
 

 

 

 

 
In yahoo mail, one can create a separate folder and set a 

filter so that all mails that meet the filter condition shall be 
directed to that folder and not to regular “inbox” 

 

Step -1 CREATING APPROPRIATE FOLDERS: 
 

a. Log in to yahoo mail. In the left side of your email account there is 

a button “Add” to create a new folder. Click the same to create 

 

 

 

 

b. The following box will appear  

 

 

 

 

In the box type the name of a new folder you would like to have, for 

example  (Lucknow group) 

 

 

 

 

 

 

 



 

 

Similarly you can create another one say, “Meerut group” 

 

 

 

 

 

c. Now the created folders would appear below the regular inbox, as 

marked with the red arrow in the following picture.  

 

 

 

 

 

Step -2 CREATING APPROPRIATE FILTERS: 
 

a. In the upper right corner click on the mail option. 

 

 

 



 

 

 

 

 

b. The following window will appear, click on “Filters” 

 

 

 

c. The following screen will appear, click on “Add” 

 

 



 

d. The box will appear with various conditions and also showing new 

folders created in step -1 

 

 

 

 

e. In the file header type the default subject line  of your group mail, 

for example “MMM” and choose the new folder where you want 

these mails to divert. Step by step from 1. to 5 as below 

 

 

 

 



f. Now the added filter would appear as under 

 

 

 

 

g. Similarly you can add few more filters of your choice as under: 

 

 

 

 

 

 

Step -3 JOB DONE 
 

Now all your mails with subjected filters shall be diverted to your new 

folders instead of your regular inbox.  



 

 

 

In G mail, one can also set filter so that all mails that meet 

the filter condition shall not be directed to inbox and 
archived instead  

 

Step -1 CREATING FILTER: 
 

a. log in your gamil and in the upper right click on “settings” 

 

 

 

 

b. In the next screen, click on “filters” and then “create a new filter” 

 

 

 

 

c. In the subject write default group mail subject i.e., “MMM” then 

click “next step” 

 

 



d. In the next screen,  check the box “skip inbox (Archive it) and 

then hit the “create filter” button 

 

 

 

 

 

e. Now emails with the set filter shall not be reflected in the regular 

inbox view, instead they will be reflected in ‘All Mail” Folder in the 

left hand menu below regular inbox 
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