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Reduce the Size of Outlook 2003 and 2007 Mailbox

User mailboxes that exceed the 200 MB EMS-CS quota will not be migrated into the EMS-CS environment. To
qualify for migration, all USDA Enterprise email users must delete old messages and reduce the size of their
mailboxes to meet the 200 MB quota mandated by EMS-CS Migration Policy.

The simplest method for reducing the size of an Outlook mailbox is to Delete old, unnecessary, unwanted
messages.

This document provides instructions for Outlook 2003 and 2007 Users. It includes detailed descriptions to
perform the following tasks:

e Use the Mailbox Cleanup Tool in Outlook 2003 and 2007

e Use the Mailbox Cleanup Tool to Check Mailbox and Subfolder Size
e Use the Mailbox Cleanup Tool to Find and Delete Old Messages

e Use the Mailbox Cleanup Tool to Find and Delete Large Messages

e Empty the Deleted Items Subfolder

If you have any questions about these instructions or this document, please call....

Use the Mailbox Cleanup Tool in Outlook 2003 and 2007

Outlook 2003 and Outlook 2007 include a tool that checks the size of a mailbox and cleans up the mailbox and
its subfolders.
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2. The sixth item on the Tools menu is the Mailbox
Cleanup tool. Select the Mailbox Cleanup tool,
to display the Mailbox Cleanup dialog box.

3. From the Mailbox Cleanup dialog box, users can
perform any of the following tasks:

e View the total size of a mailbox and of

individual folders within it

e Find items older than a certain date

e Find items that are larger than a specified size
e View the size of the Deleted Items folder

e Empty the Deleted Items folder
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Mailbox Cleanup

o ¥ou can use this tool to manage the size of your mailbosx.

‘ou can find kypes of items to delete or move, empty the deleted
items folder, or vou can have Outlook transfer items to an archive
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e View the size of the Conflicts folder
e Delete the contents of the Conflicts folder
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Use the Mailbox Cleanup Tool to Check Mailbox and Subfolder Size

Use the Mailbox Cleanup tool to determine the size of a Mailbox and its subfolders.

1.

Display the Tools menu.

2. Click Mailbox Cleanup.
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3. When the Mailbox Cleanup dialog box appears,
click the View Mailbox Size button.
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4. The Mailbox Cleanup tool will display the
Folder Size information box.
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Use the Mailbox Cleanup tools to delete old and large messages that are no longer needed
You must delete messages to reduce the size of the mailbox, if the mailbox exceeds the 200 MB

quota (200,000 KB). Only mailboxes that do not exceed the 200 MB quota (200,000 KB) will be
migrated into the EMS-CS environment.

Using the Mailbox Cleanup Tool to Find and Delete Old Messages
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When the Mailbox Cleanup dialog box
appears, select the radio button Find
items older 90 days. The default age of
messages is 90 days. This setting can be
modified to specify and find messages
of any age.

Click the Find button.

Outlook will display the Advanced Find
window. This window will list all
messages in the mailbox that are older
than the number of days specified on
the on the Mailbox Cleanup dialog box,
regardless of their subfolder location.

From the Edit menu, choose Select All
to select all the messages displayed in
the Advanced Find window.

From the Edit menu, choose Delete to
move the selected messages to the
Deleted Items subfolder.

Close the Advanced Find window.
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9. Display the Tools menu and select S ',h,"ia vy PR
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11. Click Yes to delete the messages in the
Deleted Items subfolder.

! E fire you sure you wank to permanentiy delets sl the items and subfolders in the “Deleted Items" Folder?

Note: You do not have to display the Deleted Items subfolder to use the Tools menu Empty
“Deleted Items” Folder option. You only need to perform the action from the Deleted Items
subfolder if you want to verify that the Deleted Items subfolder is empty. Alternatively, go to
the Mailbox Cleanup dialog and then click the Empty button to permanently delete the
contents of the Deleted Items subfolder.

Use the Mailbox Cleanup Tool to Find and Delete Large Messages
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When the Mailbox Cleanup dialog box
appears, select the radio button Find
items larger than 250 kilobytes. The
default size of messages is 250 KB. This
setting can be modified to find and
delete messages that exceed any size
specified.

Click the Find button.

Outlook will display the Advanced Find
window. This window will list all
messages that exceed the size criteria
specified on the Mailbox Cleanup dialog
box, regardless of their subfolder
location.

From the Edit menu, choose Select All to
select all the messages displayed in the
Advanced Find window.

From the Edit menu, choose Delete to
move the selected messages to the
Deleted Items subfolder.

Close the Advanced Find window.

PX

Mailbox Cleanup

"

T ‘fou can use this tool to manage the size of your mailbox,
@ ¥ou can find types of ikems ko delete or move, empty the deleted
items Folder, or you can have Outlook transfer items ko an archive
file.

@ w (C)Find items older than % days
ﬂ @Find items larger than : kilabytes

Clicking Autodrchive will move old items to the
archive file on this computer. You can find these
itemns under Archive Folders in the Folder list,

Autoarchive
Empty

Emptying the deleted items Folder permanently
deletes those ikems,

View Deleted Items Size...

