Conserving E-mail Storage Space

Due to e-mail storage limits the maximum allowable e-mail storage has been set to 500 Meg. This limit includes all Inbox folders, sub-folders and other folders in the e-mail system. The cumulative amount of these folders determines how much space you are using on the e-mail system. 

Determine how much storage you are using

1. Open e-mail

2. If you do not have a list of folders on the left Open the View menu and select Folder List

3. Click Outlook Today – [Mailbox – yourname]

4. Right Click and Select Properties

5. Click the Folder Size button

6. The display below will be shown
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7. The total size reflects all folders and sub-folders. 100,000 equals 100 meg of used storage

8. This example shows Deleted Items as having 120 Meg of storage used.

9. Scroll to find the folder with the largest size

10. The folders with the largest size should be minimized until this the Total Size is less than 490 Meg.

Save Attachments to your U: Drive

1. Find the e-mail you want to save the attachment

2. Open the e-mail

3. Right Click the attachment and click Save as

4. The default location is My Documents. You Must Change The Save Location.
5. From the Save in Drop Down List select your U: Drive or navigate the folder on the server you want to save the attachment to.
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6. This example show saving the attachment to \\phx_ts2\sharedaccess

7. Click the Save button

8. Right click the attachment

9. Select Remove

Printing E-mail

1. Open the e-mail you want to print

2. Select Print from the file menu

Saving E-mail

1. Open the e-mail you want to save

2. Select Save as from the File Menu

3. Navigate to the location you want to save the e-mail to

4. The example below shows saving to the U: Drive

5. Click Save
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Deleting E-Mail

1. Find the e-mail you want to delete

2. Press the Delete Key

3. After you have deleted un-needed and old e-mail empty your Deleted Items. Follow the steps below.

Emptying Deleted Items

1. Open e-mail

2. Make sure you have your folder list showing, if not:

i. If you do not have a list of folders on the left Open the View menu and select Folder List

3. Right Click the Deleted Items folder

4. Select Empty Deleted Items Folder
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