Outlook 2007 Mailbox Management

Mailbox Limits

What are mailbox limits and what does it mean
to me?

A mailbox limit is the amount of E-mail that you can
store in your mailbox on the server. These limits are
put in place to ensure the maintainability and
recoverability of the E-mail system for all users.

The mailbox limits established for the system are as
follows:

e Warning: 375 MB / 375,000 KB (You will
receive an automatic system E-mail message
stating that you are getting close to reaching
your mailbox limit.)

e Prohibit Send: 400 MB / 400,000 KB (You will
not be able to send messages until your
mailbox size is reduced to under 400 MB.)

Note: You will not be prohibited from receiving

messages, even if you have reached your mailbox

limit.

How can | check how much space I'm currently

using?

1. Open Outlook and select Tools from the Menu
Bar.

2. Select Mailbox Cleanup.
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3. Click the View Mailbox Size button.

Mailbox Cleanup
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\,\; Wou can find types of items to delete or move, empty the deleted
items Folder, or you can hawe Outlook transfer items to an archive

file
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4. In the Folder Size window, click the Server
Data tab.

Folder Size
3 Ever Data_

Falder Mame: Mailbox - Comer, Donna . {(MSF

Size {without subfolders): 0KE

Tokal size {including subfolders): |
Subfalder Size Tokal Size |
Calendar 42234 KB 42234 KB
Contacts 170 KB 170 KB
Deleted Items FU7KE P17 KB
Drafts OKE OKE
Inbox 125354 KB 125460 KB
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Note: You are presented with the Total Size of your
mailbox and the subfolders which make up that
total. The total size is listed in kilobytes. You will
start to get notifications when your mailbox size
reaches 390,000 KB and will be prohibited from
sending E-mail at 400,000 KB.

How do | know when | reach the limit?

You will receive an automatic system E-mail
message stating that you are getting close to
reaching you mailbox limit.

Deleting ‘Sync Issues’ ltems

The Sync Issues folder contains logs and items that
your mail client is unable to synchronize with your
mailbox on the Exchange server. When expanded,
there are a total of four synchronization issues
folders (Sync Issues, Conflicts, Local Failures, and
Server Failures) that appear in the Folder List to the
left of the mailbox window. The Sync Issues folder
is only displayed when you select the Folder List
view option.

Items in the Sync Issues folder are counted as part
of your mailbox storage limit. The way to reduce the
size of your mailbox is to delete the items in these
folders. Since the Sync Issues folders are not
always visible, the number of messages and
storage space could increase with time, eventually
consuming valuable space in your mailbox.

On the Go menu, Folder List
click Folder List. All Folders :
L% All Qutiook Items -

| To-Do Bar Task List
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Performance Issues Caused by Too
Much Email on the Server

Outlook users experience poor performance when
they work with a folder that contains too many items
on a server.

Having a high number of items in the primary
folders (Inbox, Sent Items, Deleted Items, Calendar,
etc.) can cause Outlook to take a very long time to
open. 5000 items is the recommended maximum
amount of items in any one of the primary folders.
Ideally, the number of items should be around 3500
or less for maximum performance.

Having more items in the primary folders causes
Outlook to send multiple requests to the server
every time the view is changed, the messages are
scrolled through, etc.

Reducing the Size of Your Mailbox
by Deleting Items on the Server

Once you have reached your limit, you will need to
delete or move items from the server in order to be
able to send E-mail again.

Emptying Your Deleted Items

As you delete messages from your Inbox, Sent
Items and other folders on the server, the items are
moved into the Deleted Items folder which is also
on the server. Until you permanently delete these
items from the Deleted items folder, the amount of
data on the server will not be decreased. You can
empty your trash manually or automatically.

e Manual Deletion: Select Tools, Empty
Deleted Items Folder.

Tools iactions Help

Send/Receive 3

Instant Search [

[l Address Book.. Ctrl=Shift=B
%f Organize
2} Rules and Alerts...
Out of Office Assistant...
Mailbox Cleanup...
Empty "Deleted Items” Folder
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e Automatic Deletion: Select Tools, Options.
Next, select the Other Tab and check the box
Empty the Deleted Items folder upon exiting.

Preferences | Mail Setup | Mail Format | Spelling | Other | Delegates

General

—(_ []Empty the Deleted Ttams falder upon exiting
| Make OUHook the default program For E-mall, Contacts, and Calendar.

Advanced Options...

Autodrchive

Deleting Sent Items

When you send messages, a copy of the message
is saved in your Sent Items folder. The Sent ltems
folder is on the server; therefore Sent Items count
towards your mailbox size limit.

1. Select the Sent Items folder from the folder
list.

2. Select the messages you want to delete.

(Use the control and shift keys to select multiple
messages.)

