E-Mail:
OUTLOOK WEB ACCESS (OWA).

Your email address is: username@mccsc.edu

These instructions can be found on the MCCSC web site www.mccsc.edu. Under Outlook Web Access on the lower
right, click on “Overview of OWA”.

You can connect to your MCCSC email via the internet from any computer in the world. The URL address is:
https://mailhub.mccsc.edu

Your user name and password have
been set up originally to match your
“domain” user name and password.

© You should leave the “Client” on
.n MicrosoftOffice Premium.

.2 0utlook Web Access

Provided by Microsoft Exchange Server 2003
If you are on your workstation or at

home on your private computer, you

Domainiuser name: |dw00dwar

Passwrd: Frevrrerm @ | may change the “Security” setting to
Clent (what's ) Private .Computer.. This will allow you
@ Premum to remain logged into Outlook up to
O Basic 24 hours without activity. However,

Security (17131 1157) be sure you LOCK your work station

if you walk away from your computer.

™ Public or shared computer
{* Private computer

Warning: By selecting this option you acknowledge that the
computer camplies with vaur arganization's security policy,

Use the Public or shared computer
Toprate ccourt from unau ctan to setting when you are accessing OWA
from a public or lab computer. This
setting will automatically log you out
after 15 minutes of inactivity. This is
set up to maintain SECURITY of your

account.

wour mailbo: t a period of inacti



http://www.mccsc.edu/
https://mailhub.mccsc.edu/

Outlook Web Access will open up to the e-mail inbox screen. The horizontal task bar allows you to access or “do”
several things.

tems [l tozscfos B4 4 D

iNew > |03 X |a il B |H < [ P L | @) Hep | Log Off
The top row indicates which application within OWA you are using at the current time. (Inbox, Calendar, Tasks, etc.)
Next is a pull down menu that allows you to quickly sort your e-

mail within your inbox. By clicking on one of the sorts, your
inbox will quickly resort to the new parameters.

ﬁ Folders | Hlesseee
Unread Messages
|8 Contacts

@ Deleted Irems

H [ Departments - MCCSC

Two-Line Yiew . .
By Sender - The rest of the top line tells you what part of your inbox you are

By Subject viewing. Here it tells us that we are seeing messages 1 through

@ Drfts By Conversation Topic . 25 of 94 total messages. The arrows allow you to move page by
=4 I- 102 A i . . .
3 [y 15 Det ;”“:E‘Td By Comversation ToRIE |9 page, forward and backward. The arrows with the vertical line
Enc 1o . . . . .
& Journal " will take you quickly to the beginning or end of your inbox.

The second horizontal row contains 12 active buttons:

1. Create a new message by clicking on the word “New”’; however, you may also create a new contact, folder, etc.
by clicking on the down triangle. We will come back to this button later.

2. Move or Copy to another folder

Deletes the message, deposits into the “Deleted Items” bucket. Items will remain in this bucket until you

either double-click or right click and choose to empty the contents; once you have emptied the deleted items

bucket you may “recover” items up to 7 days from the date of deletion.

Reply to sender

Reply to all

Forward e-mail

Reading Pane, how you see messages in your inbox.

Check for New Messages

9. Search for an e-mail

10. Addressbook

11. Help

12. Log Off

&

e A

£: Outlook Web Access ™ Inbox ) Reading Pane: By choosing “Right” or “Bottom” the pane

T will divide in half. Leaving sent from, date, etc., on the left
e or top part and opening your message in the portion to the

lig Coacts 1 2018 Fren Uﬁg po right or bottom. We strongly recommend that you choose

{5 Deleted Items {44 =1 Bewerly Smith Biottom , ) e
H P Nenartments - MOCS =% PE—T— = o “Off’ as a Securlty precautlon.
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Between the OWA Task Bar and your inbox is this following information line. You may sort your
inbox by any of the categories listed. The line below indicates the inbox is sorted by date & time
received with the latest appearing first. You may change the order or the category by clicking on the
category by which you wish to sort by and then clicking that same category again to reverse the order.

* A8 From Subject s Size | %7

The categories from left to right:

NV LD

Importance, e-mails may be flagged as “Important”, “Normal”, or “Low”. By clicking on the
exclamation point you can bring all of the flagged e-mails together. Red exclamation point
indicates “Important” while a blue down arrow indicates “Low”; no marking indicates
“Normal.”

Indicates whether the e-mail is unread, read, or answered.

