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Tie: Deleting Messages R5

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:
1. select messages to delete (or trash)
2. tell Notes to remove them (empty the trash)

Follow the step below.

Step Action

1 To delete a message while reading it:

® with the message open, click the delete button

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

® the next message in the current folder will be opened

2 To delete multiple messages:
® start at the message view screen

® click in the column next to the message sender

@HEI.-'-.I b emo @i Feply @Fn:nrl.-'-.lard a[ilelete @ Falder

Who a|[rate - Size - Subject
o Micheal Feghali  11/07 /2000 11,735 & CET Online
v Motes Adminiztrator 310742000 5942 Host file entries
v Jim Bemne 03/08/2000 2634 AS/400 Query
v Chiris Wirtue 28/08/2000 10,811 rirutes2408
o Chiriz Wirtue 29/08/2000 5639 Induction CBT

. Danielle Drev 02/11./2000 113,662 & party
Fob Livingstone  03/11/2000 47,050 [t Drganizations

® press the delete button
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Information

Hint: you can
press the
delete key as
well.

Hint: you can
press the
delete key as
well.



e the bin next to the message indicates that the message has been
selected for deletion (or trashing)

@ Mew Mema @I Reply @ Fanyard a Delete @ Falder EE:

Who Subject
| ) Micheal Feghali  11/07 /2000 11,725 & CET Online

@ Motes Administrator 3107 /2000 5,942 Host file entries

F Jim Berne 03/08/2000 2634 AS5400 Gueny Definit

@ Chiriz Wirtue 28/08/2000 10811 minutez2403

) Chiiz Yirtue 29,/03,/2000 5699 Induction CBT
Danielle Drrev 02A1,/2000 113,662 & party
Fob Livingstone  03/17./2000 47 050 [t Organizational Char

3 To permanently remove the selected messages:

® Select your Trash view
® Click on Empty trash to completely empty the trash

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

@ Empty Tragh @ Femove From Trazh

Who Subject
& Inbox @ Micheal Feghal 1170772001 @ CBT Onir
H Drahs @ Notes 37077200 Host file &
£ Sent Adrminiztratar
iza Al Documents @ Jim Beme 03/08/200 A54000
= I @ Chiris Wirtue 28/08/200 mniriLites 24
Discussion Threads @ Chriz Wirtue 29/08/200 Induction
£ Rules @ Rozlyn A Hunter  28/171./2000 Latug Mat
Stationery - Chandra 28/11/2001 QUALITY
D alpadado
[0 cam
3 keetings
1 Steven
[0 Telesmart
[ Training
4 To deselect messages (i.e. messages that have been selected in error

for deletion):

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