Microsoft Outlook 2010 - Level 2

cwerer1  EDITING MESSAGES

: : INFocus

Most email messages comprise text. This is because email
messages are used predominantly by people to communicate with
each other. Many of the techniques that are used for working with
text in word processing applications also apply to email messages
in Outlook.

In this session you will:

v learn how to copy and paste within a message
v learn how to copy content between email messages

v learn how to copy information from another source
document into a message

v' learn how to delete text from a message

v learn how to remove an attachment before forwarding a
message.
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COPYING TEXT WITHIN A MESSAGE

Most email applications have word processing
like features which conform to standard Windows
conventions. And Microsoft Outlook is no
exception. To help perform basic operations such

as cutting, copying and pasting, Outlook provides a
set of tools on both the Message and Format Text
tabs on the ribbon.

™ B e

FW: Fleet Management kxpenses - Message (HI ML)

G | Message Isen Oplioms  FurmalTesl  Review

- - E1ER ¥ F
NN
ML

I uo|®-A = Address Cheek | Attach Attach Signature
- Book Mame: | File [Feme - 3o
Easic Text ‘ Hame s Include i

Harry Jones

Try This Yourself:
B 4
-
Before starting this Pt
& @ exercise you MUST e
8‘“~ open the file ou,
Watsonia_03.pst... = e |

‘ FW Flzet Manzgement Sxpenses

Click on the message
from Harry Jones with
the Fleet Management
Expenses subject

Click on Forward |/ in
the Respond group and
address the message to
either yourself or one of
your colleagues

From: Harry Zonas

To: Peter Dawson

Peter

Ihanks
Harry

Hover over the table,
then click on the table
selection icon [#] which
appears at its top left

Fleet Vehicle 1
Fleet Vehicle 2
Fleet Van 1

Sent: Friday, 20 Avgust 2010 12:40 FM

Subject: Flee: Managemert Expenses

Further tn our recent hudget changes, wa need ta review nur fleet management expanses for the next two years. €
fleet expenses to the following tzble?

Actual Farecast 2011 Forecast 2012

2010

Actual
2008

corner to select the table

o Click on Copy [ in the e SE90 o S
Clipboard group to m Message Insert opilons Format Text Review
copy the table to the B womelu A« =vi=cle (B8 & § s [T
clipboard P rompaer | B 4 0| WA (= = [t e G | e e s
. i Clipboard [ Easlc Taxt ..‘ Names | Include | i
Click in the top part of i
| To... | ‘Hﬂﬂ[ lones
the message where you =1

=

want to type your reply

and click on the top half
of Paste & in the

Clipboard group to Fleet Vehicle 1
paste the table into the e e
message Fleet Van 2

Fleet Truck 1

Actual
2010

Actual
2009

Forecast 2011

Foraecast 2012

Type some imaginary
figures in the table, then
click on Send =

From: Harry Zones

To: Peter Dawson

Sent: Friday, 20 August 2010 12:40 PM

Subject: MNee: Managemert Cxpenses

For Your Reference...

Handy to Know...

To copy text within a message: e You can use the standard Windows
1. Select the text to copy in the message keyboard shortcuts for copying and pasting
2. Click on Copy s/ in the Clipboard group on [0 mEie [ 1) emgll message. Fo'r
example, cu1] + € J will copy a selection to

11D (LESEL LI AL AR the clipboard and + [V ] will paste it

3. Move to the location then click on the top half '
of Paste & in the Clipboard group
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COPYING TEXT BETWEEN MESSAGES

folder in which the email is located, you can simply
open the email, select and copy the desired
information and paste it into the new message.

Occasionally, you may find that you want to
compose an email message that is very similar to
a message that you have previously created or
received. As long as you haven't cleared the

Try This Yourself:

Continue using the previous
g 2 file with this exercise, or
&L open the file

Watsonia_03.pst...

Double-click on the
message from Harry Jones
with the Fleet Management
Expenses subject to open

it

Click on Actions 2~ in the
Move group and select Edit
Message

The cursor will appear at
the top of the message...

