
 
Changing Your Email Preferences 

 
You, as a user, control the way much of your email is set up. 
Click on ACCOUNT OPTIONS to view selections 
Choosing PREFERENCES allows you to change such things as saving deleted messages 
to a delete folder, forwarding attachments, etc. 
Choosing CHANGE PASSWORD allows you to do that 
MY FOLDERS allows you to set up folders to organize your email 
These are the options you would use most frequently 
 
 

 
 



 
 



 


