Hi all,

In a previous lesson about some of the features of our new email system, we showed
you how to un-send an email. In this lesion we will show you how to undelete an email. |
know all of you empty your “Deleted Items” and your “Junk E-mail” folder on a regular
basis to keep your Outlook and the email server running faster. | know none of you have
6,436 items in your deleted items folder,

Most of you know how to empty your “Deleted Items” folder. But before we go on to how

.. right?

to un-delete an item, let's go over how to empty this folder.

Just RIGHT CLICK on the deleted items folder and you get a menu like this...
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Then just click “Empty Deleted Items Folder”. A window will popup confirming that you
want to empty this folder, click yes .That's it. It works the same for you Junk Mail folder.
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But what if you delete something and empty your delete items folder, and then want one
of those items back? Well all is not lost with the new system. You can...

UNDELETE!!

1. Inthe Folder list, click Deleted Items. (Just click on it once to

select it, no right click or

2. On the Tools menu, click Recover Deleted Items.

anything)

I- Deleted Items - Microsoft Dutlook
: File Edit \Miew Go | Tools | Actions  Help
Padiew - | S B X el | s
. Find
Folder List S
all Folders L Address Book... Chrl4shift4B | o
=1 4 Mailbox - userz G Organize
ﬁ Calendar ¥4 Rules and Alerts. ..
[%5] Contacts ; _
@ e — Cuk of Office Assiskant, ..
'—éﬂ Drafts Mailbox Cleanup. ..
L3 Inbax
ﬁ el fa] Empty "Deleted Ttems" Folder
L@ Junk E-mail (: ‘sl Recover Deleted Ttems. ..
L= Outbax EQents
[ sent Trems Macra
B Svnc Issues e
;1_}‘5 Tasks E-mail fccounts. ..
[ search Folders Customize...
[l £ Public Folders
= . opkions. ..
| Favorites -
= = sl mokli- EAldee- o
1| r »
d Mail
1 Calendar
B ]2 (8] 2 v

If you access your email from the web, you click on the deleted
items folder and your tool bar will change giving you a “Recover
Deleted Items” button. It should look like this....
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Recover Deleted Items

3. Click the item(s) you want to recover. To select multiple items,
click the first item, and then hold down CTRL and click additional
items. The box will look like this...
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4.  Click the Recover Selected Items button. From the web you
will see a button that says “Recover”.
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The items will be returned to your Deleted Items folder and then you can move them to
other folders. Items that have been emptied from the deleted items folder can be
retrieved for 30 days.

That's all for now.

Eric