From, who sent the e-mail.

Subject, what appears in the subject line of the e-mail.

Date and Time received.

Size, the size of the e-mail

Follow-Up Flag. If you need to follow-up on information contained in the e-mail, by clicking
on the flag it will appear red. Once you have followed-up, clicking on the red flag will change
it to a gray check mark indicating completion.

@ Microsoft Dutlook Web Access - Microsoft Internet Expld

Edit  “iew Favorites Tools Help

Qe - Q- ¥ B &

\‘\* Favarites  40<) By clicking on the word “New” while in your inbox,

Address I@j https: | fmailbub, meccsc, edu/Exchangs)

Outlook will automatically open the window to create a
new message. The same happens if you are in calendar,

£i. Outlook Web Access 5~ ) task, contact, etc. Outlook will create a new item
| Folders Tl EEI e respective to the area you are working in. However, you
= (- Debra tioodward 250 Message can create a new item (message, folder, etc.) from any
4 g Administrative Info (7 Appointment window by clicking on the triangular object pointing
| Colendar T Gl down. By clicking on the down symbol you may choose
] Contacts &4 Distribution Lisk .
) Deleted Items (44 [ 5 rask to create a new message, appointment, etc.
# [ Departments - MCOCS %] Post in This Folder
| D-raft_s 4  Folder
Enter the name of the folder that you wish to create in the Name field. Stop! [ETEa ol i x|
Before you click “OK” you must decide where you want the file to appear. Mame:

You may choose to make a folder that is directly under the “root” (Level 1) of  Folder contains:

a subfolder (Level 2) that is within a folder or go even deeper (Level 3...) [ 112 Ttems =]

= =) Debra Woodward -

If itis to be a Level 1 folder then highlight your name before clicking “OK”. @ [ Administrative Info

(] Calendar
8| Conkacks

If the folder is part of a group and needs to be a subfolder, then highlight the 5] Deleted Items (44
folder in which it should appear. Once highlighted, click “OK”. H [ Departments - MCCSC

L7 Drafts
= Inbox
# [ I5Dept

S Journal LI
ﬁl Cancell
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/J Create New Folder - Web Pag x| Tevel 1 fOldCI',
Mame: L~ directly under
|Sample rOOt.
Folder contains: ; Create Mew Folder — Web P2 il
|Mail Items
Mame:
Level 2 or above [5ample 2
| Calendar within a folder Folder contains:
65 Contacts : N TSl _I
@ Deleted Items (44) afl lems z
[ Departments - MCCSC E Jaurnal d
LA Drafts .
T \ Cg Junk E-mail [21]
= - i
@ [ 15 Dept = g i
& Journal LI o | Mokes
= Outbox
ﬂl Cancel | ® [ Personal
|htt|:s:,|',|'mailhuh.mccsc.edu,|e Internet v H Ca ;mgr;ams_lnltlatwes mMeceac
. [C3 Sample
To view your ® [ Schoal Info
newly created [ Sent Trems |
folders, click on —r——
the two arrows in —I—I
i Falders {} -] a circular pattern. |https:,l',l'mailhub.mccsc.edu,|@ Inkermet b

To create a new message, click on new. There are 2 task bars. One at the top of the message
and one just above the actual message box.

Top Task Bar — (dsend|(al S |2 Y ) g1 U4 |2 options...| @ Help

The top task bar has 11 different icons.

1. 'The first is the “Send” button. When you are ready to send this message, click “Send”.

2. Nextis the “Save” button. By clicking this button you will save a copy in the “Drafts” folder. To
continue a draft, click on the “Drafts” folder and choose the message you wish to continue.

3. The print button. You may print a copy of your message before sending.

4. Insert signature button, if you did not choose to have Outlook automatically insert your signature
block, you may click this button and it will place your signature block in the message area.

5. Spell check, click here if you have not chosen to automatically spell check before sending.

6. To attach documents to your message you may either click on the paper clip or click on the
“Attachment” button in the message header.

7. Check names. The system will check for an e-mail address associated with the name you have
inserted in the “To” or “Copy” lines.

8. The exclamation point will signal the receiver this e-mail is of high importance.
The blue down arrow will signal the receiver this e-mail is of low importance.

10. Options allows you to set priority (same as #8 & 9), indicate sensitivity (normal, personal, private,
confidential), request a received and/or a read receipt.