Click on the table selection
icon [#| at the top left corner
of the table in the message
to select the table

Open the Format Text tab,
click on Copy [ in the
Clipboard group and then
close the message

Create a new message

©o® o0 ©o

Click in the body of the
message, then click on the
top half of Paste & in the
Clipboard group to paste
the table into the message

Press esc] and click on
[Yes] to close the message
and save it in the Drafts

folder

Hibl9 3«9~

ST | miessage | nsert
o~
?,‘.Ignorz x t’ﬂ tia tfi aMzenng

&Junkv Delete | Reply Reply Forward % pgre ~
All '

Upuaons Format lext Review

@ ™ames
5 Amezon
55 To Manager
Quick Steps [F] |

Hzet Management bxperses - Mzssage (H1 ML)
Mk Lnrcac gt
[

?1 B Rules~
MOneNnte EH Categerizz =

Move Trer
+ [ Adions - | ¥ TollowUp -

Move

Delete | Respond | Tags I'.|

B You forwardec this message on 20,08/2010 1:40 P,
From: Hamy Jones

To: Peter Dawson

Cu

subjed: -leet Management E4pEnses

peter

Furlhier W own recenl budgel changes, we need Lo review our Meel manggemenl expenses for lhe nexl lwo yedrs. ©
expenses ta the following table?

Thanks
Hary

Forecast 2011 Forecast 2012

Fleet Vehicle 1

Fleet Vehicle 2
Fleet Van 1
Fleet Van 2
Fleet Truck 1

SHEYd + 5|5 Untitled - Message (HTML)
Message Insert Oprions Format Text Review
== cut P Y F:
r'. b cu ZalibrBod * 11+ A 4 2._31 @ Q gﬂ z ¥
53 Copy ¥ Hie
Paste B r U ¥-A- E== Address Check | Attach Attach Signature
~ < Format Painzer HTE - ;]— = Book MName: | e Ttem - = 4w
Clipboard IT.‘ Easic Taxt V?.| Mames Include ‘
To... |

Send

Actual
2010

Actual
2009

Forecast 2011 Forecast 2012

Fleet Vehicle 1

Fleat Vehicle 2
Fleet Van 1
Fleet Van 2
Fleat Truck 1

For Your Reference...
To copy text between messages:

1. Open the message, click on Actions

and select Edit Message

2. Select the text, click on Copy and then

close the message

Handy to Know...

e To move text either within a message or to
another message, click on Cut % |in the
Clipboard group, position the cursor and
then click on the top half of Paste |&. The
keyboard shortcut for Cut is [ctr] + X .

3. Open the message and click on Paste
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COPYING FROM ANOTHER SOURCE

If you have an existing document that contains
information that you would like to replicate in a
message that you're composing, you don’t need
to retype it. You can open the document in the

application that was used to create it and then

employ the standard Windows techniques to copy

the desired data or text and paste it into the email
message.

Most city councils penalise the drivers of these vans without fully understanding the
cause of the problem.

Try This Yourself:

Before starting this exercise
you MUST open the file
0805 Parking_1.docx in
Microsoft Word...

CAR PARKING SPACES

Open
File

2

:

Navigate to page 3 and
click on the Car Parking
Spaces chart to select it

8

B Canberra

:

M Paris

W Los Angeles

Thousands
=
un
8

Ensure that the Home tab
is open, then click on Copy
& in the Clipboard group
to copy the chart to the
clipboard

Close Microsoft Word,
clicking on [Yes] to keep

B Montreal

:

m Berlin

8

Qo
!

1995

2000

2005 2010

the information on the
clipboard and return to
Outlook

Create a new message

Untitled - Message (HIM.)

