How do | create a Messages folder?

Folders can be created within the Messages tool to aid in organization.

Go to Messages.
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Select the Messages tool from the Tool Menu in your site.

Go to New Folder.
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Select the New Folder button.

Enter a folder title.
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Required items marked with *

* Folder Title My New Folde |
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Enter a title into the Folder Title field.
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Click Add.

View the new folder in your list of message folders.

Messages

EJ

Received ( 5 message(s) - 0 unread )

l_l Sent ( 2 message(s) )

] Deleted (o me sage - 0 unread )

I;I Draft ( 0 message - 0 unread )

Folder Settings

The new folder will appear at the bottom of your list of message folders.
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