Tips To Reduce Your Mailbox Size

How to check the size of your mailbox:

Right-click on “Mailbox — your name” in your Outlook Email and select “Properties for ...

Then click “Folder Size”
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How to save attachments in an Email:

Attachments can take up a large portion of your mailbox. You can save attachments within an email
message to your local storage space (ex. My Documents folder or any local storage device). First, open
the email and right-click on the attachment. Then select “Save As”.
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When the “Save Attachment” box appears, be sure to select the location that you want to keep your
document and click Save. You can now delete the email or remove the attachment and keep the email

message by right-clicking on the attachment and selecting “Remove”.
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How to Create a Personal Folder:

A Personal Folder helps reduce email size by allowing you to move emails to a local storage location.

In Outlook, click on “File” and select “Data File Management”.
When the Account Settings box appears, click “Add”
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Select a data file in the list, then dick Settings for more details or dick Open Folder to display the Tell Me More. .. |

folder that contains the data file. To move or copy these files, you must first shut down Outlook.
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Click “OK” for the Office Outlook Personal Folders File. Then choose where to save the personal folder

file. Please select the My Documents Folder and click ok.
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Personal Folder will show up here in Outlook —p
Now you can create folders and move emails that you wish to keep here
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