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Reducing the size of your Exchange mailbox

There is a size limit set up on your mailbox, usually at 2GB. In most cases this is ample.
However if your mailbox is getting full you will begin to receive warning messages advising
you that you are near your mailbox limit. In this case you should tidy up your mailbox.

This guide supports Outlook , Outlook Web Access , Entourage and Thunderbird .

General Tips

Reviewing the mail in your folders

Some people keep all their mail, going back years. Think when you last had to refer to a mail
that was over a year old. It's very quick and easy to delete old mail that's been sitting in your
mailbox for ages. Remember to empty your deleted items folder once you have carried out
these housekeeping steps (see below for instructions).

Deleting unused folders

Do you have any subfolders that you no longer refer to? Perhaps folders you set up for
projects that have long since finished or for particular jobs that are no longer relevant? Could
these simply be deleted? Remember to empty your deleted items folder once you have
carried out these housekeeping steps (see below for instructions).

Outlook

Emptying Deleted Items

The Deleted Items folder may not be set to automatically empty when you close Outlook. In
this situation it is easy to build up a very large Deleted Iltems folder. You can empty this now:

—
Tools | Actions  Help

e While in Outlook, select Tools > Empty

Deleted Items Folder . SendReceive v
Find 3

Alternatively, right-click your Deleted Items Gl Address Book...  Cieshiess

folder and select Empty Deleted Iltems 221 Orgarize

Folder .

(51 Rules and Alerts...
Ot of Office Assiskant. ..

Mailboy Cleanup...

|@ Empty "Deleted Items" Folder

{5 Recover Deleted Ttems. ..

Deleting mail with large attachments

Attachments take up the most space in your mailbox. You can easily see the largest of these
using the Mailbox Cleanup tool in Outlook:

1. While in Outlook, select Tnols | fctions  Help
Tools > Mailbox Cleanup. . ceid Reseie b
IMAP Folders...
Find »

4l Address Book..,  Crrl+-Shift+8
% Organize
(51 Rules and Alerts...

| Mailboyx Cleanup...

Ernpty "Deleted Ttems" Folder
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Click the Find button. (The
option Find Items Larger
than 250 kb is selected by
default.)

Mailbox Cleanup |

&

[%]

You can se this taol ta manage the size of your maibox.
You can find types of items ko delete or move, empty the deleted
items Folder, or you can have Outlook transFer items ko an archive
filee,

View Mailbox Size...

% () Find items older than = days
() Finditems larger than | 250 | % Kiobytes
Clicking AutoArchive will move old items to the
Iﬁ archive File o this computer. Vau can find FHEREE
these items under Archive Folders in the Folder
list.
Emptying the deleted tems folder permanently =
deletes those items.
View Deleted Ttems Size. .,
Delete all alternate versions of items in your
mailbozx.
View Corflicts Size...

This opens an Advanced
Find window which displays
all emails larger than 250 kb.

If you click at the top of the
Size column it will show your
mail in order of size. You can
then easily highlight the
largest mails and delete
them. Additionally, you
should delete any mail that
you no longer need.

Once you are finished,
please empty the deleted
items folder as described
above.

Outlook Web Access Premium (Internet Explorer)

Selecting multiple messages

Outlook Web Access lets you select multiple messages in the same way that Outlook does.

The SHIFT key selects multiple messages in a row:

1. Inyour Inbox, click once on the
first of the e-mails you want to

select.

2. Optionally, scroll down until the
last e-mail you want to select is

visible.

Today
3 Johannes Schaten
@ Fwd: 15 Forwarded Messages
(R Quip@ed.ac.uk
RE: test
S Quip@ed.ac.uk
RE: test
S Quip@ed.ac.uk
RE: test
S Quip@ed.ac.uk
RE: test
S Quip@ed.ac.uk
RE: test
S Quip@ed.ac.uk
RE: test
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3. Hold down the Shift key (left or
right, either will work) and click
once on the last of the e-mails
you want.

The selection will now span all
messages between the first one
and the second one you clicked.

Today

S Johannes Schaten

@ Fwd: 15 Forwarded Messages

= Quip@ed.ac.uk
RE: test

& Quip@ed.ac.uk
RE: test

& Quip@ed.ac.uk
RE: test

‘& Quip@ed.ac.uk
RE: test

& Qup@ed.ac.uk
RE: test

& Qup@ed.ac.uk
RE: test

With the CTRL key you can select multiple messages which are not consecutive:

1. Inyour Inbox, click once on the
first of the e-mails you want to
select.

2. While holding down CTRL, click
individual e-mails to add them to
the selection, or remove them
again.

3. The selection will now contain
individual e-mails.

Today

S Johannes Schaten

@ Fnd: 15 Forwarded Messages
3 Quip@ed.ac.uk

& Quip@ed.ac.uk

& Quip@ed.ac.uk

% Quin@ed.ac.uk

Today

3 Johannes Schaten
0 Fwds 15 Farwarded Messages
A Quip@ed.ac.uk

& Quip@ed.ac.uk

RE: test

% Quip@ed.ac.uk

“& Quip@ed.ac.uk
RE: test

& Quip@ed.ac.uk

h Quip@ed.ac.uk
RE: test

Hint: These methods work in tandem as well — you can select a whole row of e-mails with the
SHIFT key, then remove individual e-mails from the selection using the CTRL key.

Displaying messages according to size

* Inyour Inbox, click Arrange by in
the header row, then select Size.

»  This will display e-mails according
to their size, with the largest e-
mails at the top.

» Delete the largest e-mails to free
up space.