3. Right click on a selected message and select
Delete. (This will move the Sent Items to the
Deleted Items folder.)

4. Empty your deleted items folder to permanently
delete these items from the server.

Deleting Messages with Large Attachments

Identifying and saving large attachments to an
alternative location will free up space in your
mailbox.

1. Sort the messages by size in the Inbox, Sent
Items and any other folders you desire. To do
this, click on the Size Column at the top of the
reading pane.

[ Sent Items )
|

Arranged By: Size Lan
-] Date I

LConversation

From

T =
(=) Huge (1-5 MB) Categories

= Wi Flag: Start Date

. _ 3

2. Look for the messages categorized as Huge.

=K Size: Huge (1 - 5 MB)
ASA docs

=i 10 Willam o A A
HQ PDR slides uploaded

\ Size: Huge (1-5MB)

=3 10 Ieonn Jarnh Al the nraredure:
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3. Delete the entire message if the E-mail and the
attachment are no longer useful to you.

—0Or—
4. Open the message and save the attachment to

another folder on your hard drive. After saving
the attachment, delete the message.

—Or—
5. Open the message, remove the attachment,
and save the message.

6. If you delete the E-mail, empty your deleted
items folder to permanently delete these items
from the server.

Reducing the Size of Your Mailbox
by Moving Items from the Server

Moving Items from the Server - Manually

If you do not wish to delete items, you can move
them to your Personal Folders. Items stored in your
Personal Folders do not count towards your limit.

Sent Items, Junk E-mail, Deleted Items and other
folders already exist in Personal Folders. Simply
move items you wish to save from the server
folders to the corresponding folder under Personal
Folders. Server folders are subfolders and items
under “Mailbox — Your Name.”

All Mai Folders.
= 5 Maibos - Your Name

3 contact info
# Ta] Deleted Items (79)
7 Drafts [5]
) Inbox
@ Junk E-mail [1]
i Outhox
[ Sent Items

,:J....QScachFuidcts
& 4 Archive Folders
3 £ Maibhox - HO-IT Notice
= £ Personal Folders

1 (21 A Follow up (1)
M s 3l CCB Minutes
AT 1l CraigTech
. ' s [ Customer Outreach
# fa) Deleted Items (1295)
__# Drafts
| Inbon
2 [[T5EM
@ Jurk E-mail
i laptopfhardweare
X L4 Quthoce
] Sent Tterms
d Search Folders

You can also move items into subfolders you create
under Personal Folders. Personal Folders are
Stored on the hard drive. The size of Personal
Folders is unlimited and bound only by the space
available on your hard drive.

Creating Subfolders in Personal Folders

1. Right-click Personal Folders and select
New Folder.

2. Type a name for the folder, be sure
Personal Folders is selected and click OK.

Create New Folder E|

Mame;
Skaff Meeting

Folder contains:

Select where to place the Folder:

# 25t Maibox - Your Wame Here
+ (4 Personal Folders
+ = Public Folders

Moving Items from the Server — Automatically

You can configure Outlook to automatically save
sent E-mails on the local workstation instead of on
the server. Setup is a two-step process; both steps
are required.

Part A - Configure your workstation copy of Outlook
not to save messages automatically on the server.

1. Select Tools, Options, and then E-mail
Options.

2. Uncheck the Save copies of Sent
messages in Sent Items folder.

3. Click OK twice.

E-mail Options g|
Message handling
After moving or deleting an open item: | return ta the Inbos R

[ Close original message on reply or Forward

atically save unsent messages
Remove extra line breaks in plain text messages
[Iread all standard mailin plain text

[ Advanced E-mail Options. .. ] [ Tracking Options. ..

Part B - Create a rule to automatically save a copy
of any mail you send to a specific folder on your
local workstation.

1. Select Tools, Rules and Alerts, New Rule,
and Start from a blank rule.

2. Select Check messages after sending, and
click Next.
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Rules Wizard 3] Note: This process only works on one
Sl S L workstation. Any other systems or Outlook

ep 1: Select a template . . .

Stay Organized Web Access using a browser will still create E-
(B o memm vt i e i ek mails in the Sent Items folder on the server that
;_(‘, :;\;:Em:i:.:::;?:ntu a distribution list to a Folder W|” need to be moved manua”y
Y Flag messages from someaone For Follow-up
15 Mawe R3S items from a specific RSS Feed to a Folder ..

Stay Up to Date
-;\r D'i]sp\ay rmail from someone in the Mew Item Alert window A u to A r C h I V I n g
a‘E\ Play a sound when I get messages from someone .

