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All team members - IMPORTANT

We have been advised that we cannot delete emails from our inbox from or to clients. 

So, to manage the size of the email inbox please create either a smart mailbox or a new mailbox as an archive and then export this into a relevant file on the server.

I have created, on Deep 000_Email_Archive and then you should have “Client folder” and then create a folder with your name and add the export there. 

This is so that if we legally need to prove something we can. Once there, it can be remove from your Gmail to clear space. 

ANY written agreements, or similar should always be logged in zoho of course. 
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