EHEH? O+ + |7

nse,
Pasle

Click in the text area of the -
message and then click on
the top half of Paste |& in
the Clipboard group to
paste the chart into the
message

Press esc] and click on
[Yes] to close the message
and save it in the Drafts

e Format Text Review

= (W& [ et [

£= 5= | Adurers Check | Allach Allach Signalure
% | Deok Hame:
ul

N3mzs

Message
& cut
=3 Copy
- Format Pzinter

Options

¥ Fo
1 Hy
B Lo

Calibri (Body~ 11 = A A7

B 1 U | W-A-

File  Hem - -
| Include |

Clipbcard [ Basic Text

W Canberra

HParis

MLos Angzles

Thousands

folder

mvientreal

m Berlin

19do 200w

[i=NE R

Handy to Know...

You may need to reformat data pasted into
an email message that you have copied from
another application.

For Your Reference...
To copy data from another source:

1. Open the application with the data
Copy the data to the clipboard
Open the mail message

Position the cursor and then click on the top
half of Paste &/ in the Clipboard group

2.
3.
4.
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DELETING TEXT

Email editors generally employ most of the
functionality that you find for working with text in
a word processing application. Outlook is no
exception. You can therefore type text, copy it,

Microsoft Outlook 2010 - Level 2

move it, and also delete it if it is no longer required.
The same techniques for deleting text in a word
processing program can be used in an Outlook
email message.

Try This Yourself:

HHI0 4+ %=

m Message Insert

FWV: Hleet Management Expenszes - Message (HIML)

optans Farmat Text Review

¥ cut
. 53 Copy
o < Farnat Paintar

Clipboarg

Continue using the
previous file with this

- . 1 83 ¥ Fc
T oaa ey B @ (oA [T
it
B S U By Ar ||=E= = | = £ | Aduiew Cheek | Allach Allach Signalure
- - — Dook Hames File  Mem- -

§ o

Baslc Text In MNames Intlude |

File

Same

exercise, or open the file

[T ||

Watsonia_03.pst... e | [

Subject: |FN:

Flest Managenent Expenses

Click on the message
from Harry Jones with
the Fleet Management

From: Hzrry Jones

address the message to
either yourself or one of

Sent: Friday, 20 August 2010 12:40 P
Dawson

Expenses subject To: Peter
Subject: Fleet Managemznt Expenses
Click on Forward & in Peter
the Respond g rou p a nd Further to our recent budget changes, we need to review our fleet managementexpenses for the next two years. ¢

fleet expenses to the following table?

Actual
2010

Actual
2009

Actual
2008

Forecast 2011 Ferecast 2012

Thanks
your colleagues fiamy
Select the text that
appears before the table
as shown
Press e to delete the e ENCE AR AL

m Message Insert

F\V: Fleet Management Expenses - Message (HTIML)

Optons Format Text Review

selected text

— — 83| ¥ Fc
ek sy B#E )= LT
it
B 7 U | %+ A- E £ #= | Address Check | Atiach Attach Signature
- Book Hames < Lo

Basic Text [F] Mames

Flle
| Include

Item ~ |

* cut

e
Type Here are the R G ot
figures. Clipboard 5
Press esc] and click on 1= I

Send

[Yes] to close the

Subjecls | Fwv:

o | |
e ||
|

Fleel Manayenienl Expenses

message and save it in
the Drafts folder

Here arc the fgt,rc:.l

H

Fleet Vehicle 1

Fleet Vehicle 2
Flect Van 1
Fleet Van 2
Fleet Truck 1

Actual
2010

Forecast 2011 Forecast 2012

For Your Reference...

Handy to Know...