Emptying deleted items

Arrange by: Date -

Toda bEE

=
o F From

= q To
Size

Subject

Conversation

Type
Attachments
-, Importance
= ol Flag Due Date
Flag Start Date

= We

1. You can set OWA to automatically empty _
deleted items: Click the Options buttons 3__] Opkions
on the top right corner of the page.

2. On the Options page, select Deleted
Items in the menu on the left.

»
)

3. Check the box next to Empty the
deleted items folder on logoff

[] Empty the Deleted Items Folder on lagoff
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4. To manually empty deleted items, click & Deleted Ttems (1)
the Mail section. EF Open

. . Qpen in Mew Window

Right-click the Deleted Items folder and

select Empty Deleted Items . Move Folder...

't
% Copy Faolder...

b4

Delete

Rename

LG T ST ESTE ST ST AT
5

Create Mew Folder. ..

Mark Al as Read

iz B

Empty Deleted Items

Outlook Web Access Light (non-Internet Explorer)

Selecting multiple items
To select multiple messages in the Mail view In Outlook Web Access Light:

¢ Use the check boxes displayed ! E 0 O Fun sttt
. (=) Johannes Schaten Fud: 15 Forwarded Messages

next to the From: field to select 5 etk

one or several e-mails. S cupBed.acuk

(=% CQuip@ed.ac.uk RE: test

=3 [ cuip@ed.ac.uk RE: test

» Use the check box in the header S [l oupmstack

. . =Y O quip@ed.ac.uk RE: test

row to select all emails in that a p——

folder. =Y [ cuip@ed.ac.uk RE: best

Deleting large e-mails
To sort e-mails by size, or according to whether they have attachments:

¢ In your mailbox, click the heading
Size. This will display e-mails
according to their size, with the
largest e-mails at the top.

¢ Delete the largest e-mails to free
up space.

*  Click the paper clip icon in the
header row to display e-mails
which have attachments.

¢ Delete e-mails with attachments
to free up space.

Emptying Deleted Items

1. You can set OWA to
automatically empty deleted
items: Click the Options E Cptions
buttons on the top right corner
of the page.
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2. On the Options page, select
Messaging in the menu on the

left. r;._‘.; Deleted Items

3. CheCk the bOX neX'[ tO Empty |:| Empty the Deleted Items Folder on logoff
the deleted items folder on
logoff .

4. To manually empty deleted [y e
items, click the Mail section, -~} Office Outlook Web Access
then click the Deleted Items

folder.

i
i Calendar

I'H Contacts

5] Deleted Ttems (1)
7 Drafts[1]
le Inbox
L@ JunkE-mai
E Sent Ikems
5. In the top row of buttons, click ssage | By Move . Delete
the button for Empty Deleted
ltems. This is the fifth icon from /
the left. It is represented by a -
recycling bin. Y,

Entourage for Mac

Emptying deleted items

1. In Entourage, click the Mail icon.

2. Right-click or control-click the Deleted 1 - i
Items folder and select Empty Deleted b suni et .
It ko sunket Open... E

ems. Kz clenda  park All as Read
HE) contacts b1y Junk E-mail Protection i
K2 swnciss C :
ategories >
g Public Fy Proiec E
Exchange fol ojects E
| swaffmallfor  New Folder... :
| Microsoft Ne E
J Mall Views Find
Delete Folder

Empty 'Deleted Items"
Synchronize Now E

Empty Cache

15 displayecl._l Sharit 1q

- Folder Properties ]

Finding Messages with Attachments:

Attachments in Entourage are shown by the paperclip symbol, usually next to the From
column. To sort messages by those that have attachments versus those that do not, click on
the paperclip at the top of the inbox. All those emails that have attachments will be at the top
of the inbox.
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Saving Attachments from messages

You might not want to save the whole message, but just the attachment. To save the
attachment to your desktop, right click on the email. Click on 'Save Attachments' . A window
will pop up. The default view should be to your Desktop. Click Open if you want to save it
directly to your Desktop. Or highlight the folder that you want to save it in, then click Open.
You can now delete the message.

Deleting large emails

* You can sort you messages by size. Click on Size on the top of your Inbox. The
messages should be sorted by size. Review and delete those you don't need any longer.

e Also sort your "Sent Items" folder by size and remove large unneeded messages.
Look for mail items you may have in your "Junk E-mail" folder, review and delete
unwanted messages.

» Once you are finished, please empty the deleted items folder as described above.

Thunderbird

Emptying Deleted Items

The Deleted Items folder may not be set to automatically empty when you close Thunderbird.
In this situation it is easy to build up a very large Deleted Items folder. To empty the folder:

1. While in Thunderbird, right-click Al Folders a0
your Deleted Items folder and = iscrzten@e"seed-ed-ac-uk
= Inbox
select Empty Deleted . 0 e
+ Ld Log  Cpen
2. You should also press the Purge Search...
button on the toolbar. This Supseribe. .
removes any emails which were Copy Folder Location
previously marked for deletion: Nevw Subfalder...
Compack
Mark Folder Read
m Empty Deleted

Favourite Folder

F'LII’IQIE-' Properties. ..

Compact Folder

Compacting physically removes messages marked for deletion and hidden from view. To do
this, click the File menu and select Compact Folder .

Deleting large emails
You can see the largest emails in your mailbox by displaying the inbox according to size:

< While viewing your inbox, click the Szev | B
Size column (on top of the inbox)
to display the largest emails first..

» Also sort your "Sent Items" folder by size and remove large unneeded messages.
Look for mail items you may have in your "Junk E-mail" folder (if present), review and
delete unwanted messages.

* Once you are finished, please empty the deleted items folder as described above



