Microsoft Outlook
Mailbox Clean-Up Procedures

Inbox - Microsoft Outlook
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P You can use this tool to manage the size of your mailbox. “View
@ You can find types of items to delete or move, empty the deleted Mailbox
items folder, or you can have Outlook transfer items to an archive Size”
file.

[ View Mailbox Size... ]

k,g%% O Find items older than % days

(%) Find items larger than 250 | 2 kilobytes

Eis Clicking AutoArchive will mowve old items to the AuboArchi
‘gﬂ archive file on this computer. You can find UIArCIvE
these items under Archive Folders in the folder
list.

— Emptying the deleted items folder permanenty
L deletes those items.

[ View Deleted Items Size...
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Folder Size

Server Data

Folder Mame: Mailbox - Training, Outook

Size (without subfolders): 1KB

Total size (induding subfolders): 1520 KB
Subfolder Size Total Size | ™
Calendar 6 KB & KB
Contacts O KB QO KB
Deleted Items JKB JKB
Drafts 19 KB 19 KB
Inbox 40 KB 40 KB
Journal 0 KB OKE
Junk E-mail JKB OKB —
Motes 1KB 1KE
Outhox 0 KB OKE
Dhiarantine N KR KR 1

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 use this tool to manage the size of yvour mailbox.

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outiook transfer items to an archive

file,
| view Maibox Size... |

() Find items older than 90 |:da\..5
(%) Find items larger than | 250 2 kilobytes

Clidking AutoArchive will move old items to the
archive file on this computer. You can find
thess items under Archive Folders in the folder
list.

Emptying the deleted items folder permanently
deletes those items.

| view Deleted Items Size... |

Close

You can also use
“Find” to search
for large items.
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View the size of messages received in INBOX

Inbox
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Arrange By
Sort Ascending

Sort Descending

Group By This Field
Group By Box

Remove This Column

Field Chooser

Alignment
Best Fit

Format Columns. ..

RE: Mailbox||

Customize View: Messages

Description

[ Fields. ..

[ Group By...

[ Sert....

[ Filter...

[ Other Settings...

[ Automatic Formatting. ..

[ Farmat Columns. ..

[ Reset Current View

Customize Current View,..

Right click
anywhere in the
column heading to
open menu.

Click on:
Customize Current View

Click on
“Fields”

Imwméﬁﬂ From, Size, SU...

Mone

Fraom (ascending)

off

Fonts and other Table View settings

IUser defined fonts on each message

Specify the display formats for each field

Ok
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Show Fields E| In Available fields, Click
on “Size”
Maximum number of lines in multiHine mode:
L o Click on “ADD”
Select available fields from: e Click “OK”
|Frequenﬂy’-used fields w | * Click “OK
Available fields: 5 se fields in this order: You should now see a
Categories ~ Add - T Importance “Size” column.
Cc B Icon
Contacts Flag Status This will help you find
Conversation Attachment individual messages that
Created From are large in file size.
Do Mot AutoArchive These messages should
Due By | |Received be moved into personal
Follow Up Flag folders or deleted.
Message
Criginator Delivery Requested *|f deleted, don’t forget
Read to empty your “Deleted
Sensitivity L Items Folder”. Items in
sent the “Deleted Items” folder
_ 1 count toward your
Properties Delete [ Mowe Up ] Mowe Dawn ] mailbox size.
*Adjust field display
m order as needed, by
moving order of “Size”
\field “Up” or “Down”

Received
Sun 10/22/2006
Sun 8/27/2006 ...

Microsoft Exchange Server Mailbox Manager Report

System Attendant b

Microsoft Exchange Server Mailbox Manager Report 764 B

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




