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OUTLOOK – SAVING MESSAGES SO THEY WILL NOT BE AUTOMATICALLY DELETED


Messages that are too old will automatically be deleted from your Outlook Email account.  
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This means any messages that are located in your “MAILBOX” will be deleted if they are too old (To include any folders you created that show up within the mailbox.)
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USING THE FOLDER LIST: 
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1. If you do not see the FOLDER LIST, click on VIEW, then FOLDER LIST and the list should appear. 



2. When you click on the  -  or  +  in front of Personal Folders, it will expand or compress all the items inside the folder.  You want the Personal Folders to be expanded (the  -  should be showing).

3. You have two choices for storing messages in Personal Folders:

· Click and drag messages you want to keep from the Mailbox into  Personal Folders. Drag the message(s) to Personal Folders until the words Personal Folders are highlighted – then let go of the mouse.  The message(s) you just moved should now be located in Personal Folders.  Click on Personal Folders and you should see the messages.

· Create folders WITHIN Personal Folders to store your messages by categories (see directions below).  
· If you already have folders made in the “Outlook Today – [Mailbox]” section, click and drag the entire folder to Personal Folders.  The folders you made should now show up as subfolders under Personal Folders (see p. 3 of this handout for further directions).

Creating a subfolder in your PERSONAL FOLDERS:
First, decide how you want your folders organized:

· If you want all the folders you create to be in the same area, you need to make an “overall” folder (like Jan’s Stuff, or SY 2002-03), then make subfolders under the overall folder.  

· If you don’t care where your folders are located within the Personal Folders list (they will be arranged alphabetically), then don’t create an overall folder, just create the folders you want.

1. Have the FOLDER LIST showing.

2. Click on FILE, NEW, FOLDER
3. Enter the name you want for the folder.

4. Under “Select where to place the folder”, click ONCE on PERSONAL FOLDERS.  It should now be highlighted.

5. Click OK.
6. You should now see your folder in the folder list.  You can make different folders to store messages in.

7. If you made an overall folder, then repeat the process to make subfolders.  This time to select where to place the folder, click on the + in front of Personal Folders, then highlight the overall folder you made.  Click OK.  You should see the subfolder underneath the overall folder you made.

Deleting a folder:
1. Click once on the folder you’d like to delete.

2. Click once on the X (delete button)

3. Click on YES.
Moving a folder:

Some of you may have already created a folder  in your  Outlook Today – [Mailbox – USERNAME] section to store messages.  Remember, any messages in this section are subject to automatic deletion.   You can move any folder that you made in this section (including the contents of the folder) to your Personal Folders.   Simply click and drag the folder until Personal Folders is highlighted, then let go of the mouse.  You should now see your folder as a subfolder of Personal Folders.

Moving Messages from your MAILBOX (inbox, sent items, deleted items) to the Personal Folders:

Click and drag the message to its new location – just like you did before!
Don’t forget --- you still need to delete messages that you no longer need from your Personal Folders.  Don’t forget the DELETED ITEMS folder in the Personal Folders – you must delete these as well!!  Your Personal Folders are part of a file stored on your “H” drive, and that space is also limited.  The servers are only so big … you can’t keep everything!          
If you need assistance, feel free to contact me!  *Jan  (
PERSONAL FOLDERS:  This area is where you want to put messages that you need to keep so that they are NOT automatically deleted.  (You DO need to delete unwanted messages from here periodically.)





MAILBOX:  This is where mail is delivered.  ANY area within this Mailbox is subject to automatic deletion when the messages get too old.
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If you do not have PERSONAL FOLDERS showing in the Folder List, contact me and I’ll create it for you.








Using Personal Folders for Email Storage
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