11. Help button.



; Message Options -- Weh Page Dia ﬂ

—Message sethings

i "‘] ImportancelNormaI 'I
Sensitivity INormaI 'I

~Tracking options Personal
™ Request a defifFrivate Message:
5 Corfiderntial €

u Request a read receipt for this message
Close |

ttps:yimailtu |4 Internet y

Options Screen (#10)—Sensitivity Choices.

You may request a delivery receipt or a read receipt.

To attach a document to your message, click on the paper clip icon or the Attachment button in
the upper part of your message. Clicking either one will pop up the screen below.

4} Attachments - Web Page Dialog X
@ Help
Choose afile to attach:

i

I Browse...

Add the file bo the list

Attach

Current file attachments

Remoie

L

L

-2 Attachments -- Web Page Dialog x|
@) Help
Choose a file to attach:
I Browse... I
Add the file to the list
Attach I

Current file attachments
I L3 kemstaf.uds Remave I

Close I

Subiject:

Attachments: | R kemstaff, xls{Z5KE]

To attach a file, click the “Browse” button. Find
the file, click open.

Click the attach button and the file will appear in the

lower window.

Repeat this process until all files to be attached are
listed in the lower window.

Once all files are listed, click close.

The header of your message will show the
attached files.

=FA |\-'erdana

|Normal

=ljiu=l'A B I U=

U [ | K

il
il
i
ke
|
{Th]
1]
nw
i

The second task bar which appears directly above the message area looks very much like the task
in a Word document and works in the same way.
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To add a new contact to your contact list, you may either choose new contact on the drop down list,
click on the “Contact” folder in the upper left list or click on the “contact” selection bar on the lower

left.

o ems (1)
| Departments - MCCSC

[ 7 Drafts

[ nbox

[ 15Dept

4 Journal

g Junk E-mail [5]

[ mail

] Notes

(3 Outbox

[ Personial

[ Proorams-Initiatives MCCSC
[ Sampls

[ Sthool Infis

[ 5ent Teems

[ Stake Reports

[ Contacts

Sdnew - |25 X [ O L] @

Help

_JLog off

Home Phone  §12-334-1538
Mobile Phore  812-320-5486

u sarkiss@kiva.net
Home Address 138 N. Overhil Dr
Bloorrington, TN 47408

‘_; :essagte , Sarkissian, Aggie
4 nppointment

o ssarec.army. v

@ DistrbutionList  [Fileen E-mail

B ek @usarec.am;

i Folder

E-mail om Scanlon, Ds

Mullins, Donna

E-mail cmulins@ges ki 2.n.us
Nasa

Email rstevens@ghgnet
order@gospeladvocate.com
E-mail order@gospeladvacate com
Portle {phone), Karen

E-mall 81232297 79@vtext, com
Ray, Sue

E-mail doresnsray@sbeglobal net

3 Tasks |
= =
| Bl

To search, less is better. Type in the last name of ETIIITREETICNETT
the person whose e-mail you are trying to locate.

Click on “Find” and the system will search and

Roberts, Joanie

R Bl T il robertsiocs kizinus

E-mail dscanlon@lsc.k12.in.us
Shanks, Sara

E-mal stshanks@indiana,edu
Shearin, Kelly

E-mail kshearin@msddecatur kiZ.in.us
Shockley, Terri

E-mail tshockle@indiana. edu
Sheup, Deb

E-mal dshoup@msdst.org
Simmans, Scott

E-mail scott, smmens@nwise kiZin,us
Siscoe,¥ind

Skiryin, Don =
E-mail doskirvi@indiana.edy

Skirvin, Max & Judy

E-mail jaskirvin@aol.com

Skirvins 43
Skyward Steering Cite (]
Smith, Beth

Business Phone  812-339-6272
Home Phone  812-824-9517

E-mal bsmithzs01@insighth

Business Address 4095 5. Walnut 5t. Fi
Bloomington, TN 47+

Sturgeon, Sara

Business Phone 812-6856-8129

Home Phone  B12-624-2127
Mobie Phone  765-349-9846 =
E-mail slsturge@indiana edu

Home Address 4450 5. Rackport Rd

Bloomingeon, TN

list all possibilities in the lower window.

Display name |Debra ‘Woodward

Last name: | First name: |

Title: I Alias: I

Company: | Department: |
Office: |

If you want to search your contact list, use the
down symbol on the “Find names in:” line and
change to “Contacts”

When you find the person whom you want to
send e-mail to, highlight and then choose the
appropriate line to add their address, “To,” “Cc”

ot “Bec”.

