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| Organizing Mail
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Large mail
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Mail with attachments
| Mail with specific words
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. Create a custom Search Folder

Customize Search Folder:
To specify criteria, dick Choose,
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¥ (=) I Education@ITEC.edu ITEC- MICROSOF

4@ Journal
‘kbH ZYMEPI

|3_:| Motes o
(4 Outbax x =218
[ sent Items
= [ Synclssues (17) Select a Search Folder:
L2 Conflicts (3] Mail sent directly to me
L# Local Failures Mail sent to distribution lists

L§ server Failures
L@ Tasks
Ea Avem@opntn chhnioypopio [41]

= Eﬁ Search Folders .. § Name: |2EJU?
Eﬁ Access Data Collection Replies

Lo Categorized Mail Select "Criteria” to spedify what items this Search

Eﬁ For Follow Up [22] Folder contains,

LO Large Mail (3]

L Unread Mail (16565)
= &9 Public Fﬂ_llde“ |Mailbux - Antonios Koronios

— |

Mail from these folders will be induded in this Search Folder:
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| Notes . e
[ Outbox New Search ®H IVMEPTATH

@ Sent Items
= [ Sync Issues [17) ..... -~
[+ Conflicts (3] it o

B oo, o s e W

Tasks i
% AvEmEOUNTN chAnAoypopic [41] <Add criteria from below to this list=
= L@ search Folders
Ejj Access Data Collection Replies
Ejj Categarized Mail

Find items that match these criteria;

L& For Follow Up [27] e
L Large Mail (38) Define mare criteria: R —
L0 Unread Mail [1665) .
Field = A
3§ Public Folders ! Condition:
.............................................. T — | |
rrrrr — | Add toList |
N [More Advanced... | -
| Calendar
| Contacts
Tasks

\ .gmu pd@transdot

o (8] = 1l MFRA MFSIMFRT STOIRY
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| Messages | More Choices | Advanced
Find items that match these criteria:
<Add criteria from below to this list=

Define more criteria;

Condition: Value;

|F'.eceiued | |ur| or before |E|| |31J12f200? |

Add to List

|I'~"I|:|rE Advanced... |

J | conce
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Messages | More Choices | Advanced |
Find items that match these criteria;
Received onor before 311272007

Remove

Define more criteria;
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Messages | More Choices | Advanced |
Find items that match these criteria:

Received on or before  31/12/2007
Sent on or before  31/12/2007

Remove

Define more criteria;
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=l L Search Folders
L& 2007, Inbox
La 2007, Sent

103 Arcess NData Collectinn Renlies
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Close All rems 4 Folder... Ctrl+Shift+E
B, SaveAs.. L3 Search Folder... Ctrl+Shift+P
5ave Attachments Mavigation Pane Shortcut...
Folder HH  Appointment Ctrl+Shift+ A
Data File Management... i Meeting Reguest Ctrl+Shift+ 0}
Import and Export... 85 Contact Ctrl+Shift+C
Archive... €8 Distribution List Ctrl+5hift+L
Page Setup ij Task Ctrl+Shift+E
u‘i Print Preview 1‘-;-:1 Task Request Ctrl+5Shift+ U
@ Print... Crl+P Sd  Journal Entry Ctrl+Shift+]
Cached Exchange Mode a| Note Ctrl+Shift+N
Work Offline €35 Internet Fax Ctrl+Shift+X
Exit == Choose Form...
1 fovtopoen %} Choose InfoPath Form...  Ctrl+5hift+T
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Cutlook 97-2002 Personal Folders File (pst)

Description

Provides more storage capacity for items and folders.,
Supports multiingual Unicode data. Mot compatible with
Cutlook 97, 98, 2000, and 2002,

Ok ] [ Cancel
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|| Create or Open Outlock Data Fils

CHN | > 010 sacups » akoroios, T s ,

‘ Organize = EE Views ‘ MNew Folder

Favorite Links Datetaken  Tags

E Documents

More »

Folders hd

@ Laoryzipion Apyelvov Tng Sony Ericsson »
LR O kowoy pnoToL pakehol pou

¥ Network

Control Panel

& Recycle Bin

® iBsLTD

. OLD Backups

. a.koronios, PST files

8 2005 9 76 develonment zin

File name:  2007]pst

Save as type: [P‘ersonal Folders Files (*.pst)

“ Hide Folders
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File: C:\Usersta. koronios\Desktop\OLD Badwps'a. ko
Mame: | 2007 Backup|

Format:  Personal Folders File

Password
Password:

Verify Password:

[] save this password in your password list

Ok i [ Cancel
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= 3 2006 U
= 3§ 2007 Backup

@ Deleted Items

I:ﬂ Search Folders

=) £ Public Folders =
i -
1 T | »

e —
4| calendar
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£5 2006 U

Open in MNew Window

Rename "2007 Backup"...

Mew Folder...

Add to Favorite Folders

Process All Marked Headers
Process Marked Headers

Open Other Folder 3
Close "2007 Backup”

Properties for "2007 Backup"...
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Folder contains:

[Mail and Post Items

Select where to place the folder:

(@' Mailbox - Antonios Koronios
£9 2006

£ 2007 Backup

£ Public Folders
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Mame:
| Sent Items|

Folder contains:

[Mail and Post Items

Select where to place the folder:

(E\@' Mailbox - &ntonios Koronios
9 2006

£ 2007 Backup

£ Public Folders
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L& 2007, Inbox IESH
L 2007, Sent g e
I:;J Access Data Collection Replies = ATAAI
E;J Categorized Mail i~ hmas
Lo For Follow Up [92] i Adplt
L0 Large Mail (33) O R
L& unread Mail (16&6) =
# 5 2006
3 £ 2007 Backup 3 (= Trans
{a) Deleted ftems i~ Intel’
|1 Inbox i=3 10 AT
Sent Items -
E Chnarrlh Caldars ? Im Tlans
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Moving items
From '2007, Inbox' to 'Inbox’

| i |
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