
How to Delete Items in WebAccess 
 
Click on the folder you want to delete the items from (Mailbox, Sent, etc.)  There are 2 
ways to delete items. 
 

1. Click on the first item to delete and scroll down to the last item, while holding the 
shift key click on the last item you want to delete. 

 

 
 
 
 

2. If you want to delete some items while keeping others, hold the CTRL key down 
while clicking on the items you want to delete. 

 

 
 
Choose Delete from this Mailbox (see image above), will remove the items from your 
folder to the Trash.  Remember all the items that are deleted will remain in your Trash 
for 7 days.  After the 7 days, the system will automatically delete them. 
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Choose Delete from all Mailboxes (see image below), will remove items from both 
sender and recipients mailboxes but only if the recipient has not opened the email. 
 
 

 
 
 
Remember, if you are over your quota limits, you will need to empty your trash to 
remove the items completely from your mailbox. 
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