Click on “Close” to continue.

You may insert as little as a name and
an e-mail address for your contacts, or
you may store as much demographic
information you have for a contact.
Information will show on your list.

To search for an e-mail address in the
Global (MCCSC) Address List; click
on either the “To”, “CC” or “BC”.
Clicking will open the “Find Names”

window.

Find names in: IGIobaI Address List

City: |

Alias Office Job title

Campany

Add recipient to. ..

To I Bcc I

Properties... I Closel

|https:,l’,l’mailhub.mccsc.edu,l’Exchange,l’dwoodwar?Cmd=di. |Q Internet

4

H Save and Close‘ )(

12| @) Help

ilhub.mccsc.edu - Untitled -- Distribution List - Microsoft Internet Explor:

=10] ]

List Name: |

Add to Distribution List:

fidld

Eind Mames

[ Name

E-mail address

Remave

To create a distribution list, click
on ‘New” and choose
“Distribution List.”

Type in the name for the list, then
click on “Find Names”.
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A Find Names -- Web Page Dialog x|

Find names in: |[nntacts ;I
Display name |
e mmwms|  When your address book from Monon/Webmail was brought
e Feerdseermacze  enat]  over into Outlook, the addresses from outside the MCCSC

Compery: | Deparmert: network were brought over, but NOT in your assigned groups.
Oiffice: () - .
e | i To find these addresses, go to “Find Names”. The conversion
] put the name of your distribution list in the “Title” Field.

Mame Phone E-mail Office Job title =
Colby, Carol carol_colby@skyward. com Skywiard Steering C
Deckard, Jacaue Heri@rscinel e 2epwers Seri § By entering the name of the list you are seeking to rebuild in

Iy, Teresa elyt@msdmail.net Skyward Steering C
Flagin, Susan susanﬂagin@msd\t:k12‘in..us Skyward Stear?ng( the Tlde ﬁcld’ a]_l Outside MCCSC addrCSSCS Should appear iﬂ
Goben, Susan SKGoben@nedubais k12.in.us Skyward Steering .
Henringer, Jay jhenning@loogootes k1Z2.in.us Skyward Steering (— the WlndOW belOW,
Hodgson, Mike mhodgson@ges. k12.in.us Skyward Steering C
Jansen, Suzanne sjansen@madison k12 in.us Skyward Steering €
Efﬁ:i“:f:n‘f”ge‘a Amecutcheen@ges Kz s I Jwaazeemat | To add each address to your new distribution list, highlight an
4 » . . . . . . .

| | address, which will activate the “Distribution List” button,
Add ient ko, .. Distribution List Properties. Close: I . . . . .
R click the distribution list button to add.
|https:Hma\lhub.mccsc.edu,iExchange;’dwaodwar?Cn ‘@ Internet 4

Once you have all the names on your
distribution list, be sure to click “Save
and Close.”

|l Save and Close| x |SJ | @) Help

Sample

Add to Distribution Lisk:

[l MName E-mail address
1 85 Carol Calby carol_colbyi@skyward.com
Ruherts, Joanie &= Jacque Deckard jdeck@msdmail. net
&= TeresaEly elyt@msdmail.net
E-mail erbEftS@gES.klE.in.us &= Susan Flagin susanflagin@msdlt.k12.in.us
&= Susan Goben SKGEoben@nedubais k12 in.us
T Samph: ﬁ &= Jay Henninger jherning@loogootes k12.in.us
&= Mike Hodgson mhodgson@ges. k12.in.us
Sarkiﬁsiﬂn' nggiE &= Suzanne Jansen sjansen@madison.k12.in.us
&= Angela McCubcheon smccutcheon@ges, k12.in.us
| &= Donna Mullins dmullins@ges. k12.in.us
,/ &= Joanie Roberts jroberts@ges k12.in.us
Distribution Lists are indicated by the &J Denna saarien i
” 5y &= DebShoup dshoup@msdsc.org
heads next to the name on the &= Yaughn Sylva sylvav@besc. k12.in.us
contact list, @ Michelle Tubbs michelletubbs@msdit.k12.in.us
James Leslie jleslie@meesc.edu

Note regarding contacts. When the IS Department converted your address book from
Webmail, only outside of MCCSC e-mails were brought over. However, you will need during
your “leisure” time, to edit each address. Currently only the e-mail address is in Outlook. You

will need to edit to add name, phone number, display name, etc.




