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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.

 Clean Automatically
- To automatically empty your deleted items folder each time you exit Outlook:

1. On Outlook Menu Bar, click Tools, then Options...
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2. Click Other tab, select "Empty the Deleted Items folder upon exiting", then click OK.

 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.
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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

2. Select the directory on your computer where the attachment will be saved
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3. Or, simply right-click on the attachment and click Save As... and select the directory where it will be stored

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.

 Auto Archive
1. To specify archive settings for AutoArchive, right-click the Sent Items folder, click Properties
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2. Select AutoArchive tab, choose specific archiving settings you want then click OK
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 Manual Archiving
3. On the File menu, click Archive...

4. Scroll to select Sent Items and select your preferred options and location for archiving of your Sent Items, then click OK
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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 ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.

Click here for back issues of ProductivI.T.y in MyLink.
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