Managing Mailbox space and
Using Personal Folders

7 )
L)

\

Based on documentation developed at the University of lowa
Revised for lowa State University Extension
August, 2005

ISU Extension Information Technology
100 EIT Bldg

lowa State University

Ames, 1A 50011

515-294-8658

eit@iastate.edu

Managing Mailbox Space and Personal Folders Extension Information Technology
September, 2005 1 eit@iastate.edu



Outlook Mailbox Space Limits

Ordinarily, items you create or receive in
Outlook 2003--e-mail messages,
appointments, tasks, etc.--are stored in
folders in your Mailbox on the Microsoft
Exchange server.

Each Mailbox folder contains a specific type
of Outlook item: the Inbox contains e-mail
messages; the Calendar folder contains
appointments and events; the Tasks folder
contains tasks, etc.

Mailbox Cleanup g]

\‘;"* ¥ou can use this bool to manage the size of your mailbo,

\_/‘ You can find kypes of items to delete ar mave, empty the deleted
items Folder, or wou can have Outlook transfer items to an archive
file:,

[ Wiews Mailbox Size...
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L.# Drafts
L] Inbo
L@ Junk E-mail
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Mailboxes on the Exchange server are currently
limited to 100 Megabytes of disk space.

You will receive an e-mail warning when the 100
Megabyte limit is reached. At that point, you will
need to either delete or archive items.

To see how much space you use for each of your
folders, select Tools on the menu bar. Choose
Mailbox Cleanup. Click on View Mailbox Size.
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Reducing Space Usage in Mailbox Folders

Removing Messages from the Sent Items Folder
Each time you send an e-mail message, a copy of the message is saved in your Sent Items folder.

Messages in the Sent Items folder, calendar entries, tasks, etc. remain there for two months (by
default), after which they are sent to an Archive using Outlook's AutoArchive feature.

If you send a large number of messages or if you send messages with attachments, the contents
of the Sent Items folder can cause your Mailbox to exceed your 100 Megabyte size limit.

If this happens, you may need to delete items from your Sent Items folder.

To do so:
e Click on the Sent Items folder | e

e Select the messages you want to delete

[ ©seu NOTE: To select multiple
i Fle Edt Yew Go Tools Acions  Hel -
T e e P messages that are adjacent to
L ] |- each other, click on the first
Favorte Folders 6| Te Subjeck Sent Size % -
;JLnbox;n;e;sor;alFuldTl': Idh =l pate: Two Weeks Ago mess.a'ge In the group..
B rrcoborsg vt | Doapoies T Holding down the Shift key,
[ Sent Ttems in Personal Folders 3 o, Ja... + multiplerac, e - H
S S s st wain. .- || Click on the last message in
S i N v e~ I the group. All the messages
4y DosTom  training class wed 1/7... 3KB 4 H H
:“g;:v:l‘s:j g (=1 Doe, Jane weba:dress wed 1)7... 3KB ShOUId nOW be hlghllghted'
‘5;_ EEIEF:EEI Ttems
2| Drafts -
. To select nonadjacent
i messages, click on the first
e message. Holding down the
& [ Search Folders .
8 3 porsonl Folders Ctrl key, click on each
T additional message you want
e ] [0 select.

e After selecting the messages to be deleted, click the Delete = button to send those
messages to the Deleted Items folder.

NOTE: Items you delete from the Sent Items folder are moved to the Deleted Items folder.
They will still count against your 100 Megabyte limit until they are deleted from the Deleted
Items folder.

HINT: Hold down the Shift key while clicking on the Delete button and the items you've
selected will be completely deleted without first going through the Deleted Items folder. (This
option is only available when you're in Folder List view and have selected the items to be
deleted from the list of folder contents. You can not delete without going to Deleted Items from
inside the opened message.) This procedure is irreversible. If you delete items without sending
them through the Deleted items folder, you cannot undelete them.
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Removing All Messages from the Deleted Items Folder

When you delete items from Outlook 2003 folders, those items are sent to the Deleted Items
folder.

If you delete large numbers of messages, appointments, or other Outlook items, the accumulated
contents of the Deleted Items folder can cause your Mailbox to exceed the 100 Megabyte limit.
Although they have been deleted from the Inbox, Calendar, Tasks, etc., they are still a part of
your Mailbox and still count against the 100 Megabyte limit.

