Deleting E-Mail

It is very important to clean out your old email once per week, especially from your “In Box” and “Sent Items” Folders.   NOTE:  *If you do not clean out your email periodically, and it becomes too large in size,  it is possible it could be shut down.
IN-BOX MESSAGES -  Your email automatically opens to your inbox.  This is where incoming email arrives.  If you click on the Page Arrow  in the upper right corner of your e-mail screen, you will most likely see that you have several pages of messages in your In-Box.   *(Messages are listed in order of date received, the newest ones at beginning of pages listed).
DELETING EMAIL FROM YOUR IN-BOX
1.       Click in small box to the left of all the messages you wish to delete. (You will see a checkmark appear in the box).
2.      Hover then click, on the small icon/picture of a letter and checkmark located on the toolbar. A message appears "Delete marked items".

3.      Now, hover then click, on the small trash can icon to the right).    A message appears “Empty Deleted Items Folder”.
DELETING EMAIL FROM “SENT ITEMS” FOLDER
1.       On the left side of your “Inbox” column, click on the yellow “One Up”  folder.  
2.      Here you can find “Sent Items” “Deleted Items” Folder and more. 
3.      Follow steps 1, 2, and 3 as above.
4.      After deleting email not wanted, return to the In-Box by clicking on the word “In-Box” located in the gray left column of your screen.
