
Deleted Items

Junk E-mail
Cutbox

[ Moveto Folder..  Ctrl+Shift+V

2.2 Right Click - Move to Folder

2.2.1 Right click on the mail selected and click on the Move to Folder option.
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2] Message Options...

2.2.2 Select the folder where you want to move the mail into.
Move Items |_i'] &

1

Move the selected items to the folder:
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2.3 Drag and Drop

2.3.1 Drag the selected mail into the folder where you want to move it.
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Note: For multiple mails, just simply select the mails you want to move and apply any of the methods mentioned above.

We value your feedback. Please help us improve our Productivl.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 Productivl.T.y in MyLink.

ICTP_079_072214 Page 4 of 4
Productivl.T.y tip 203_(Outlook) Moving Mail to Another Folder_07222014



http://ho-sbsurvey.pjlhuillier.prod/
mailto:ict-process@pjlhuillier.com
http://pjliportal/sites/insider/Publications%20%20Electronic/Forms/AllItems.aspx?RootFolder=%2Fsites%2Finsider%2FPublications%20%20Electronic%2FIT%20Productivity%20Tips&FolderCTID=&View=%7BF8E129D7-257C-4266-9DF5-7132F2106346%7D

