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Are you getting weekly or even daily messages warning that 

you're about to run out of mailbox space? Mailbox Cleanup is a 

one-stop-clean-up tool you can use to trim the size of your 

mailbox.  

1. In Outlook, choose File> Cleanup Tools > Mailbox Cleanup.  

 

2. Do any of the following: 

o View the total size of your mailbox and of individual 

folders within it. 

o Find items older than a certain date or size. 

o Archive items by using AutoArchive. 

o View the size of your Deleted Items folder and empty 

your Deleted Items folder. 

o View the size of your Conflicts folder and delete this 

folder. 
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Best practices to keep your mailbox lean 

If your email is stored on an email server such as Exchange, when 

your mailbox reaches its upper limit your administrator might 

start limiting functionality. For example, at 90 MB you might get a 

warning, at 100 MB you might be unable to send email, and at 110 

MB you might be unable to receive email. 

Here are some ways to keep your mailbox size under control:  

 Empty the Deleted Items folder – Empty the Deleted Items 

folder frequently to make sure you aren’t keeping messages 

you don’t need.  

 Empty the Junk Email folder – Periodically empty the Junk 

Email folder to save your inbox space for messages you 

actually want.  

 Store attachments outside your mailbox – As attachments 

accumulate over time, they can take up a lot of space. For 

attachments you want to keep, consider saving them to a 

team site, to OneDrive, or to folders on your computer.  

NOTE: Deleted items can be retrieved through EMA – Email Archive 

Appliance. 

https://support.office.com/en-US/article/empty-the-Junk-Email-folder-d80bbed8-1915-4822-87ea-acbf349d99cf
https://support.office.com/en-US/article/empty-the-Junk-Email-folder-d80bbed8-1915-4822-87ea-acbf349d99cf

