u NEW JERSEY

Department of Information Technology

Recovering deleted items not showing in Deleted Items folder

Deleted email in Outlook may still
recover your Email...

be available for recovery through Exchange. Try these instructions to
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Vit 0@ From Subject Received Size | Categories
______________________________________________________ There are no items to show in this view,
4 [ Cosgrove@njcu.edu
4[17) Inbox (18]
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foris not in your deleted items folder
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‘ Step 2: Make sure deleted items folder

-

Step 3: Click on folder then on
Recover Deleted Items.

is selected.
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When clicking on recover deleted items, another window will come up displaying deleted items not found in
your deleted items folder. Here you have 3 options across the top.

s
o)

a4,

Select All. (This option selects all email.)

1 Recover Selected Items. (This option will move the email back to the deleted items folder.)
x Purge Selected Items. (This option will delete all emails in recover deleted items.)
r.'g? Recover Deleted ltems - =a|ilS]
=R=h " Step 5: Click on the button called Recover Selected Items. I
Subject Deleted On From Received Sent To

[\ Meeting Today at 3:00 pm
IRE: UACHS - Info Requested
=4 Home [Cell phane

=l RE: Home /Cell phone
[ZE1RE: IT Staff List

3/12/2012 10:07 AM Lenny Cosgrove 3/12/2012 8:35 AM Lenny Cosgrove
3/12/2012 10:31 AM  Ti-Sheng Lu 3/9/2012 3:00 PM Lenny Cosgrove; Mohammad I, Shekh'
3/12/2012 10:31 AM Theresa Sabetta 3/5/2012 3:13PM Lenny Cosgrove
3/12/2012 10:31 M Theresa Scbetta 3/9/2012 3:37 PM
3/12/2012 10:31AM  Theresa Sdbetta 3/9/2012 2:34 PM

Lenny Cosgrove
Lenny Cosgrove

Step 4: Choose the email or
emails you would like to
recover. You can achieve
this by holding down the Ctrl
key on your keyboard and
clicking once on each email.

Search Deleted ltems [Ctrl<E) Je
Vs [ M) From Subject Received Size | Categories o
______________________________________________________ E—_q Lenny Cosgrove Meeting Today at 3:00 pm Mon 3/12/20128.. 9KB
Glios e e L-_q 10l Theresa Scibe... RE: IT Staff List Fri3/9/20121:34 ... 13KB
4[] Inbox (20)
Step 6: This will move the emails from
L) Drats Recover Deleted Items to the Deleted Items
Sl / folder. Now you can move them back to the
Deleted Items .
c folder they were acceidently deleted from.
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