Wicroaat Ofcn

£ii5. Outlook Web Access

= I@ Diebra ‘Waoodward -
[ Administrative Info
] Calendar
|85 Conkacts
@ Deleted Items (44
[ Departments - MCCS
@ Drafts
3

[ 15 Dept

&i Journal -

E'E" Calendar
Contacks

' Tasks

=" Public Folders

8 [ptions

As you look down the screen on the left, this screen should show your
name at the top. The folders listed below are your folders brought over
from monon/webmail. You may cteate, move or delete folders from
this list. You may also have subfolders within folders.

The lower half shows the different options available within Outlook:

e Inbox (contains your e-mail messages)

e Calendar — create and track appointments and meetings

e Contacts — list of e-mail and other pertinent information for
people you contact; there is a global address book that contains
e-mail information for all employees of MCCSC

e Tasks — create and track tasks that need to be completed (will be
covered at a later training session)

e Public Folders — not available at this time

e Rules — may create rules to send specific e-mails into specific
folders (will be covered at a later training session)

e Options — this area contains several options that you may
individually set. Among the options is your signature line, fonts
for sending e-mail, etc.

Clicking on any one specific selection bar or clicking on the folder by
the same title above will open up this part of the OWA application.

As an option you may shrink the selection bars down to small icons
across the bottom of the column by clicking on the down triangle.
Once shrunk, to return to original size, click the up triangle.

By clicking the “Options” selection bar, you can create
or set many items to be used in Outlook.

The first “option” is an out of office assistant. If you
are “out of the office” for one day or more then you
may wish to set this option to out of the office and add
a message to be sent to senders who have sent an e-
mail to you during your absence. You will need to
change this setting back to in the office when you
return. Whenever you make a change you must click on

g5 Calendar

E Sent Tkems = Contacts

[ State Reports

' Tasks

Public Folders

. Options

E Save and Close| Close| @ Help
—

Out of Office Assistant

I G I'm currently in the office

' I'm currenthy out of the office

AukoReply only once ko each sender with the following text:

If vou need immediate assistance please contact ﬂ
Danna Clemens either at 343-4758 or 330-7700
exk, 3522 of by e-mail at delemens@mccse.edu j

“Save and Close” for the change to take effect.
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Messaging Options

\‘] Mumber of items to display per page: |25 - I

After moving or deleting an item: IDDEH thenextitem |

v Display a notification message when new mail arrives
¥ Play a sound when new mail artives
v Automatically include my signakure on outgoing messages.

Edit Signature, ..

Mail editar Fant: | 10 pt. Yerdana Choose Fant. ..

Under “Messaging Options” you may choose the
number of e-mails you wish to have displayed per
page. Default is set to 25. However you may choose:
Any number divisible by 5 up to 50, or 75 or 100.

In addition, when moving or deleting an e-mail from
your inbox you may choose what you want the
program to do next: default is “open the next item”;
other choices include “open the previous item” or
“return to view”. IS strongly recommends “return to
view” to avoid opening a contaminated e-mail.

You may choose to have Outlook display a notification message and/or give an audible notice when new

messages arfive.

Dr. Goodward omniFarious "What's the Good Word?” r... Mon 24-JuH06 12:57 pas
Jay Lesliz Durp and Load Sun 23-Ju-06 1137
Cheryl W, Smith RE: Report card information session - ... Sun 23-Ju-06 10:13
Tay Leslie RE: Update 2 .. 5un 23-Ju-06 7:03 )
Lori Cash BHSN sportspass mailing labels 5un 23-Ju-06 1:35 )
Fund: Re: Marichis Retum 5un 23-Ju-06 11:57

[ Sent Irems
® [ State Reports
A Tasks

Beverly smith

DPPLHDT

- You have new mal,

Regina Tippmenn ____RE: report card training Sun 23-3uk06 11:33

You have nes mai,

_{J

&

eer heite | BT T (5 d worermer

By selecting to “automatically include your signature on outgoing messages”, Outlook will automatically insert
your signature block on each message. Click on “Edit Signature”, a screen will open which allows you to type in
whatever you wish to have included in your signature block.

Click on “Choose Font” to choose your favorite font and size for your messages.

Reading Pane Options will dictate how your
messages are flagged. The first choice is to
mark items displayed in the reading pane (the
reading pane is something we strongly
recommend you turn off). The default is to
mark item as read when selection changes.
However, should you use the reading pane
you should select the last item, not to
automatically mark as read.

