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Outlook (email) Tips

Automatic Deletion of “Deleted Items Folder” each time you exit Outlook: (this way you never have to empty the Deleted Items folder – Outlook will do it for you):

1. Have your Outlook open.

2. Click on  TOOLS  in the Menu Bar.

3. From the drop-down menu, choose  OPTIONS.

4. Click on the OTHER tab.

5. Look under the tabs for the word GENERAL.  You’ll see a box where you can click to enter a checkmark.  This is next to the words, “Empty the Deleted Items folder upon exiting.”

6. Click APPLY.

7. Click OK.

8. Each time you exit Outlook, you’ll be asked if you want to delete the “Deleted Items Folder” contents.
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Doing a “one-time” deletion of everything in the “Deleted Items Folder”:
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Click on TOOLS in the Menu Bar.

2. Click on Empty “Deleted Items” Folder.

3. You may get a message asking if you really want to do this – click YES.

Deleting items from your INBOX, SENT ITEMS, or FOLDERS you have created:

1. Click once on the message you want to delete.

2. Click on the DELETE button (X), or press the DELETE key on the keyboard. 

3. This message has now gone to the “Deleted Items” Folder.

Deleting more than one message at a time – messages in random order:

1. Hold down the CONTROL key (Ctrl) on the keyboard.  With your mouse, click on each message you want to delete.  Clicking on the message will highlight it.

2. If you highlight a message that you did not want to delete, click the message again, and it will be deselected.

3. BE CAREFUL that you are not clicking and dragging the mouse – if you do this, you will duplicate all the messages that are highlighted!

Deleting more than one message at a time – messages in a group:
1. Click once on the first message you want to delete.  The message will now be highlighted.

2. Hold down the SHIFT key and click once on the last message you want to delete.

3. All the messages in between the first and last message should now be highlighted.

4. Click the delete button (X) or press delete on the keyboard.

Keeping “track” of messages you’ve asked a receipt for: When you ask for a receipt on a message, Outlook keeps “track” of when the message was read.

1. Go to your “SENT ITEMS” and open the message you sent.  Any message that you asked for a receipt on will have an “i” with the mail icon (the “i” shows up as soon as the person has read the message).

2. You’ll then see a window like the one below.

3. Click on the TRACKING tab.


· Subject of the message.

· Information on the message.

· Recipients.


· Read date & time.

Happy computing . . . 
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