ROSALIND FRANKLIN UNIVERSITY fy" MEDICINE AND SCIENCE

ar

Educational Technology Student Orientation to D2L

Creating and Managing Email Folders

Step 1

From within the main Email Screen you have access to the following folders located in
the Folder List:

C11Inbox (5)
1 sent mail

1 Drafts

I Trash

[#] address Book

Step 2

To Add additional folders the Folder List

A. SELECT the Folder Management Icon (J) from the top tool bar.

B. The Folder Management screen opens

Email: Folder Management

= . Message List [ ) Folder Management [ *jNew Folder
= b () g Ll

&ll Folders
Inbox Tl B”
Sent Mail 11l B
Drafts Tl B”
Trash Can 11 B
Address Book Tl B

C. SELECT the New Folder icon (J) from the tool bar.

D. The New Folder screen opens.

Mew Folder

= . Message List [ Folder Management [ - New Folder
= g Ll g L4

Falder Type: (¥ Message Folder
(O Contacts Folder

Falder Mame: |Assignment

Parent Folder:

Save and Hew | | Save |

E. SELECT a folder type.
F. ENTER a Folder Name in the text box.
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G. If you want the folder to appear as a subfolder, SELECT a Parent Folder from
the dropdown box.
H. SELECT the Save Button

Your new folder should now appear in the Folder list on the left side of the mail screen.
(if you created it as a subfolder, SELECT the + sign next to the parent folder)

Step 3

To move email items into the new folder
A. From the message list, SELECT the Checkbox next to the message you want to
move.
B. Then Select the folder from the --Move To-- dropdown list.

Email: Message Folder: Inbox

— a .
e M List C = Ref h [ yFolder™M t 4| Setti
=2 essage Lis '%J ompose [ =] Refres I older Managemen d I ettings

Filter Bvy: | All Messages v| Falder:

Search For: | | | Search | Show Search Options

0o@ 20 9] par paoe
1 U From Subject Date ¥ Size

1 & DzZL@rosalindfrankline... About your dropbox subrnission Aug 21, 2006 9:32 AM 1.6 KB
1 = <Susan.Gilbert@d?l.ros... Transition Ceremon Jun 28, 2006 10:01 AM 22 KB

Once you select the folder, the email should automatically move.
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