u NEW JERSEY

Department of Information Technology

Recovering Deleted Items from Exchange Not Showing in Deleted Items folder

Step 1: If the email you are looking for has been deleted out of your deleted items folder you can look in

recover deleted items.
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Step 2: Make sure deleted items folder is selected.
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Step 3: Click on folder then on Recover Deleted Items.
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Step 3: Click on Tools | Recover Deleted [tems.

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:

a3
o "7 Select All. (This option selects all email listed in the window.)
o
o =] Recover Selected Items. (This option will move the email back to the deleted items folder that you
selected.)
(o] X Purge Selected Items. (This option will delete all emails in recover deleted items that you
selected.)

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.

Step 5: Click on the button called Recover Selected Items.
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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.
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Step 6: This will move the emails from Recover Deleted Items to the Deleted Items folder. Now you can move
them back to the folder they were accidently deleted from by either dragging and dropping them or using the
move to folder icon. =
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