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How to create folders in Notes

Click Actions > Folder > Move to Folder.

Tip: You can also drag the message into the folder or right-
click and from the menu select Move to Folder.
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Open the folder containing the mail you want to remove.
Select the document to be removed.
Click Actions > Folder > Remove from Folder.

Tip: If the application includes a Folder action button, you
can click the button to remove a document.

Read more about personal planning in the book: Planlaeg bedre — fa mere tid
by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen
You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
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