Moving Emails to A Folder

Create Folder
Click on plus sign next to the word folder above your inbox.

Name Folder
Type a name for the folder you create and click outside of folder to save.

Select Emails
Click the small box next to each email that you want to move to a folder.

Move to Folder

Right click and choose move to folder. Find the folder you want the emails to be moved to. Or simply
drag the emails over into the folder.
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