To delete text in a message: o If you accidentally delete the wrong text, click
1. Select the desired text on Undo |9 in the Quick Access Toolbar to

2. Press reverse the deletion.
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REMOVING AN ATTACHMENT

If you receive a message with one or more relevant to the people to whom you are forwarding
attachments and then forward it to someone else, the message, you can remove them from the
the attachments will be included in the forwarded message before forwarding it.

message by default. If the attachments are not

e e ™ R FW: Parking - Message (HIML)
Try This Yourself: IRETER | vesiage nsert apticns Formas Text Revlew
. B, bl LA I A
© Continue using the Parls ‘;FD”;“ it | B £ U (WA | E=E(EE AEdn:k:) I;:-mk A\’._L_Tth ,Iatun-_iu Signiclure Jl o]
£ g preViOUS file with this Clipboard | Basi¢ Tex | name: | Includz | ]
& L exercise, or open the file Tou | [
Watsonia 03.pst... =
Subject: ‘FW: Patking
o C“Ck on the message Attached \&rgam.wc 225 k31; [ parking Diagram.jpa £ k'E],'Dzrkinc Survey.dooe (500 KB
from Peter Dawson with
the Parking subject
Frome Peter Dawson
e Click on Forward [&]in Sent: Thursday, 22 uly 2010 11:40 AV
the Respond group and subject: Farking
address the message to Harry
elther yourself or one Of You may find the attached filles of interest for the proposed carpark.
your colleagues egards
a a ) Pet
e Right-click on the Parking o
Diagram.jpg attachment
in the message header
and select Remove
The attachment file will e S A A e
disa ear from the mA Wessage nsert Opticns Forma: Text Review
s TR E I = A
Attached box... = 53 comy sEle t
I"njtc f Format painter B I U | %-A = iE i AE:;cl:i I‘(J::r:‘e': AtFtiT:h ﬁt:r?'\t‘ S\gn:.turc 1o
o Repeat step 3 to delete Clpborrd 1| - = B |
the carpark.JPG : Ton |
attachment = (e ]
Select all of the text in the it [P Pk
AMtached: @Par(inq Survey.dock B00 KB}
message, press [pel] and
type can you please Can yuu pledse review Lhe allached parking sunvey?|
review the attached
parking survey?
e Press |esc] and click on
[Yes] to close the
message and save it in
the Drafts folder
For Your Reference... Handy to Know...
To remove an attachment from a message: e You can remove an attachment from an open
1. Open the message with the attachment message by highlighting the attachment file’s

2. Right-click on the attachment L G plrEsE '

3. Select Remove
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CHAPTER 2

Microsoft Outlook 2010 - Level 2

ORGANISING MESSAGES

: : INFocus

Outlook provides a number of tools and features for organising your
email messages. For example, you can delete messages and move
and copy messages to your own custom mail folders. You can also

use the new quick styles to perform multiple step functions on your

messages with a single click, plus more.

In this session you will:

learn how to create a mail folder

learn how to move messages into other mail folders
learn how to copy messages between folders

learn how to delete messages

learn how to recover messages from the Deleted Items
folder

learn how to clean up conversations

learn how to work with the Favourites folder list
learn how to delete message folders

learn how to recover deleted folders

learn how to empty the Deleted Items folder
gain an understanding of quick steps

learn how to customise default quick steps
learn how to create a new quick step

learn how to use quick steps

learn how to archive messages

learn how to recover archived messages.

AN N N NN

AN NN Y U N U N NN
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CREATING A MESSAGE FOLDER

A message folder is a repository for mail so on. You can create additional message folders
messages. There are a number of standard to store your messages. For example, if you are
message folders in the mailbox including the involved in several projects, you could create a
Inbox, Outbox, Sent Items, Deleted Items, and folder for each project to store messages.

em

Try This Yourself: Name:

| |
= Before starting this exercise e
§ E you MUST Open the flle Mail and Postl‘b:ms v]

Watsonia_04.pst...
Select where to place the folder:
Click on Inbox in the [  pdawson@elpheiusglobal.com

Watsonia 04 pSt folder b &3 Public Folders - pdawson@alpheiusglobal.com
== 4 ﬁ Watsonia_0¢

Let’s create two new folders m@a Ee'ettEdt:tem“
for the Amazon and oa Df;t:c 5
Thames projects... £3 Inbux | (2)

