
MS Outlook: Saving Messages into the Sent Items Folder 

If you find that the messages your sending are not being saved into the Sent 
Items folder, check the following settings: 
 
Click on the Tools menu item 

1. Select Options. 
2. From the Preferences tab, Click on 

the E-Mail Options button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Make sure the box for Save copies 
of messages in Sent Items Folder is 
checked. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


