
Microsoft Outlook 

Mailbox Clean-Up Procedures 
 

 
 Click on 

Tools 
 
 Mailbox 

Cleanup 
 

 
 Click on 

“View 
Mailbox 
Size” 

 
 
 
 



 
From here you can 
see the Total Size 
for the mailbox and 
then, the size for 
each subfolder 
individually. 
 
This will help you 
identify the 
location of large 
amounts of email. 
The folder with the 
largest size is the 
folder that needs to 
be cleaned out.  
Please note, 
Personal Folders 
will not appear in 
this folder list. 
Personal Folder 
items do not count 
toward storage 
limit. 

  
You can also use 
“Find” to search 
for large items. 

 
 



View the size of messages received in INBOX 

 
Right click 
anywhere in the 
column heading to 
open menu. 
 
Click on: 
Customize Current View 

 
Click on 
“Fields” 

 
 
 
 
 
 
 
 
 
 



 
In Available fields, Click 
on “Size” 

 
 Click on “ADD” 
 Click “OK” 
 Click “OK” 

 
You should now see a 
“Size” column. 

 
This will help you find 
individual messages that 
are large in file size.  
These messages should 
be moved into personal 
folders or deleted.   

 
**If deleted, don’t forget 
to empty your “Deleted 
Items Folder”.  Items in 
the “Deleted Items” folder 
count toward your 
mailbox size.  
 
*Adjust field display 
order as needed, by 
moving order of “Size” 
field “Up” or “Down” 

 

If you need additional assistance, please call the 
Help Desk at 519-8042, 51586. 
 
 