3 Outbox
EF Sent teme

Click on the Folder tab to
see the commands you can
use with Outlook folders [

Wiy ] [ Cancel ]
Click on New Folder i in
the New group to open the o s, < e 4 Favorites <
Create New Folder dialog £ Inbox 3 mbox
bOX E Sent ltems E Sent ltems
Type Thames in Name, | | ®e | | o peldedtiems
then ensure that InbOX IS [ pdawson@alpheiusglobal.com [+ pdawson@alpheiusglobal.col
Selected_under. 4 Watsonia_04 4 \Watsonia_04
Watsonia_04 in Select (5] Deleted tems (5] Deleted Items
where to place the folder SR e
: 4[] Inbox (2] 4[] Inbox 2) 3
e Click on [OK] to add the T Thames £ Amazon
new folder under Inbox Ea Outbox B3 Thames
ECI Search Folders 4 Outbox
e Repeat StepS 2 tO 5 tO [ Sent Kems Gﬁ Search Folders ~
create a new folder called £3 Sent tems -
Amazon in the Inbox = ! = !
‘E‘] Mail ‘&d Mail
ﬁ Calendar ﬁ Calendar
Contacts Contacts
o] Tasks o] Tasks
k] 3 [ - k] Ca (A -
For Your Reference... Handy to Know...
To create a new message folder: e You can also create a new mail folder by
1. Click on New Folder i/ in the New group on right-clicking on an existing folder in the
the Folder tab Navigation pane and selecting New Folder.

2. Type the name of the new folder and choose
where to place the folder

3. Click on [OK]
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MOVING MESSAGES

Outlook lets you easily move messages between
folders, either new folders that you have created

or existing ones. There are several ways to move
messages from one folder to another. Here we

Microsoft Outlook 2010 - Level 2

will show you how to use the Move command on
the ribbon as it allows you to move messages
easily into folders anywhere in your Outlook
system.

T Th' Y |f Inbox - Watsonia_04 - Microsoft Quzlook = = 53
ry This Yourself: . @
,  Continue using the 3 Biveeng | & Moveter? (SN, | 63 oo/ eao | [Find a Contac -
g g prev’ous file with this | orwara % — % To Manage.r : Amazon - Watsonia_04
& L exercise, or open the file SATenimal |7 Trames - Watsonia_04
Watsonia_04.pst... R0 | Quack Steos il Sent Items - Watsonia_04
}Jl RE: Thames Inbox - Watsonia_04
o Ensure that!: . wersations]| - |E| HarryJones Inbox - Watsonia_02
nver. ons |
co ersations .S Sent: Thu 2207/20 Sent ltems - Watsonia_til
enabled, then click on the T Feter Dew
Hometab | mowsssssssaniss ° el ansn Inbox - Watsonis_01
2:56 PN Sent Items - Watsonia_01
. 4 weeks would
e CIICk on Inbox7 and then ate Inbox - Walsonia_01
t 252 PN - A _
click on tT_e Thames ln: hases A From: Peter Day [23  Other Folder..,
IC NCW 1aSCE i
colntzteiz ol nett 8 2148 PN Serlt Thursday, IB Copy to Folder..
X i To: Harry Jones
e CIICk on Move in the me o =| Subject: Thame B Awvays Move Messages in This Conversation...
Move group to display a n TieER" v
list of folders that you o Harry
A—f n 11:45 AN g
have visited recently How much time do you need to finalise your 3-_..
q g i ? s
Your list may be different | component in Thames? Amanda needs 5.5 weeks. 2
to the one shown... nett; Peter Dawson Fril.. Peter )
o Click on Thames — i
Watsonia_04 to move the e
message
. . : <
e Cllck_ on _Thames in the e ‘ Fgr::ox Search Thames (Ctrl=E) ]
NaVlgatlon pane tO see Arrange By: Date |Newest ontop v|:|
the message in this folder 53 sent tems
&) Deleted Items
4 Today
[ pdawson@alpheiusglobal.co: 8 Harry Jones ZEE
RE: Thames

4 Watsonia_04

C3 Drafts
4 ] Inbox (2)

[d Outbox

& Deleted Items

C3 Amazon
[ Thames

E:Ci Search Folders —
[ Sent ftems hd

For Your Reference...
To move messages:
1. Select the messages to move

2. Click on Move -|in the Move group on the
Home tab

3. Click on the desired folder

Handy to Know...

e You can drag messages between folders in
the message list and from a folder to a folder
icon in the Navigation pane.

e You can drag and drop folders to new
locations in the same way that you can drag
and drop mail messages. Any items within a
moved folder will move with the folder.