Reading Pane Options

i

Mark. item displayed in reading pane as read

W' ait |5 seconds before marking item as read

0

Mark item as read when selection changes

© Danot automatically mark items as read

Spelling Options

ﬁf}r [ Ignore words in UPPERCASE

r Ignore waords with numbers

v Blwaws check spelling before sending

|English (United States) ;I

Select the language of the dickionary to use while checking speling:

Outlook comes with a spell
checker. In this option window
you can tell spell check how
you want it to operate. Select
by clicking in the boxes which
options work best for you.

37




E-mail Security

9Ij Click here ko install the latest wersion of the S/MIME Control, WWhen the file download dialog appears, choose
2L Open,
1

Download

The IS Department requests that you do NOT click on this download option. Latest version
installs will be handled by the IS Department. We appreciate your NOT clicking.

Privacy and Junk E-mail Prevention

8 l ¥ Filker Junk E-mail. Check the Jurk E-mail Folder regularly bo ensure that you do nok miss messages that you

=" wank ko receive

Manage Junk E-mail Lisks. ..

Choose how ko respond ko requests For read receipks:
r Blways send a response

*  Donat automatically send a response

You can control whether external content in HTML e-mail messages is automatically downloaded and displayved
when you open an HTML message.

¥ EBlack external content in HTML e-mail MEssaA0es,

If you choose to check Filter Junk E-mail you will need to check your Junk E-mail folder every so often to
be sure you have not missed an important e-mail. If you check Filter Junk E-mail then you can create
“blocked” senders. User beware, blocking senders could create problems with receiving important e-mails
from senders.

Outlook gives e-mail users an option to request a read receipt when they send an e-mail. The IS
Department recommendation is to bullet the “Do not automatically send a response”. If a sender has
attached a read receipt request to an e-mail, a message will appear along the top of the e-mail message
when you open the message. You can think choose to click on the request to send a read receipt.

Do not be afraid to block external content in HTML e-mail messages. You will not miss the content.
You will have a message at the top of the message that you can click on to view. However, blocking it in
general gives you the choice whether to view and when to view.

Appearance

Tao see the color scheme you select, wou may need ko refresh yvour browser after saving your changes.

.
'-ﬁ I Drark Blue - I

You may choose your color; Outlook gives you five colors to choose. Depending on your personal
feelings about color, the default is blue, you may choose one of the following: Olive Green, Silver,
Burgundy, Dark Blue.
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Date and Time Formats

Ba Sharkt Date Style: |01-Jan-06 - 31-Dec-05 -]
o Long Dake Skyle: |S|.|n|:|evfJ January 01, 2006 - Sunday, December 31, 2006 ;I
Time Style: j1:01 M- 1159PM |
Current Time Zone; |I{GMT-I:IS:I:II:I}I Eastern Time (US & Canada) ;I

Date and Time Formats is where you choose how the date and time of received e-mails will appear in your inbox.

Reminder Options

To view reminders, wou musk use Microsoft Internet Explorer S or later.

¥ Enable reminders for Calendar items
¥ Enable reminders For Task items

v Play a sound when a reminder is due

Default reminder: I 15 minukes - I

Calendar and Task Items have an
option for reminders. If you plan
to use reminders then the top 2
choices will need to be check
marked. You may set reminders
to varying amounts of time, on
this option you are choosing a
default for reminder time.

Set your default for where Outlook is going to check for names
first. All MCCSC employees with e-mail accounts are listed in
the Global Address List, as well as inside group mailing lists, i.c.,
Principals, Building Secretaties, etc. If you choose Contacts, the
system will check your contact list first.

Contact Options

Check names First in:
=

' Global Address List

(8 Contacks

Recover Deleted Items

+{:~ items will be moved back ko vour Deleted Tkems Falder,

View Ikems

a—  Click Wigw Items to view and recover items that were recently emptied From wour Deleted Items folder. Recovered

Need information from an e-mail that you deleted from your inbox and you emptied the items
from your deleted items folder too. What to do? Click on “View Items” and you will find your
previously deleted items (within the past 7 days). More than 7 days since you emptied your
deleted items folder, find someone else who isn’t as quick on the delete button as you arel

choices.

If you change any information under this option selection bar, you MUST click on “Save and
Close” for the changes to take effect. Closing this window any other way will not change your
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