To permanently delete items that are in your Deleted Items folder:

Right-click on the Deleted Items @ Deleted Ttams  py y10n jn

the Navigation pane L= Open

Qpen in Mew Window
From the menu, select Empty ""Deleted Items' Folder Send Lirk to This Folder

Advanced Find...

|'§P Empty "Deleted Items" Folder

b

Move "Delebed Ikems".. .

U Copy "Deleted Ikems". ..

Delete "Deleted Tkems"
e Rename "Deleted Trems", .

[y Mew Folder. ..

Add ko Favorite Folders

Mark all as Read
Process All Marked Headers

Process Marked Headers

sharing. ..

Properties

TP —— J§ When Outlook asks 'Are you sure you

| want to permanently delete all the

g f\[;glgtoeudslutre?-n};?;loﬂznr;to permanently delete all the items and subfolders in the |temS and SUbeIderS in the "Deleted
Items” folder?' Click Yes.

Doing the above, will place the deleted items in "Recover Deleted Items" which can be accessed
through the Tools menu. You have 30 days to recover a message before it is permanently
deleted.
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Removing Selected Items from the Deleted Items Folder
It is possible to delete only a portion of the items of your Deleted Items folder.
e Click on the Deleted Items @ Deletedtems  £o1dar from your folder list.

e Select the items you want to delete

e After selecting the items to be deleted, click the Delete x button to delete those items.

e When Outlook asks if you want to [ Reliite et
delete the selected items, click

Yes. ! E Are wou sure that you want ko permanently delete the selecked itemis)?
YRs l ’ ki
Managing Mailbox Space and Personal Folders Extension Information Technology

September, 2005 5 eit@iastate.edu



Using Outlook Personal Folders

Normally, messages, appointments, contacts, and other items in

) ; ) ) ) 3 B mai -
Outlook are stored in folders in the Mailbox, which contains the = 5" Maibox - Doe, Jane

{a] Deleted Irems

Calendar, Contacts, Deleted Items, Inbox, Journal, Notes, Sent 7| Drafts
Items, and Tasks folders. [ Inbiox

L@ Junk E-mail
If the combined contents of these folders exceeds 100 Megabytes, L My Saved Mail
you will need to either delete items from your folders to reduce the Lz Outbox

total Mailbox size to less than 100 Megabytes or you can move =] sent Items
[ special things

items, especially older items that you don't need to refer to regularly @ [0 search Folders
out of your Mailbox folders and into Personal Folders. # 9 Personal Falders

Personal Folders are not stored on the Exchange Server, so their contents do not count
against the 100 Megabyte limit for your Mailbox.

Personal Folders can be stored on network drives (S: drives) so they will be backed up
regularly. Folders stored on a networked drive, like your S: drives may be slower to access,
however. They can also be stored on a local drive (C:), but you will need to make sure you
back them up on a regular basis.

Checking for Personal Folders (.pst)

If you already have a Personal Folder (.pst), you can immediately begin creating subfolders
and moving items into those subfolders.

To verify that your computer already has Personal Folders:

Click on the Go menu and select Folder List to = €4t Mailbox - Doe, Jane
display your current folder list. (a] Deleted Irems
L.# Drafts
. (3 Inb
Your Personal Folders should appear in your E!J:nll:l{xE-mail
folder list below the Mailbox folder(s). 3 My Saved Mai
L Dukbo

L= 5ent Items
[ special things

# Lol Search Folders
H = Personal Folders
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Checking the Location of Personal Folders

To check where your Personal Folders are
stored:

Click on the Go menu and select Folder List.

In the Folder List dialog box, right-click on
Personal Folders.

Click on Properties.

In the Properties window under the General
tab, click on the Advanced button.

The location of your Personal Folders is listed
under Filename and should indicate that your
Personal Folders are stored on either your hard
drive (C:) or a network drive (S:), The default
filename is: Outlook.pst

Personal Folders @l
General
Marme: Personal Folders|
Filename: C\Documents and Settings! AdminiztratoriLocal Settir

Encryption: | Compressible Encryption

Farmat: Persanal Folders File

Changes the password used to access
Change Password. . the personal Folder File
Reduces the size of vour personal
COmpACt MOW | Folder file e

Comment

Ok l[ Cancel ]

After verifying the location of your personal folders, click on the Cancel button to exit the

Personal Folders (Advanced) window.