© Watsonia Publishing Page 9
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COPYING MESSAGES

If you want to place a copy of a message in more

than one location, Outlook allows you to copy
messages between folders. And just like many
other functions, there is more than one way in

Microsoft Outlook 2010 - Level 2

which you can perform this feat. You can use the

ribbon, drag and drop, or the keyboard shortcut

combination — +|C Jand +[v]

Try This Yourself:
o Continue using the previous
§ i file with this exercise, or open

the file Watsonia_04.pst...

Click on Inbox, and then click
on the Introducing the new
phase conversation

Click on Move [5-|in the Move
group, then select Copy to
Folder to open the Copy
Items dialog box

Ensure that Thames is
selected under Inbox, then
click on [OK]

Because this is a conversation,
a message may display...

Click on [OK] to copy the
conversation to the folder

Click on Thames to see the
messages there

Cooy the selected items to the folder:

ﬁ

)RS5 Teeds -
[ Suggested Contacs
(@ Tasks
B ﬁ Fublic Folders - pdawsen@alpheius
4 9 VWatsonia_04
@ Deleted kems
8 Conzacts
C3 Drafs
4 [ Inbox (2)
3 Amazon
|E3 Tharnes|
C3 Cuthox 52

< T — 3

s

Cancel

‘Microsoft Outiook  |nt]

Thiis aclion will appy W allitems i te
selected conversation,

Do not snow this message again

[ 0K I [ Cancel ]

4 Favorites

[search Thames (Ctri=E] »P|

@ Inbox

Arrange By: Date

|Newest on top v|E|

[ sent Ttems

@ Deleted ltems
4 Today

[ pdawson@alpheiusglobal.co -

@ Harry lones
RE: Thames

2:56 PM

4 \Watsonia_04
@ Deleted ltems

Cd Drafts
43 Inbox (1)
Cd Amazon
[ Thames (1)
3 Cutbox
ECI Search Folders _
Cd SentItems

1

b_—g Harry Jones
FW: Introducing the new phase: ...
=] Amanda Bennett
RE: Introducing the new phase: A...

2:48 PM

2:46 PM

For Your Reference...
To copy messages:
1. Select the messages

2. Click on Move - in the Move group, then

select Copy to Folder

3. Click on the name of the destination folder

4. Click on [OK]

Handy to Know...

e You can copy messages between folders
using the drag and drop method. To do this,

select the messages to be copied in the
message list, and then press while you

drag them to a new folder in the Navigation

pane.

© Watsonia Publishing
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DELETING MESSAGES

It is good housekeeping practice to purge your delete a message, or in fact anything in Outlook,
folders of unwanted messages. You can do this the deleted item is moved into a special Deleted
by deleting them. Deleting messages works a Items folder rather than being actually deleted.