G o o e o s o o Instead of having to manually move messages from

e the server to your workstation, Outlook has the
;=1 Check messages after sending i

capability to automatically archive your messages

3. Place a check in the box for on this machine through a service called AutoArchiving.

only and click Next. AutoArchiving will move messages older than a
date you choose into a local personal folder. You

Rules Wizard X can also set it to run at specific intervals or run it
\ihich condltion(s) do you wank & check? manually. Additionally, you can configure Outlook
preplClaciecticondh on(c) to AutoArchive all your server folders, or just

[] with specific words in the subject .

[ through the specified account SpeCIfIC fO|deI’S.

[ marked as importance
[[] marked as sensikivity

[] sent to people or distribution list Once yOU Setup AutOArChIVIng, yOLI W|” f|nd a new
e SV set of folders in your Outlook Mailbox Window
AU T e e which contain your archived items. These items are

[] assigned ta category categary

[ assigned to any category not stored on the server.

[] which has an attachment.

[] with & size in & specific rangs

[] uses the Form name Form

[] with selected properties of documents or Farms
[] which is a meeting invitation or update

[] from R55 Feeds with specified text in the title | A" Mﬂ" Fnl.da'rs

[ From sny RS5 Feed
vl hing, anl =,

4. On the Select Actions screen, place a check in
the box in front of move a copy to the
specified folder. DO NOT click Next.

Each time AutoArchive runs, a file with an extension
'.I —— of .pst is created. Within that single file are all of

E the items you have elected to archive.
What do you want ta do with the message? Auto Archiving (Option 1)
ep 1: Se EE:"':S:' — 1. Select Tools, then Options.
3 000 U :ﬂﬂ-ﬁ" der 2. Click on the Other tab.
as5ign &t to the cReNTTRAgory . 3. Check the AutoArchive button.
”‘";'km"”""?" FI.J.[ QLU0 DA To IR 0 DS 4. Select the Run AutoArchive check box.
:ar a5 "m' — ul M 5. Adjust the day setting to suit your preferences.
OP Pracessing fore naes 6. Select either Move old items to: or
. “ . Permanently delete old items.
5. Click on the word "specified" 7. Click Apply these settings to all folders now.
8. Click OK.

6. A browse window will appear. Select a folder
where you want the local copy of your Sent
Items stored.

7. Select Finish and OK.

8. Test the rule by sending a message to yourself.
If it appears on the local workstation in the
folder you chose and not the server, you have
successfully set up the rule.
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Autohrchive El’
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[#] archive o delete old items
] Sheew archive Solder in folder bt
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— o (= Meroe old items ta:

\ C1'\Doouments and Settings \mdavsYLocal Sett Eam-_u____J
l Permanenty delelg old nems

| Apply these settings to ol folders now |

To speofy different archive sethngs for amy folder, right-cho
on the folder and choose Properties, then go to She
Aandrehinng tals.

Note: If you select Move old items to:, you may
choose to accept the default location or select a
different location. If you would like a different
location, click the Browse button and browse to the
folder you want the messages moved to. Due to
potential corruption of .pst files, do not browse to a
folder on a server. Instead, choose a folder on your
hard drive. It is suggested that you create a folder
under My Documents called E-mails and use that
folder. By placing all your personal folder data files
(.pst files) there, it will be easier to find them later
when you wish to back them up.

Auto Archiving (Option 2)

1. Right click on the folder to be archived.
2. Select Properties.

3. Click on the Auto-Archive tai/
() Do not archive items in this folder

(%) Archive items in this folder using the default settings

Default Archive Settings. .. ]

() Archive this folder using these settings:

4. Select Archive items in this folder using the
default settings and click OK.

Note: You can also select Archive this folder
using these settings and change the settings
before clicking OK.

Auto Archiving (Option 3)

You can run the Archiving manually whenever you
wish by selecting Tools, Mailbox Cleanup, and
AutoArchive. This will not impact any Automatic
AutoArchive schedules you may have set.

Backing Up Archived (PST) Files

PST files can be copied and pasted to a location on
the server in order to easily back them up.
Additionally, you can rename the .pst file. If you
wish to keep the previous .pst file for any reason,
be sure to rename the file in a folder where the
archive is created before the next scheduled
AutoArchive takes place. Typically, the .pst file is
rewritten each time AutoArchiving is performed.
Should you rename the .pst file, it is recommended
that you name the file with a date reference in the
name.

More Information
Official NOMAD training materials and documentation

are available at:
http://nomadinternal.nasa.gov/nomad/nomadoutreach.html/documentati

on.html

Provide suggestions or corrections to
nomadao@mail.nasa.gov

Help Desk and Center Outreach contact information is

available at:
http://nomadinternal.nasa.gov/nomad/nomadoutreach.html

© 2009 NASA Operations Messaging & Directory (NOMAD) Revision Date: 04/24/09 4PM Page: 5

http://nomadinternal.nasa.qgov