Click the Cancel button to exit the Personal Folders Properties window.
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Creating Subfolders in Personal Folders

Before you can store Outlook items (email, tasks, events) in your Personal Folders, you must

create subfolders in which to store those items.

To create a subfolder in Personal Folders:

= €t Mailbox - Doe, Jane
Click on the Go menu and select Folder list to (3 Deleted Items

display your folder list. ]
L] Inbox

L.#| Drafts

. . [l Jurk E-mail
Click on the plus sign (+) to the left of Personal j Mu;-'Eav:;'Ma"

Folders to display any subfolders. [ outho

=4 Sent Items
[ special things

H L) Search Folders
H =3 Personal Folders

Right-click on Personal Folders and select New Folder LELESSEI ~ o.. .
All Folders
from the shortcut menu that appears. AR openinew Window
E] ‘{-’j‘l Mailbox - Doe, P ——
jﬁ Calendar Send Link ko This Falder
8= Contacts Advanced Find. ..
@. Deieted Iter a8l Rename "Personal Folders". ..
L7 Drafts
L_-‘! Inbox (1) |,__| Mew Felder. ..
55\ AT ’ Add to Favorite Folders
L @l Junk E-mail
[ My Saved Process all Marked Headers
—J‘ o= Process Marked Headers
L] Dbz
(=] sert Items Open Cther Folder ]
[ special thing i';i Close "Personal Folders”
A ] Sync Issug
i]' Tasks sharing. ..
3 L) Search Foldf 5% Praperties Frr "Persnnal Falders". ..

| Calendar
=] Contacts

{4/ Deleted Items (£)

L7 Drafts
[ Inbox

In the Create New Folder window, enter a name
=1 for the folder.

Marne:

Folder contains:

Mail and Post [kems w
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An Outlook subfolder regardless of whether it is in the Mailbox or in Personal Folders, can store
only one type of Outlook item. For example, a folder that stores e-mail messages can’t store
tasks or contacts and a folder that stores tasks can’t store e-mail messages or contacts.

Pull down the Folder Contains list and select the

type of Outlook item you will be storing in the ‘ @
folder. Name:
Project correspondence
NOTE: The default folder type is Mail, so if you are
creating a folder in which you will be storing e-mail Folder contains:
messages, it isn’t necessary to select a folder type. Mai and Post Items 4

Select whete to place the Folder:

Click OK.

+ ‘E‘-ﬁ Mailbox - Doe, lane
+ = Personal Folders
+ = Public Folders

Ok ] [ Cancel

The new subfolder should now appear in your folder .
list, under Personal Folders. Folder List

&l Folders
There is virtually no limit to the number of personal # 26 mallbox - Doe, Jane
folders you can create. = 3 Personal Falders
fa) Deleted Irems
[ Misc skuff

If you want to, you can create subfolders within

Praoject info
subfolders. i

L) Search Folders
4 Public Folders

For example, you could create an e-mail subfolder
and, within it, create subfolders for e-mail messages
related to specific projects, or specific topics.

You could also create calendar folders in which to store room schedules, vacation schedules, or
you could create a personal tasks folder for tasks you don’t want to place in your Mailbox Tasks
folder.

Managing Mailbox Space and Personal Folders Extension Information Technology
September, 2005 9 eit@iastate.edu



Dragging Items to Personal Folder

After creating a Personal Folder
subfolder, you can drag Outlook items to

B Project info.... - Message (HTML)
: File

i~iaReply | (= Reply to All | i Forward |

EEX

Help

Edit  Yiew Insert Format Tools  Actions

lr s X .

it from other folders.

An Outlook folder can store only one
type of Outlook item. For example, a
folder that stores e-mail messages can’t
store tasks or contacts and a folder that
stores tasks can’t store e-mail messages
or appointments.

From: Doe, Jane Sent:  Thu 1/29/200= 4:15 PM
To Doe, Jane

e

Subject:  Project infa....

The new project schedule is due by TI%end of the
manth,

Please make sure that all participants get a copy of
the new schedule,

If you drag an item between two
folders that contain the same type
of information, the drag and drop
operation moves the item between
the two folders.

If you drag an item to a folder that
contains a different type of item,
the item you drag will remain in its
original folder and a new item with
an identical subject will be created
in the destination folder.

For example, if you drag an e-mail

message to a folder that contains
appointments, a new appointment with the
same subject will be created in the
destination folder. The contents of the e-mail
message will appear in the Notes area of the
appointment form.

