
Retaining a Sent Messages Folder 
 

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

 
 
 
 
Once here, first, make sure that this pull down menu says “Mailbox.” 
 

 
 
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.” 
 

 
 
 
 



 
Next, click on “Settings”. 
 

 
 
 
 
Click on “Compose”. 
 

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

 
 



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

 
 
 
 
 
 
 


