PRODUCTIVITY ...

Mailbox Space Management

Regular maintenance of your Outlook mailbox can make it
easier for you to find important messages and will reduce the
storage needs of the company's email system.

Click here to learn some simple maintenance tips that can
help you to get the best performance from your Outlook e-
mail.

Prepared by Information Security and IT Governance Division of ICT.
Productivl. T.y showcases tips & tricks on various
office and branch applications.
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Mailbox Space Management

Tip 1: Empty the Deleted Items folder

Every time you delete an e-mail message, it goes into the Deleted Items folder. This folder can grow quickly, so you need to periodically empty the

folder. Since you probably intended to get rid of deleted items in the first place, permanently tossing them out is a painless way to cut the bulk in your e-
mail box.

o Clean Automatically

- To automatically empty your deleted items folder each time you exit Outlook:
1. On Outlook Menu Bar, click Tools, then Options...

IIools Il Actions Help

Send/Receive >

Instant Search »
8 Address Book... Ctrl+Shift+B
% Organize
(51 Rules and Alerts...

Qut of Office Assistant...

Mailbox Cleanup...
(5] Empty "Deleted Items" Folder

5] Recover Deleted Items...

Forms >
Macro >
Account Settings...

Trust Center...

Customize...

Options...
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2. Click Other tab, select "Empty the Deleted Items folder upon exiting", then click OK.

b

Options ” ’1 _J

| preferences | Mail Setup | Mail Format | Speling] Other [pelegates |

General —
‘ ) Empty the Deleted Items folder upon exiting
.‘:LJ 17| Make Outlook the default program for E-mail, Contacts, and Calendar. |

Default programs... I [Advanced Options...

AutoArchive

=9l Manages mailbox size by deleting old items or moving them to an archive file
Ve and by deleting expired items.

AutoArchive...

Outlook Panes -
.| Customize options for the Outlook Panes. Navigation Pane...

Reading Pane...

To-Do Bar...

Person Names
& Display online status next to a person name

Display online status in the To and Cc fields only when mouse
pointer rests on a person name

(o« [ concel J[ oo |

e Clean Manually
- If you prefer to have more control over when items are removed from Deleted Items, right-click on the Deleted Items and select the

"Empty Deleted Items" command.

Mail « ||[3 Inbox
Mail Folders

2] All Mail Items v
=] %‘} Mailbox

\a] Deleted Items.
%ﬁ T Open

L: gy Open in New Window
[ g Junk E-M

@ Qutbox 5] Empty "Deleted Items" Folder
[F5) RsS Feeds
[ sent Items |
@ [ Search Folg i1 Copy "Deleted Items"... ]

»

Arranged By: |

Move "Deleted Items"... i

A
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Tip 2: Save attachments outside the mailbox

Attachments can take up a lot of space. In fact, a single 1 MB e-mail attachment can take up as much space as 200 e-mails without attachments.
If you don't need to store attachments in your mailbox, you can use the "Save Attachment" command on the File menu and save the attachments to a
convenient location on your computer. Once you've saved the attachment, you can delete the message (if you don't need it anymore), or you can right-
click the attachment icon and click "Remove" to keep the message but remove the attachment.

1. Click File, select Save As then click Save Attachments

) E—

£= Save in another format
j' New Mail Message :

—J SaveAs
Save a copy of the item to your computer in
H Save one of several formats,

ln.  Save Attachments

' S Save As » —H Save one or more of the files attached to
7 this message to your computer.

