Retaining a Sent Messages Folder

Log in to CommuniGate. You will come to this screen!

| Folders | New: Mail Event Task Note | Rules | Settings Files Log Out
sklein@d21.k12.il.us: Folders

Create | Mailbox j I used 708K of 50M

Display | Filter: I 2 selected
Folder Size Messages New Unread
INBOX T09K 17 13
Trash 0 0 8

Folders New:  Mail Event Task Note | Rules | Settings Files Log Out

| Tote | Rules | Settings Files Log Out
sklein@d21.k12.il.us: Folders
[send used 708K of S0M

Display i \ Fﬂﬂ! 2 selected
Folder Size Messages New Unread
INBOX 709K 17 13
Trash 0 0 8

| Folders | Nﬂ/ Mail  Event  Taw_ Note | Rules | Settings Files Log Out

Now, type “Sent” in this text box. Then, click “Create”.

Now, it will say “Folder created” on the screen, and a new folder will appear titled “Sent.”

| Folders | ﬁ: Mail Event Task Note | Rules ‘ Settings Files | Log Out
/ sklein@d21.k12.il.us: Folders
x

Create | M | ISenl used 708K of S0M
Folder created

Display | ﬂtﬁr: I 3 selected
Folder Size Messages New Unread
INBOX TO9K 17 13
Sent 0 0
Trash 0 0 8

-
Folders New:  Mail  Event Task Note | Rules | Settings Files Log Out




Next, click on “Settings”.
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| Folders | New: ai ven Task  Note | Rules . Settings Files Log Out
sklein@d21.k12.il.us: Folders

Create | Mailbox | ISenl used 708K of 50M

Folder created

Display | Filter: I 3 selected

Folder Size Messages New Unread
INBOX 709K 17 13
Sent 0 0
Trash 0 0 8

Folders New: Mail Event Task  Note | Rules ‘ Settings Files Log Out

b

Click on “Compose”.

| Folders *New: Mail  Event Task Note | Rules Settings | Files |  LogOut
| General | Compose | Calendar | Contacts | Call Control | Folders | Password | RPOP | Publicinfo

sklein@d21.k12.il.us: General

Layout: Idefaull(Basic) |
Language: || default(English) =|
Time Zone: |defau|l(Ficlili0us Server Zone) |

D onnine Fivad Natwarl: A ddwaces || 1ofotervan ol

Go down to the “Save sent messages” item and click on your new “Sent” folder in the pull-down
menu. Click “Update.”

| Folders | New: Event Jask  Note ‘ Rules ‘ Settings | Files Log Out
| General | Compose | Calendyr | Contacts | Call Control | Folders | P d | 0P |  Public Info
\ sklein@d21.k12.il.us: Compose (2
Message Composer ‘ \ Auto Wrap:| dafaul(ﬁwad) ~| Text columns:| default(60) ~|
From Add.[l:SS:I”Suﬁa Klein" <sklein@d21.N 2.il.us>
Reply Header: i default{On *TAN *F wrol NT=tiroe, *F=sender, facw lino
©
Reply Quoting: I(M MIME-encode Headers: | default(Yes) =|
Signamre: \ /
Moo
Save Sent Messages i.n:ldefaull[) | Store Drafts in:| default(Drafts) ~|
Notes Folder: default()
INBOX \
Sent
I | Calendar \
T Compose Time sm@w

Reset Update

Folders New:  Mail Event  Task Note ‘ Rules ‘ Settings Files Log Out




Now, all new Sent Messages will be stored in that folder until you move them to the Trash and
Empty the Trash.w there is a limit to how much space you have for storage!

/

| Folders | New: Mail Mgyt  Task Note | Rule® Settings | Files |  LogOut

\k&in@dﬂ.kllil.us: Folders y

Create | Mailbox | I < used 709K of 50M

Display | Filter: 3 selected
Folder Size Messages New Unread
INBOX 709K 17 13
Sent 553 1 1
Trash 0 0 8
-
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Folders New: Mail Even




