
Saving Sent Mail in 
WebMail

What to do if it doesn’t go into 
a folder automatically



Log into WebMail. 
On the top menu 
bar, select 
Options.

Log into WebMail. 
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bar, select 
Options.



Under Your Information, 
select Personal Information
Under Your Information, 
select Personal Information



Select Edit Your 
Identities. 
Select Edit Your 
Identities. 



Use the drop-
down box to 
select your 
username.  

Use the drop-
down box to 
select your 
username.  



In the lower part of 
the screen, check 
to Save sent mail, 
and select a 
folder. You can 
also create a 
signature on this 
page. 
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Once you’ve 
completed your 
selections, click 
Change to 
complete the 
process. 
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The screen will 
return to the 
Identities page. 
You can continue 
your work by 
selecting from the 
menu at the top of 
the page.  
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