
How to use the Folders page in Webmail 
(Advanced Mode) 

 
 

Step 1 
 

To access the Webmail folders click on the Folders button on the left 
hand menu. 
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Step 2 
 

The Webmail folders window comes up. Here you can create or delete 
email folders and manage messages within them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Creating a New Email Folder in Webmail 
 

Step 1 
 

In the folders window click on Create New Folder. A smaller pop up 
window will appear asking for the new folder name. Type in the new 
folder name and click on the Done button. 
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Step 2 
 

The new folder should be visible in the folders list. You can now save 
copies of your messages into the new folder. 

• 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Deleting an Email Folder in Webmail 
 

Step 1 
 

To delete an email folder, select it from the main list and click on the 
Delete button. Notice that in this case we can only pick one of the 
folders on the list. The other folders come default with webmail and 
may not be deleted. 
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Step 2 
 

A confirmation window should appear. Click OK to continue. 
 

 
 
 

 
 
 
 
 
 



Step 3 
 

The folder is now deleted. • 
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