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    INFORMATION TECHNOLOGY SERVICES 
 

QUICK USER GUIDE 
 
 

Note: 
 

1. This guide is about how to recover items permanently deleted from the 
“Deleted Items” under your Exchange Mailbox. 

2. Items permanently deleted from “Deleted Items” are kept for a maximum 
of 14 days on the server. 

3. Items permanently deleted from Personal Folder (.pst) CANNOT be 
recovered. 

 
 

Recovering Deleted Items: 

 
1. Click on “Deleted Items” under your mailbox. 
 

 
 
2. Click on Tools menu > Recover Deleted Items. 
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3. On the pop up window, choose from the list of items you want to recover. 
 

 
 

4. To recover the item, click on the second icon on the window as shown in 
the following figure. 

 

 
 

5. The recovered items will be moved to the “Deleted Items” folder where 
you can drag it out to other folders. 
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