little like the Recycle Bin in Windows — when you

a 4 Favorites < < h Inbox (Cirl=] P|
O earch Inbox r+
Try This Yourself: (2 Inbox , : = 5
@ Sent Items Arrange By: Date [Con\rersatlons]| |
29 Continue using the previous Bl el 4 Today
2 ! . . . oo e seeerane: | WO R ——
Sk file M{/th this exercise, or open > pdamson@alpheiusalopal.cor™. {21 Thames update
the file Watsonia_04.pst... 4 Wateonia 04 Amanda Bennett 2:52 PM
- [ @ Introducing the new phase: A...
o Click on the Inbox, then click {a] Deleted Items - Harry Jones; Amanda Bennett 2:48 PM
i C3d Drafts Attaching tems [}
on the Attaching Items el L Peter Davson 1156 Al
message C3 Amazon b_—g Parking 7]
ClICk on Delete ‘X‘ in the [C3 Thames (1) Peter Dawson 11:458 AM |=
e Del [Cd Outbox
elete group I:ﬁ Search Folders L Alast\l\l'eek ____________________________________________
q [ i
The message will be deleted [ Sen | © @ sodal Cub
from the Inbox...
. e 4 Favorites E
e Click on Deleted Items to see & inbox [Search Deleted ftems (Cti-E) A
the deleted message =) sent Items Arrange By: Date |Newest ontop 4]
& Deleted tems [~ Peter Dawson 11:56 AM
_______________________________________________ Attaching Items ]
[ pdawson@alpheiusglobal.co:
4 Watsonia_04
@ Deleted Items
C3d Drafts |
4 [ Inbox (1) 3
C3 Amazon
3 Thames (1)
[Cd Outbox
I:ﬁ Search Folders —
Cd SentItems -
For Your Reference... Handy to Know...
To delete a message: o If you delete items from the Deleted Items

1. Select the messages you wish to delete folder, they will be permanently removed
2. Click on Delete %|in the Delete group on from Outlook.
the Home tab e You can permanently delete a selected
message from any folder by pressing +
. A message asking you to confirm your
intention will appear.
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RECOVERING DELETED MESSAGES

When you delete a message from all folders if you realise that you deleted the wrong message,
except Deleted Items, they will be automatically you can recover a message from Deleted Items
removed from the folder and added to the and move it back to the original folder.

Deleted Items folder. If you change your mind or

e 4 Favorites : Search Deleted It (Ctrl+E) }J|
- 2ard elete ems ri=
Try This Yourself: (3 nbox —l
@ Sent ftems Arrange By: Date |Newest on top v|:|
® o Continue USing the preViOUS @ Deleted Items There are no items to show in this view.
E& file with this exercise, oropen | | Ty 3
g w the flle Watsonia 04 St [ pdawson@alpheiusglobal.col—
L pltene 4 Watsonia_04
o Click on Deleted Items in the ol -
Navigation pane, then click on (3 Drafts 5
the Attaching Items message 'E?:'"L’,‘:’;iﬁn
to select it [ Thames (1]
Let’s return this message to l?a e
earch Folders e
the Inbox... 3 SentTems 4
e Right-click on the Attaching
Items message and SeleCt o 4 Favoriley : Search Inbox [Ctrl+E) }J|
Move > Inbox — Watsonia_04 (3 mnbox =
- @ Sent Hens Arrange By: Date [Con\rersations]| - |:|
If Inbox — Watsonia 04 isn't 6 Deleted Ttems 2 1og
listed, click on Other Folder, S Y S Wiy
select Inbox under b pdawson®@alpheiusglobal.col ™ = lhameds u;dateﬁ sis2 o1
. 3 ) manda Benne :
Watsonla_04 and CIICk on Lo [ @ Introducing the new phase: A,
[OK] (@ Deleted Items Harry Jones; Amanda Bennett 2:48 PM
. . Cd Drafts ﬁ Attaching ftems o
The message will disappear 43 Inbox (1] = Peter Dawson 11:56 AM
from the Deleted Items folder... 3 Amazon b Parking )
. 3 Thames (1) Expand to see all items. =
e Click on Inbox to ensure the 3 Outbox
message has reappeared L8 search Folders el Wit SO
again [ sentItems ¥ | b 2y socal Club
For Your Reference... Handy to Know...
To recover deleted messages: e You can delete or recover multiple messages
i simultaneously. To do this, click on the first
1. Select the messages in Deleted Items

message, then press and click on the
desired messages. Press to delete them
or right-click on them and select Move >
folder name to recover deleted messages.

2. Right-click on a selected message and select
Move > folder name
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