Managing Mailbox Space and Personal Folders
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Original Mail Message

Same message after transferring to a folder for
calendar items

Jilii Project info.... - Appointment

! File Edt Wiew Insert Format  Tools  Actions  Help

i |l Save and Close | 4 [ | A¥Recurrence... | B Invite Attendees | 1 B | X | @

Appointrent Scheduling

Subiject: Project infa....

Location: ~ | Label |[] Mone

Skart time; Fri 1/30]2004 v | [1zo0pm v | [Callday event

End time: Fri 1/30/2004 v| [1zaom

I remirder: Bz show time as: | Il Busy o
From: Doe, Jane

Sent: Thursday, January 29, 2004 4:15 P

To: Doe, Jane

Subject: Project info....

The new project schedule is due by the end of the mont, I

Please moke sure that all partic pants get a copy of the new schedule.

o
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Outlook Item Dragging Behaviors

The following table describes the effects of dragging Outlook items between folders that store
different types of items.

New Appointment with message content in notes

Appointment area.

New Task with message content in notes area.

New Message with appointment information in
message body.

E-Mail

New Task with appointment date set as the due
Task date and other appointment information in notes
area.

New Message to contact

Task Assignment form addressed to contact

New Message with task information in notes area

New Contact with your name and e-mail address
Contact in the appropriate fields and task information in
the notes area.
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September, 2005 11 eit@iastate.edu



The Move to Folder Button

The Move to Folder button provides an alternate way to move Outlook items to a Mailbox or
Personal Folder subfolder.

33

Using the Move to Folder Button

oL

Select the item you want to move. | - :

ukure projects
Click the Move to Folder button on the Outlook toolbar. trbo g

what
If you have previously moved Outlook items between My Saved Mai
folders, either by dragging or by using the Move to Bro

N N roject correspondence

Folder button, a list of recently used folders will appear. -

noo
If you want to move the selected item to a recently used special things
folder, click on the folder name. skuff

4 Move to Folder,..  Ztr4-Shift+y

If you want to move the selected item
to a folder that is not on the list, click
on Move to Folder at the bottom of

= 3 Personal Folders P K the menu.
E Calendar

& Contacts e Select the folder you want to move

3 Ef;ﬁ;”' frems {¢) New. .. your item to. Click OK.

:ﬁ Future projects

[ Inbox

jﬂ Journal

L@ Junk E-mail

| Motes

L= otk

[ Project correspondence
=7 Sent Items

[ stuff

= v R |

Move ltems

Maove the selected items ta the Folder;

II )
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NOTE: The Move to Folder button also [ 8 S VR, /1)

appears on the OUtIOOk Read Mall ! Fle Edit Wiew Insert Format  Tools  Achions  Help

toolbar when you have an e-mail | Qeply | ClReplyto Al | Fouuerd | 4 1|3 | ¥ I[B]X @ B

message open. % 1
Fram: Doe, Jane Sent:  Thu1/29/2004 4:15 PlMove to Folder

You can use this button to move an open | = P

e-mail message directly to a folder. Subject:  Project info....

Thz new project schedule is due by the ead of the manth,
Please make sure that all participants get a copy of the new
schedule.

Using a Rule to Move Incoming Messages to A Folder

You can instruct Outlook to automatically move specific incoming messages to a Mailbox or
Personal Folder subfolder by using the Rules Wizard.

Rules created with the Rules Wizard consist of two parts: a set of conditions which determine
which incoming messages will be affected by the rule and a set of actions which will occur if a
messages meets the specified conditions.

Please note: The instructions on the next pages represent only one of many possible rules you
can create using the Rules Wizard. By analyzing your needs and the options available in each of
the Rules Wizard screens, you can create rules tailored to your specific needs.

With the Inbox displayed, click on the Tools menu and select Rules and Alerts.

Click the New Rule button [ Mew Rule. .

In the Rules Wizard window, select

Rules Wizard -

Start from a blank rule. &
(") Start creating a rule From a kemplate

When the list of Conditions appears, © 3tat from a blark ruls

Se|ect the Condition or Conditions under Step 1: Select when messages should be checked

which you wish to have the rule T ——

invoked. For example Check herk messages ater sendn

messages when they arrive. Click

Next.

Managing Mailbox Space and Personal Folders Extension Information Technology
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When the list of Conditions appears, select the
condition or conditions under which you wish to
have the rule invoked. For example, If you want | "hhcondtionts) doyou nant to check?

