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How to add folders and
email folders

Working with containers

3 Classic View
Adding a folder using the Add Folder icon

1. Navigate to the location where you want to add the folder

| AWARDS AND RECOGNITION
% Copy 4] Move 7 Delete _:lj Zip & Download ¥ % (% < AddItem
] Type

Name Size Medified

E ] EXCEPTIONAL ACHIEVEMENT AWARD I Comments 1 Item 2018-05-08 20:36
(] ] INSTANT AWARD 0 Items 2018-05-08 20:37
(] ]  LEADERSHIP AWARD PROGRAM 0 Items 2018-05-08 20:36
(] ] LONG SERVICE RECOGNITION AWARD PROGRAM 0 Items 2018-05-08 20:36

R

3. Complete the Name and Description fields

2. Select Add Folder

Add

4. Select Add

Adding a folder using the Add Item icon

1. Navigate to the location where you want to add the email folder

BY) copy W Move % Delete ] Zip& Download ¥ (¥ [¥ < AddItem
&

Type Name .« Size Modified
[0 [3 EXCEPTIONAL ACHIEVEMENT AWARD Comments  1Item 2018-05-08 20:36
[0 3 nsTANT AWARD 0Items 2018-05-08 20:37
+ Adtl Ttem
2. Select Add Item

‘ | | Folder

3. Select Folder from the drop down menu

4. Complete the Name and Description fields

5. Select Add
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Adding an email folder using the Add Item icon

Email Folders vs. Regular Folders

When moving e-mails from Outlook into GCdocs, you may save them in any
container. By default, most will use regular folders. The problem with regular
folders is that you lose the ability to see the e-mail metadata like “Date Sent,”
“To:”, “From:” etc. E-Mail Folders, on the other hand, will display all of your e-
mail metadata in the display view.

1. Navigate to the location where you want to add the email folder

B copy Wy Move % Delete T} Zip & Download ¥ [# (¥ < AddItem

[1 Type Name Size Modified
D ] EXCEPTIONAL ACHIEVEMENT AWARD Comments 1 Item 2018-05-08 20:36
D ] INSTANT AWARD 0 Itemms 2018-05-08 20:37
+ AdH Ttem
2. Select Add Item

| j_l Email Folder

3. Select E-mail Folder from the drop down menu

4. Complete the Name and Description fields

5. Select Add

A Note: If you have e-mails already contained in a regular folder, you can move them
@ into the E-mail Folder and have all the original Outlook metadata display correctly
in GCdocs.
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