| Y Malada

2. Select the directory on your computer where the attachment will be saved

-] Save Attachment
@—C)-r\ » Libraries » Documents » S [
pliing

Organize v New folder fe= o @

[ Microsoft Office 0y Documents library
Includes: 2 locations

4.7 Favorites

Name -
P Desktop = El
% Recent Places ki WinMerge
B Downloads 1. Visual Studio 2010
1\ Visual Studio 2008
453 Libraries 1. Visual Studio 2005
(5 B Documents 1. TestComplete 10 Samples
**J, Music ' |, TestComplete 10 Projects
> [ Pictures J. Test Client Projects
o) : i P m )
File name: Process Review - iClick 1.8.7.0xlsx B
Save as type: | All Files (1) -
A Hide Folders Tools ~
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3. Or, simply rightclick on the attachment and click Save As... and select the directory where it will be stored
Tue 1/13/2015 8:48 AM

@ Process Review - iClick 1.8.7.0.xIsx (16 KB-

Preview -
Open
Print

= Select All

Note: Before you start saving attachments to your hard disk, make sure you have a location in mind that you'll remember later. For example, if the
attachment is a photo, you may want to save it in the My Pictures subfolder of My Documents. Or, the attachment may be related to a project file you
have already created on your computer. When you save the attachment, make sure you give it a name that will help you remember its contents and
context.

Tip 3: Archive the Sent Items folder regularly

Keeping the messages you send can be a useful way to track who said what to whom. But, you don't necessarily need to keep this kind of record in your
mailbox—which is where a copy of the messages that you send are stored (Sent Items). If you need to keep some of your sent messages, they may be

archived on your computer. Archiving removes the e-mails from your mailbox and stores them on your computer's hard drive.

e Auto Archive
1. To specify archive settings for AutoArchive, right-click the Sent Items folder, click Properties
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3 84 Mailbox
&) Deleted Items
(7| Drafts 3]
[ Inbox
L@ Junk E-Mail 5]
(3} outbox
[F5) RSS Feeds
L1 Sent ltems

FLASeard = open
Open in New Window

M

B oM Sent Items",

[ Copy "Sentltems"...
Delete "Sent Items
afe Rename "Sentltems
4 New Folder...
Remove from Favorite Folders
Mark All as Read
Process All Marked Headers
Process Marked Headers

Change Sharing Permissions...

%f Properties I

2. Select AutoArchive tab, choose
Sent Items Properties =

specific archiving settings you want then click OK
(@A X

[ Administration I Forms I Permissions | _ Synchronization

‘ General | Home Page I [ AutoArchive |

(©) Do not archive items in this folder

@) Archive items in this folder using the default settings
() Archive this folder using these settings:
Clean out items older than |2 [ |Months
@ Move old items to default archive folder
Move old items to:

=

Permanently delete old items

VD: \PST JdDelaCruz\archive.pst Brow:

@
o

Retention policy
o

Retention Policy Information...

< ”; The network administrator has not set retention policies.

IOKICanoeI‘

Apply
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e  Manual Archiving
3. On the File menu, click Archive...
+ Inbox - Microsoft Outlook

| File ikdi: View Go Tools A

New »

M Open »

= Close All Items

B

Save Attachments »
Folder »
Data File Management...

Import and Export...

Archive...

Page Setup »
Print Preview

Print... Ctrl+P

& b

Cached Exchange Mode  »
Work Offline
Exit

4. Scroll to select Sent Items and select your preferred options and location for archiving of your Sent Items, then click OK

Archive - m

.

() Archive all folders according to their AutoArchive settings

@) Archive this folder and all subfolders:

[ Inbox -
éﬂ Journal

[[@ Junk E-Mail [6]
_‘J Notes

[3) Outbox

[

Sent kems' |

) Tasks ~| |

<« T J » |
Archive items older than: | Sat 10/18/2014 [~]

[7] Include items with "Do not AutoArchive® checked

Archive file:

D:\PST\archive.pst Browse...
I OK i Cancel
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Note: Managing your mailbox will be an ongoing process—so sticking with it will keep you under any limits imposed by the network administrators and

benefit you by keeping better organized.

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida"” online survey form.
You may also email your comments and suggestions to ict-process@pijlhuillier.com.
Click here for back issues of Productivl.T.y in MyLink.
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