Your mailbox is over its size limit —- What Now?

What can make your mailbox be over its size limit?
e Email in the Inbox and subfolders
e Email in the Sent Items folder
e Email in the Deleted Items folder

Where to Start
1. Empty the Deleted Items Folder — Outlook 2003

e Look for the Deleted Items folder in the navigation pane on the left
¢ Right-click on Deleted Items to drop down a menu
o Left-click on Empty “Deleted Iltems” Folder

Fawarite Faolders

L 7 Inbox (200}

.4 For Follow Up [10]
Ll Unread Mail {204}
L7 Sent Items

&ll Mail Folders

- s
= &

.

(a] Deleted Items (37 I.J; Cipen
i...[£| ra
= [ Inbox (200) Cpen in Mew MWindow
[ AckOn
e ———— L R ———
Advanced Find. ..

@ Empty "Deleted Ikems" Fnlderg

L:_' Copy "Deleted Ikems", ..




Empty the Deleted Items Folder — Outlook 2000

e Look for the Deleted Items folder in the
Shortcut Bar on the left

¢ Right-click on Deleted Items to drop
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e down a menu
o Left-click on Empty “Deleted Items”
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2. Deleting Email with Attachments

. . . Properties
e Attachments such as images, PowerPoint presentations

and Excel spreadsheets can add megabytes to the total mailbox size
e Right-click on the attachment icon in the email
e Left-click on Save as...
e Navigate to a folder in which to save the attachment
e Click OK

e Delete the email

Finding Emails with Attachments — Outlook 2003 only

e Go to View, Arrange by, Attachment
e Emails with attachments will be listed at the top of the Inbox

3. Deleting Sent Items
o Left-click on the Sent Items icon in the left navigation pane or folder list

e To delete all items, left-click on the first email,
e Hold down the SHIFT key and left-click on the last email to select everything
¢ Right-click in the highlighted area and select Delete




4. Checking the Size of Your Mailbox
¢ Right-click on the your name in the navigation pane on the left
e Go to Properties and left-click
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e Click the Folder Size button at the lower left
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Folder Size

e Scroll down to look at Inbox, Sent Items and Deleted Items sizes

e Your Mail limit is 50 megabytes

¢ Look at the Total Size, eliminate the last three digits to see megabyte size
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Folder Mame: Mailbiox - & v e 2
Size (without subfolders): B
Total size (including subfalders): 33167 KB
e R
Subfaolder Size Total Size
Calendar & KB 6EKE |
Contacks S5 kB S kB
Deleted Items 11002 KB 11002 kB
Drafts 0 kE OKE =
Inbo 4572 KB 4572 kB
Journal 0 KB 0 kB
Junk. E-mail 0 kKE ake |
Mokes 0 kE 0 kB
Cutbox 0 kB 0 kB
Sent Thems 17583 KR 17585 KR :
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