Step 1! Select condition(s)

Rules Wizard [z|

From peoj istribution list

to move messages from a specific person to a oo o _
folder other than the Inbox, select From people Dl o e ey

[ senk anly ko me

or dIStrIbUtion IiSt- [ where my name is in the To o

[[] marked as imporkance
[[] marked as sensitivicy

In the Rule distribution box, click on people or Eﬂiifidmffrniﬁiﬂm oo
diStribUtion Iist [ where my name is in the To or Cobox

[ where my name is nat in the To b

[ sent to people or distribution list
[ with specific words in the body

| €

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

Fromipeople or distribution list:

Cancel ][ < Back ” et = l[ Finisk

I‘_E] When the Rule Address window appears, select the

Type Name or Select fram List: Shaw Mames From the: person or distribution list whose messages should be
|C|De |G|Dba| Address List V| moved to a folder'
| MName Business Phone Office
N - i
A S | After selecting the names of senders whose
Doebbeling, Caroine (319) 353-4693 2202 messages you wish to move to a folder (You may
Doelle, G (319) 336-0581 3E17 . . .
Ry o w= | choose multiple names/lists.). Click OK.
Doetn, Gary (319) 356-8616 BTROC
Doerrfeld, Mary E (319} L. R R .
Doerschug, Kevin (319) 3846452 cae After verifying your choices in the resulting Rules
Dagar, Mohammad (319) 356-8878 3423 - - -
Dosgett, Cher Gl wmeare  oial Wizard window, click Next.
Dogru, Salim (319) 353-7151 2116
Doherty, Sean (319) 335-8053 1216
Dohrer, Patricia (319) 353-6177 246 H
Dohrer-O'Leary, Alicia M (319) 353-6694 Wi39
Dahrrann, Maria (319) 384-5820 1103
< | b
[ Fraom - = ] |Doe Tom |
Ok ] [ Cancel ]
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In the Rules Wizard window, under
What do you want to do with this Rules Wizard
message?, select one or more actions.

X

‘What do you want ta do with the message?
Step 1 Select action(s)

For example, if you want messages move it ta the specified Folder ~
from specified people to be moved toa | | 250t tothe cateaery categer,

specific folder, select move it to a [ permanently delete it

specified folder. o o e o o

[ Farward it b people or distribution list as an attachment
[ redirect it to people or distributior list

In the rule description box, click on the [ have server reply using a speific message

Word Specrﬁecj to begin the prOCESS Of EFEDQlymL;::aggst;ﬁ;;:Tn !::Eumbw of days
selecting a folder into which to move ] flag messags with a colored sy
messages. [ dlear the Message Flag v

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives
from Doe Tam

move it bo thefspgecifiedéfolder

Zancel ] [ < Back. ” Mext = l [ Finisk
Rules and Alerts 40 When the folder list appears, select the
— | name of the folder into which you wish
Choose a Folder: to move messages from the specified
= = Personal Folders ~ 0K peop|e.
1] calendar k
e Contacts (If an appropriate folder doesn’t exist,
@ Deleted Items (6} .
(7| Drafts New, .. select the location when you want to
S Future projed:s create a new folder, click the New
[ Inbox button, type a name for the new folder.
éﬂ Journal Click OK.
L@ Junk E-mail
o | iotes Click OK. Then, click Next.
L Cutbos
[ §Froject correspondence
Ij Sent Thems —
skuff
i v
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In the Rules Wizard window under Are there
any exceptions?, select any exceptions to the
general conditions of your rule.

For example, if you don’t want messages
moved to another folder if your name is in the
Cc: list, select except where my name is in
the Cc: box.

Click Next.

