Microsoft Outlook Mailbox Size Management


1)  Archive Inbox and Sent Items 
·  Right click on each of the folders and choose properties.
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· Click the Auto Archive tab Archive old items in this folder using the default settings. 
· Click the Default Archive settings button. 
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· Set your desired number of days to archive.  

· Make sure the Show archive folder in folder list is checked.  This allows you to see a duplicate folder in your personal folder list with all of your archived items.
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· Click ok when finished.  

· Complete these steps for the Inbox and the Sent Items folders.
2)  Periodically Empty the Deleted Items (and Sent Items) Folder
· Right Click on the Deleted Items Folder
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· Choose Empty Deleted Items Folder

3)  Create Rules to Manage Junk Mail

· Click on tools, then rules and alerts.
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· Click on New Rule, Move Messages from someone to a folder, then next.
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· Check “With Specific words in the subject” in Step 1 box.

· Click the “specific words” link in step 2 box.  Type “?*?” and click the add button.

· Click the specified link and choose the deleted items folder.

· Click next, then next again, then Finish.
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