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The information enclosed will assist you with verifying the amount of
storage space being used within your Outlook 2010 mailbox and provide
instructions on how to clean up in preparation for migration.
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Locating the Outlook 2010 cleanup tool

T—

Inbox - Sanya.Joseph@archbalt.org - Microsoft Outlook

Send / Receive Folder View McAfee E-mail Scan

Account Information
. Sanya.Joseph@archbalt.org

e Microsoft Exchange St

gk Add Account
Open
Print = Account Settings

a‘ﬂ' Moedify settings for this account, and configure
Help s additional connections.
;\;;ount Access this account on the web.

] Options 9% https://outlook.office365.com/...balt.org/
Exit Mail messages in this account are

automatically moved to the Online Archive
after: 2 years

Automatic Replies (Out of Office)

ﬁ"_J Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Replies

Mailbox Cleanup
anage the size of your mailbox by emptying Deleted Items and
chiving.

Cleanup
Tools ~
49 GB free of 49.5 GB

Rules and Alerts
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e Open Outlook 2010.

e Click File in the upper left corner, select the Info tab on the left,
click the Cleanup Tools button.

e Select Mailbox Cleanup from the drop down list.



Finding messages that should be cleaned up.
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You can use this tool to manage the size of your maibox.
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
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e Select the bullet to find items older than a specific number of
day or larger than a specific size, enter your value in the
respective field and click Find.

Notes:
o All email messages greater than 25000 kilobytes must be removed
from your mailbox before it can be migrated to Office 365.

o While many users like to maintain old email for historic reference not
all messages should be retained. Review all messages older than
365 days to determine their true historic value.



Cleaning up your e-mail
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Saving Email Attachments

e Double Click an e-mail to open it.

e Right click the attachment and select Save As

e Select the location where the attachment should be saved.

e Deleted the email with the attached file or remove the
attachment from the email by right clicking on the attachment
and selecting Remove Attachment.

For assistance with cleaning up your mailbox Contact the
Archdiocese of Baltimore Division of Information Technology at 410-
547-5305 Option 1 or helpdesk@archbalt.org
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