Rules Wizard
Finish rule sstup,

Step 1: Specify a name For this rule

| roject correspondence rulgl

Step 2! Setup rule options

[CIRun this rule naw on messages already in "Inbox"

Turn an this rule

Step 3t Review rule description {dlick an underlined value to edit)

Apply this rule after the message arrives
from Doe Tom

ard on this machine only
move it to the Project correspondence folder
except where my name is in the Cc box

Cancel ][ < Back

Rules Wizard [‘S__(l

Are there any exceptions?
Step 1: Select exception(s) {f necessary)

[ except if from people or distribution list -~
[ except if the subject corkains specific words
[ except through the specfied account
[ except if sent only ta me
[ except where my name is in the To box
[ except if it is marked as inportance
[ except if it is marked as sensitiviy
[ except i it is flagaed For action
! b where my name is in the Cc box
[ except if my name is in the To or Cc box
[ except where my name is not in the To box
[ except if sent to people or distribution lisk
[ except if the body contans specific words hd

Step 2: Edit the rule description {click an undetlined walue)

Apply this rule after the message arrives
from Doe Tom

and on this machine only
move it to the Project correspondence Folder
except where my name is in the Cc box

Caneel ] [ < Back ” Mext = V\L[ Finish
b

£

Managing Mailbox Space and Personal Folders
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Type a name to identify your rule.
Verify that Turn on this rule is selected.

Review the rule description to verify that the
rule will do what you want it to do.

Click Finish.
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An information window may appear,
informing you that this rule will run only
when Outlook is running on your PC. If
such a message box appears, click OK to
acknowledge the message, and click OK

Microsoft Office Outlook:

! } This rule is a client-only rule, and will process only when Qutlook is running.

again to close the Rules Wizard.

Editing a Rule

With the Inbox displayed, pull down the
Tools menu and select Rules and Alerts.

Select the rule you want to edit.

Click on Change Rule and from the pull
down list, select Edit Rule Settings.
Follow the instructions in each subsequent
box to select additional conditions,
exceptions, or edit descriptions as needed
using the Next and Back buttons to
navigate the screens.

Rules and Alerts

E-mail Rules | Manage Alerts

li‘}ﬂew Rule. .. [Change Rule = | 53 Copy... X Delete |

Fun Rules Nowe... ©ptions

Rule {applies

Edit Rule Settings... N

Project corrg

Rule description (|
Apply this rule
Fram Dog Tom

and on this

DR A

&3

Rename Rule

Display in the New [tem Alert window
Flay & Sound...

Move to Folder...

Copy to Folder...

Mark as High Priority

Mark as Low Priority

Elag Message. ..

Delete Message

Actions

A
a

move it ko the Proect correspondence Folder
except where my name is in the Co box

(o]

] [ Cancel ] [ Apply

r

Rule Address E

For example, if you want to change the list of

Tvpe Mame or Select Fram List:

Skow Mames From the:

people whose messages to you will be moved
to another folder, click on the existing list of
names and/or distribution lists.

Towa Exchange Users v
Marme Business Phone Office
abboud, Susan M +1 319 353 2369 102-2 4
abdulkawy, Abdulhakeem G +1 319 3356432 5317
Akers, Lynda L +1 319 335 2657 102-2
Ambrase, Erily E +1 319 335 2212 105 21
Auskin, Dennis R +1 319 3350059 gIH

+1 3193355729

Bair, Thomas B +1 319 335 5703 5312
Baird, Cherrie +1 319 3350070 3H
Battels, Cynthia +1 319 335 0127 7H
Bates, Tim +1 319 353 2011 126 C
Beach, Maryjane P +1 319 3350060 105 2
Bennekt, Rick F +1 319 335 2029 BZ4F
Benoit, Diane L +1 319 335 3426 120-3
Bergeon, Dawid T +1 319 353 2493 120 LW
4 >

Due Tonng Avdyd Lser
o] (o
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When the Rule Address window opens, make
your changes to the list of names and click OK.
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Remember to review the description in the Finish rule

setup box and confirm that Turn on this rule is Fiish e setup.
checked before clicking Finish. Step 1 Specty 8 name for the nde

|Pro]ect correspondence rule

Step 2: Setup rule options

[] Run this rule now on messages already in "Inbaox"

Turn on this rule

Step 3: Review rule description (click an underlined walue to edit)

Appty this rule after the message arrives
fromiDog Tom.or Avaya User:

ard an this machine only
mark it as high importance

ard move it to the Project correspondence Folder
except where my name is in the Cc box

Rules and Alerts Deleting a Rule
E-mail Rules | Manage Alerts With the Inbox displayed, pull down the

[ New Rule... Change Rule = 23 Copy... 3 Delete | + &  100Is menu and select Rules and Alerts.
I~

Fule {applied in the order shown) L@
Project corresponcence Delets Rule

Select the rule you want to delete

Click the Delete button.

Click Yes to verify that you want to delete
the rule.

Click OK to close the Rules and Alerts
window.
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