Managing Outlook Data

With use, your Outlook Inbox can get unmanageable or overwhelming unless you perform some
maintenance.

Cleaning Up Folders

To clean up a folder, use the following procedure.

1. Right-click on the folder you want to clean up in the Navigation pane.
2. Select Clean Up Folder from the context menu.
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Outlook displays the Clean Up Folder dialog box.

All redundant messages in the current folder will be moved to
the "Deleted [tems” folder.

|:| Don't show this message again

Settings Clean Up Folder

3. To see the settings, select Settings.
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Outlook displays the Outlook Options dialog box.

[¥] Uispiay @ UEsKIop AIEr
General . . -
[] Enable preview for Rights Protected messages (May impact performance)

Mail
Conversation Clean Up
Calendar
People 2 Cleaned-up items will go to this folder: Browse...

Tasks Messages moved by Clean Up will go to their account's Deleted ltems.

[] When cleaning sub-folders, recreate the folder hierarchy in the destination folder
Search
sare [] Den't move unread messages
Language Don't move categorized messages
Advanced Don't move flagged messages

- Don't move digitally-signed messages
Customize Ribbon v gigially-s1g 9
When a reply modifies a message, don't move the original
Quick Access Toolbar

. Replies and forwards
Add-Ins

Trust Center il Use inline replies when replying or forwarding

~® [] Close original message window when replying or forwarding

[[] Preface comments with: | Michele Wiedemer

When replying to a message: Include original message text
When forwarding a message: Include original message text

Preface each line in a plain-text message with: | >

Save messages

HJ Automatically save items that have not been sent after this many minutes: |3

Save to this folder: | Drafts
[[] When replying to a message that is not in the Inbox, save the reply in the same folder

[# Cmnom £, Al

O Cancel

4. Scroll down within the Mail tab to see the Conversation Clean Up area. You can select a new
folder for the items that will be cleaned up. Check or clear the other boxes to indicate what
types of messages will go to the selected clean up folder. When you have finished, select OK.

5. To clean up the selected folder, select Clean Up Folder on the Clean Up Folder dialog box.

Outlook deletes any messages that match your settings and move them to the default clean up folder
(may be your deleted items folder).
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Using Mailbox Cleanup

Review how to open the Mailbox Cleanup tool, use the following procedure.

1. Select the File tab from the Ribbon to open the Backstage View.
2. Select Cleanup Tools.
3. Select Mailbox Cleanup.
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@H Account Settings 3
el Change settings for this account or set up more
Account
Settings ~
Office Account }
- = Mailbox Cleanup 4
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Outlook displays the Mailbox Cleanup dialog box.

You can use this tool to manage the size of your mailbox.

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outlook transfer items to an archive
file.

View Mailbox Size...

() Find items olderthan | op

kilobytes

(®) Find items larger than | 250

Clicking AutoArchive will move old items to the
archive file on this computer. You can find
these items under Archive Folders in the folder
list.

Autohrchive

Emptying the deleted items folder permanently
deletes those items.

View Deleted ltems Size...

Delete all alternate versions of item% yaur
mailbo,

Delete

View Conflicts Size...

Review the Mailbox Cleanup options.
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e Select View Mailbox Size to view the total size of your mailbox.

o Tolocate old items, select Find items older than n days and enter a number between 1 and 999.
Select Find.

o To locate large items, select Find items larger than n kilobytes and enter a number between 1
and 9999. Select Find.

e To move older items in your mailbox to an archive Outlook Data File (.pst), select AutoArchive.
We’ll talk more about archiving data later in this module.

o Select View Deleted Items Size to view the size of your Deleted Items folder.

e Select Empty to empty your Deleted Items folder.

e Select View Conflicts Size to view the size of your Conflicts folder.

o Select Delete to delete the contents of your Conflicts folder.

Archiving Data

After you have used Outlook awhile, you may get a message asking whether you want to auto archive
old messages now.

To manage the Auto Archive settings, use the following procedure.

1. Select the File tab from the Ribbon to open the Backstage View.
2. Select Options.
3. Select the Advanced Tab.

General

E Options for working with Outlaok
Mail

Calendar Outlook panes

People Customize Outlook panes.

Mavigation..
Tasks Reading Pane...
Search
Outlook start and exit
Language
Advanced [ 22 Stort Outlock in this folder. | =1inbox Browse.

Customize Ribbon [T Empty Deleted Items folders when exiting Outlock

Quick Access Toolbar AutoArchive

Add-Ins = .

= Reduce mailbox size by deleting or moving old items to an archive dats file. Autodirchive Settings...

Trust Center
Reminders

) [ Show reminders

[ Play reminder sound: | reminder.way

Export

Export Qutlook infe tion to a file fi th 3
port Outlook information to a file for use in other programs. Eport

RSS Feeds

] Any RSS Feed item that is updated appears as new
[] Synchronize RSS Feeds to the Common Feed List (CFL) in Windows

Send and receive e

Cancel

4. Select AutoArchive Settings.
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5. Inthe AutoArchive dialog box, if the Run AutoArchive Every ... Days box is checked, you can set
your auto archive settings.

Run AutoArchive every |14 |2 days
Prompt before AutoArchive runs
During Autodrchive:
Delete expired items (e-mail folders only]
Archi\re or delete old items
Show archive folder in folder list
Default folder settings for archiving
Clean out items older than & 2 Months w
(®) Maove old items to:
ChUsers\Michele\Documents\Outloc Browse...
() Permanently delete old items
Apply these settings to all folders now
To specify different archive settings for any folder,

right-click on the folder and choose Properties, then go
to the Autodrchive tab.

OK L\\, Cancel

6. After you have selected your settings, select OK to close.
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To archive old items, use the following procedure.

1. Select the File tab from the Ribbon to open the Backstage View.
2. Select Cleanup Tools.
3. Select Archive.
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= Account Settings
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Account
Settings -
Office Account
S = Mailbox Cleanup
P =4 Manage the size of your mailb
Cleanup archiving,
Exit Tools~

= Mailbox Cleanup.... |
=¥ Manage mailbox size with ts
advanced tools.

F=3 Empty Deleted Items Folder  hen ite

== Permanently delete all items
in the Deleted Items folder.

=]| Archive.. 1-ins
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Add-ins
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4. You can select what, how, and where you want to archive items. Select OK to perform the
archive. Outlook creates a file that you can view in your Navigation pane.

) Archive all folders according to their AutoArchive settings
[§J Archive this folder and all subfolders:

i+ [E sharePaint Lists
Fl E Michele's Test Account
[25] My Contacts
[ mbox])
Qutlook Training Messages
17 Drafts
Sent Items
15 Deleted Items
I%‘@ Junk E-mail
@ Cutbox

Archive items older than: | Fri 1/4/2013 EI
[]Include items with “Do not AutoArchive” checked

Archive file:

ChUsers\Michele\Documents\Outlook Files\ar Browse...

OK L\\) Cancel
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