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Purpose: Use this procedure to delete unwanted or obsolete email messages from you 
mailbox.

You should regularly delete or trash messages to prevent you 
mailbox from becoming too large. You can delete messages while 
you are reading them, or from the message view screen. 

There are two stages to deleting messages:
select messages to delete (or trash)1.
tell Notes to remove them (empty the trash)2.

Follow the step below.

Step Action Information

1 To delete a message while reading it:

with the message open, click the delete buttonl

This will place the message in the trash bucket and will show a trash l
bucket next to it in the view.

the next message in the current folder will be openedl

Hint: you can 
press the 
delete key as 
well.

2 To delete multiple messages:

start at the message view screenl

click in the column next to the message senderl

press the delete buttonl

Hint: you can 
press the 
delete key as 
well.
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the bin next to the message indicates that the message has been l
selected for deletion (or trashing)

3 To permanently remove the selected messages:

Select your Trash viewl

Click on Empty trash to completely empty the trashl

If you have made a mistake, select the message that you don't want to l
delete and click on Remove from trash

Note: 
permanent 
means 
permanent - 
after emptying 
trash the 
message is 
removed for 
ever.

Hint: Pressing 
F9 in the 
message view 
screen has the 
affect as empty 
trash.

If you don't 
empty your 
trash or refresh 
your screen, 
when you log 
off Lotus notes, 
it will ask you if 
you want to 
delete the 
selected 
messages.

4 To deselect messages (i.e. messages that have been selected in error 
for deletion):

In the message view, select the message that you don't want to trash and l
press delete.  This will unmark the message for deletion
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