Microsoft Outlook Mailbox Clean-Up Procedures

If you are using Outlook 2007:
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If you are using outlook 2010:
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Microsoft Outlook Mailbox Clean-Up Procedures

Mailbox Cleanup

S You can use this tool to manage the size of your mailbox. ’:’ CIle on
%g You can find types of items to delete or move, empty thegd v
items folder, or yvou can have COutook transfer jias T ar chive Vlew
file. .
S _ Mailbox
[ Wiew Mailbox Size. .. . '
Size
k_gécg-; ) Find items older than * days
@ Find items larger than 250 = kilobytes
LE= Clicking AutoArchi ill Id items to th
@ arlchizg ﬁIL; on rﬂﬂilsvfo?nlpL:nte?:.e ?oulcargsﬁnd = w
il:hese items under Archive Folders in the folder
ist.
— E ing the deleted items fold | [ Empty |
D3 Gelie o e (tems folder permanently [ Empty |
[ View Deleted Items Size... ]
Folder Size From here you can
—_— see the Total Size
Server Data | for the mailbox and
Folder Mame: Mailbax - Training, Outlock then, the size for
. . each subfolder
Size (without subfolders): 1KB individually.
Total size (incuding subfolders): 1520 KB ] )
This will help you
Subfolder Size Total Size | # identify the
Calendar & KB 6 KE location of large
Contacts O KB 0 KB amounts of email.
Deleted Ttems O KB 0 KB The folder with the
Crafts 19 KB 19 KB largest size is the
Inbox 40 KB 40 KB folder that needs to
Journal O KB OKB | be cleaned out.
i‘;"é‘:ma" ':'1 g ? g Please note,
Outbox OKB 0 KB Pt_a-lrlsonal Folders
Ouarantine 0 KR nkp ¥ WI_ not app_ear in
this folder list.
Personal Folder
|
items do not count
toward storage
limit.
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View the size of messages received in INBOX

12/14/2011

Inbox Right click
* 1| G|From Size Subject anywhere in the
A B i
&  Training, Qutlook 1KB  FW: Mirosc s |CO|Umn heading to
A )

f=  Training, Outlook 1KB  FW: Microsg Zl Sort Ascending open menu.
f=  Training, Qutlook 1KB FW/: Microsg il Sort Descending Click on:
-4  Training, Outlook 1KB  FW: Micro = Group By This Field k Customize Current View
f=  Training, Outlook 1KB FW: Microsq

= _ j Group By Box
f=  Training, Qutlook 1KB FW/: Microsg
] Training, Outlook 1KB  FW: Micro Remove This Column :
i Training, Qutlaok 1KB Fit/: Microsg ? Field Chooser
_ - .
f=  Training, Qutlook 1KB FW/: Microsg Alignment
-4  Training, Outlook 2KB  FW: Micro

Best Fit
<]  Training, Outlook 2KB  sample ==
ig Training, Qutiook 1KE  FW: Microsg Format Columne...
f=  Training, Outlook KB RE: Mailbox | Customize Current View. ..
Click on
Description “Fields”
[ Fields. .. * Impartance, Icon, Flag Status, Attachment, From, Size, Su...
[ Group By... ] Maone
[ Sort... ] From (ascending)
[ Filter... | off
[ Other Settings... ] Fonts and other Table View settings
[ Automatic Formatting. .. ] IUser defined fonts on each message
[ Format Columns. .. ] Spedify the display formats for each field
[ Reset Current View ] Ok ] [ Cancel
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Show Fields

Maximurm number of lines in multiHine mode:

Select available fields from:

Freguently-used fields w |

Available fields:

Categories ~
Cc B
Contacts

Conversation

Created

Do Mot Autoarchive

Due By

Fallow Up Flag

Message

Originator Delivery Requested
Read

Sensitivity

Sent

Show these fields g 4

———————

Add - Importance

Mew Field. ., suibje
o

Received

b/

[ Move Up ] MoveDownl

In Available
fields, Click on

/"Size”

== Click on ADD”

e Click “OK”
e Click “OK”

You should now
see a “Size”
column. *Adjust
field display
order as
needed, by
moving order of
“Size” field

[ OK ][ Cancel l

“Up” or “Down”

This will help
you find
individual

|} i i dwe—TT | messages that
........ : are large in file
B Ot it s Sene oy Heege et [INUY | size. These
messages
o Skttt WirefEcinge e o Vg oot ¥ inile, © | should be
moved into
**If deleted, don’t forget to empty your “Deleted Items gf;s;gf:dfolders
Folder”. Items in the “Deleted Items” folder count ’
toward your mailbox size.
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