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Tips for deleting old and/or unwanted messages

1. Login to your Megamail mailbox and open the Inbox
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Thursday, July 29th 2004

email the way it was meant to be !

Existing Users New Users
Login name: EG. john@megamail.biz
Why sign up with MegaMmail?
Password: Case Sensitive
Full-service email using your ewn client software
Login Compatible with Outlook Express, Eudora, etc

Flus - access your email from any internet connection
Great for travellers!

Plenty of storage capacity

Keep your email private and secure!

Check your email quickly and easily

Having trouble with your account or logging in?
Forgatten your password? Contact us.

Register now!
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2. Click on the Options icon to open the Options screen
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Screen 2: The Inbox



3. Click on Deleting and Moving Messages

|a Webmail :: User Options - Microsoft Internet Explorer
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INBOX Empty Trash Compose Folders Options Search Logout

Your Information
Personal Information

Change the name, address, and signature that people
see when they read and reply to your email

Mail Management
Filters

Create filtering rules to organize yourincoming mail, sortit
into folders, and delete spam.

Server Information
Change mail server settings.

Message Viewing
Set preferences for filtering messages for unwanted
content.

Language
Set the language that menu Deleting and Moving Messages
are in. Set preferences for what happens when you move and

delete messages.
Time Zone

Setthe current time zon Maintenance Operations

Customize maintenance operations run upon login to
Webmail.
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Open Folder

Other Options
Display Options
Change display options such as how many messages
you see on each page and how messages are sorted.

Message Composition
Customize how you send mail and where drafts are
saved,

Login Tasks
Customize tasks to run upon logon to Webmail.

Control when new mail will be checked for, and whether
or not to notify you when it arrives.

Addressbooks
Select addressbook sources for adding and searching
for addresses.

&] Deleting and Moving Messages

4. Tick the first box, and untick the second (as below)
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Screen 3: Options

‘@ Webmail :: User Options - Microsoft Internet Explorer
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Deleting and Moving Messages
Return to the mailbox listing after deleting, moving, or copying a message?
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Screen 4 Deletion options



5. Click Save Options
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Open Falder

Deleting and Moving Messages

Return to the mailbox listing after deleting, moving, or copying a message?

Save Options_| [_Undo Changes Return to Options
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Screen 4: Saving your options
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6. Click Save Options to exit, then review and save other options as you select
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Your options have been updated.

Your Information
Personal Information
Change the name, address, and signature that people
see when they read and reply to your email

Server Information
Change mail server settings.

Language
Setthe language that menu items, explanations, and help
arein

Time Zone
Setthe current time zone.
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Mail Management
Filters
Create filtering rules to organize yourincoming mail, sortit
into folders, and delete spam

Message Viewing
Set preferences for filtering messages for unwanted
content

Deleting and Moving Messages
Set preferences for what happens when you move and
delete messages.

Maintenance Operations
Customize maintenance operations run upen login to
Webmail.
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Other Options
Display Options
Change display options such as how many messages
you see on each page and how messages are sored.

Message Composition
Customize how you send mail and where drafis are
saved

Login Tasks
Customize tasks to run upon logon to Webmail.

New Mail
Control when new mail will be checked for, and whether
or notto notify you when it arrives.

Addressbooks

Select addressbook sources for adding and searching
for addraccas
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Screen 5: Review other options settings and exit

7. Always click Save Options to exit, then click on Inbox or Logout as preferred

Now, unwanted messages will be deleted and not moved to a Trash folder.



