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NEW RULES

-OR E-MAILS

All items
The “clean-up” rule applies older than
ONLY to e-mails in: 6 monthe

» Inbox (and its subfolders) will be
» Sent Items (and its subfolders)
» Deleted Items

Thege personal items
will NOT be deleted

DELETED

‘ > Project 2

What will change?

4 Mailbox - xxx user

“ 77 Inbox

> Project 1

- > Project 2
"7 Drafts

4 77 sent Items
> Project 1

Deleted Items

> 5% Personal items 1

4 [ Personal items 2
> Subfolder A
> Subfolder B

What do you need to do?

Before 1 July, make sure you:

» Register all important, work-related e-mails in Ares via AresLook
» Create new folders directly within your mailbox to store e-mails
you would like to keep for personal use

From 1 July on:

» Continue registering all important,

work-related e-mails in Ares via AresLook
» Regularly clean your mailbox:

» Move important e-mails you would like
to keep for personal use to folders within
your mailbox

» Delete unnecessary e-mails

Remember:

If you create “new folders”
within your Inbox

or Sent Items,

the “clean-up” rule applies!



http://www.cc.cec/Ares/documentInfoDetails.do;Ares=-h20-jRN0wcPitlcX9evxMdu4gvbQtth8ofmBLuUgegbnBWylPom!2043046020?documentId=080166e597b4487d&ticket=ST-200043-4lvYQZjXaDiGanCoEh04m5X8XRcKmOJxyzliohndd8WzegzLBKxgPphrWuZgWrtH5ltkFb1PaGwcab9MQpvuTHm-Jj71zxYb8yrh9WvXrxD0h8-69WPSMLwbXi2GUodmiWq3LeT4TfpVsaO8t9FrkHQX9C
https://webgate.ec.europa.eu/fpfis/wikis/display/Ares/ARESLOOK
https://myintracomm.ec.europa.eu/corp/digit/EN/itic_service_catalogue/Documents/ITIC-UC.Email/ITIC-UC.Email.00.M09.Create-Folder.EN.pdf
https://webgate.ec.europa.eu/fpfis/wikis/display/Ares/ARESLOOK
http://www.cc.cec/itservices/en/content/automated-e-mail-deletion-faq
https://intracomm.ec.europa.eu/di/syslog_formation/application/catalogue.cfm?cou_id=195832
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