Close

%y - Messages: Advanced - Advanced Find - B X
: File Edit View Tools
LDDlngr:|Messages vl In: ‘Psrsunal Folders ‘ [ Browse... ]

Messages |Mure Choices | Advanced | Find tiow
Search for the waord(s): | A ‘
In: |sub]ect field only w ‘ [New Search ]
[ Fon. |
[ Serk To... ] | ‘
[ where T am: | ‘ (
Timne: |none hd || ‘
1% M8 From | Subject Recei... |Si.. Categ../In Folder v |‘
i=  Mic.. RE: doyou have some time tot.. Wed .. 1. Inbox EI
(=  Mic.. RE: doyou have some time to t.. Wed ... 1. Inbox
(=4 1 Sara... Emailing: Tutorials - Apple iPho... Wed ... 4... Sent Items
E%| RE: Reduce the Size of the Outl... Wed ... 4. Drafts
EX] RE: Reduce the Size of the Outl.. Wed ... 3... Deleted ltems
(=] Sara.. RE: need some help... still Wed ... 2. Sent Items
,_% ritor... Re: need some help... still Wed ... 2. Inbox
{4 Link.. LinkedIn Request for Expertise Wed ... 1... Inbox
(= Micr.. Save and print with the NEW ... Wed ... 3... Inbox -

110 Items

&> - Messages: Advanced - Advanced Find

View Tools

Undo cnez |

EL Select Al Ctrl+A  f———
Delete Ctrl+D

ctri+shift=v |

%5 - Messages: Advanced - Advanced Find

: File | Edit | View Tools

Undo Ctrl+2Z
Look fal .
S Select All Ctrl=4
553 W Delete Ctrl=D
Seart - Move to Falder..,  Ctrl+Shift=V
Copy to Folder...

T = 10




B yem gh | JeE | W R

9. Display the Tools menu and select Empty ”'I';' | :
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11. Click Yes to delete the messages in the
Deleted Items subfolder.

! E fire you sure you wank to permanentiy delets sl the items and subfolders in the “Deleted Items" Folder?

Note: You do not have to display the Deleted Items subfolder to use the Tools menu Empty
“Deleted Items” Folder option. You only need to perform the action from the Deleted Items
subfolder if you want to verify that the Deleted Items subfolder is empty. Alternatively, go to
the Mailbox Cleanup dialog and then click the Empty button to permanently delete the
contents of the Deleted Items subfolder.

Empty the Deleted Items Subfolder

After Identifying the messages no longer needed and moving them to the Deleted Items subfolder, empty the
Deleted Items folder to release the space the messages use and reduce the size of the mailbox. Follow these
steps to delete messages from the Deleted Items subfolder.

[~ Deleted Items - Microsoft Cutlook
EEiIe Edit  ¥iew Go Tools Adions Help

E_uﬂew - @ _:j >< -_\@BEply ;‘&‘ReplytoAjl ;‘.}Foward ED jjSE

Folder List « ||{a Deleted Items

All Folders 2 YL Y Al From Subji
1. Select Deleted Items in the Navigation 2] A1l Outiook ltems " N5 pate: Last week
. . = #5¢ Personal Falders —

Pane to display the messages in your ~ 2 calendar .~ U Sarah Jane Sanders Email
8 Contacts E*] RE:R
Deleted Items folder. ‘ & Deleted Hems Ca Harding, Bryce M Brief
L7 Drafts [1] .7; Harding, Bryce M Brief
o ls_ﬂl Inbox 5 Microsoft Office Getti
= jz:'k”:'ma” 21 Microsoft Office Getti
j Notes ! 0 Suzanne Lentine (SAUSSY)  Adva
L[5 outbox 1] _% Wl Suzanne Lentine [SAUSSY) Adva
L[ Rs5 Feeds 4 Ken Baeszler Re:+
L] Sent Items i Ken Baeszler Re: b
% E??gasted Contacts = Microsoft Micre




l Deleted tems - Microsoft Outlook

Display the Tools menu and select Empty Ble Edt View Go | lools |Adions gew
I New - (a3 Send/Receive m
“Deleted Items” Folder. el A=l
- !
ra?Folders il Address Book.. Ctrl=Shift=B I;su
O] All Mail tems % Organize
o 5F Personal Folders |4 Rules and Alerts. -
(3] Deleted Htems (1€ Mailbox Cleanup... —
L2, n R
[ 8] Empty "Deleted ltems” Folder R
.7@:Junk E-mail Eorms rNR
Outlook will display the Microsoft Office B et s M |oe
Outlook dialog box to allow confirmation 8 B Seacn s | oo Seinas- how
“ ” = & Archive Folders Trugt Center.. n D
of the Empty “Deleted Items” Folder 3 Deleted tems Customize.. w
. . [ Sent Items ions... R
action or cancel the action. 0 seacnFolders | O e 1
® (= Archive Folders 5
-] Suzanne Lentine (SAUSSY) R
| EPP@microsoft.com w

Click Yes to delete the messages in the Microsoft Office Outlook
Deleted Items subfolder. Outlook will
redisplay the visibly empty Deleted Items
subfolder.

! } Are you sure you want ko permanently delete all the items and subFolders in the "Deleted Ttems" Folder?
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Outlook will delete the messages in the
Deleted Items folder and display the
empty folder.

Note: You do not have to display the Deleted Items subfolder to use the Tools menu Empty
“Deleted Items” Folder option. You only need to perform the action from the Deleted Items
subfolder if you want to verify that the Deleted Items subfolder is empty. Alternatively, go
to the Mailbox Cleanup dialog and then click the Empty button to permanently delete the
contents of the Deleted Items subfolder.



