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Although the storage limits on the UM email server have been increased recently, UM faculty and staff are encouraged to regularly check their mailboxes
for items that can be deleted or removed from the server. This document explains various methods for making sure that unnecessary emails are
completely deleted and that rarely-used items are archived in a location that does not consume server space.

@ What Are the Mailbox Size Limits?

At 500 MB you will start to receive warnings regarding the size of your mailbox.

At 600 MB you will no longer be able to send emails.

At 650 MB you will no longer be able to send or receive emails.

@ How Do | Check the Size of My UM Mailbox?

Outlook

1. With Outlook open, right-click your Mailbox in the Folder List on the left

side of the screen: Mail Folders

2] All Mail Items

=> = 4 Mailbox - Fitch, Thomas S
[ \Infected

(5] Deleted Items (7)
2. Choose Properties for Mailbox..., then click the Folder Size button.
3. Click the Folder Size button on the window that appears.

4. Look for the line that reads Total Size (including subfolders):

=™

Folder Size

Local Data | Server Data

Folder Mame: Mailbox - Fitch, Thomas 5
Size (without subfolders): 0KB
Total size (incuding subfolders): 69341KB

5. This is the total amount of email you have stored on the server, in
kilobytes. Divide this number by 1024 to convert it to megabytes.

Entourage
1. With Entourage open, highlight your Mailbox in the Folder List on the
left side of the screen: N i —
> 3 Inbox (19)
[5] Drafts (1)

2. Click Edit from the menu at the top of your screen, then choose Folder
Properties.

3. When the Folder Properties window appears, select the Storage tab:

4. Look for the line that reads Total Size (with subfolders):

[ General | Storage | Permissions |
Folder name: ﬂ Maontevallo
Size (without subfolders): [1]4
I::) Total size (with subfolders): 69409K

5. This is the total amount of email you have stored on the server, in
kilobytes. Divide this number by 1024 to convert it to megabytes.

@ How Do | Reduce the Size of My UM Mailbox?

There are two ways to reduce the size of your Mailbox: delete emails or move them to another location. Both of these options are explained in further

detail throughout the rest of this document.

@ Deleting Email

You might be surprised to learn that when you delete an email in Outlook or Entourage, it's not actually deleted. In fact, the email is moved to your
Deleted Items folder where it sits, taking up space in your Mailbox until you permanently delete it. Follow these steps to delete your emails so they

don’t count against your Mailbox size limit.

Outlook

1. With Outlook open, right-click your Deleted Items folder in the Folder
List on the left side of the screen.

2. Select Empty Deleted Items Folder from the menu that appears.

3. When the Are You Sure...? message appears, click Yes.

Entourage

1. With Entourage open, highlight your Deleted Items folder in the list on
the left side of the screen.

2. While holding down the Control key, click the Deleted Items folder again.

3. Select Empty Deleted Items from the menu that appears.
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Moving Email Off the Server

@ Manually Move Emails to Your Hard Drive

Outlook

1. With Outlook open, select File from the menu at the top-left of the
application, then choose New, then Outlook Data File...

2. Highlight Office Outlook Personal Folders File (.pst) then click OK.

3. You will be prompted to name the file. Name it, then click OK.

4. You will now be prompted to name the storage folder. This is the way
the folder will appear when you view it in Outlook. It is usually best to use
the same name here as you did in step 3. Click OK.

5. Your new folder will now appear in the Mail Folders list on the left side
of the Outlook screen. You can drag and drop emails from your Inbox into
this folder to remove them from the server.

Entourage

By default, Entourage creates a storage folder on your hard drive when
your email account is first setup.

1. With Entourage open, find and highlight On My Computer in the folder
list to the left of your screen.

2. Select File, New then Subfolder from the menu at the top of the screen.

3. A new subfolder will appear in the folder list under On My Computer.
Start typing to name the folder.

4. You can create multiple subfolders on your hard drive using this method,
to further organize your stored emails.

When looking for items to delete or remove from the server, don’t forget about your Sent Items. This folder can fill up fast, and is a common

cause of Mailbox size limit issues.

<

@ Outlook Only: Automatically Move Emails to Your Hard Drive (AutoArchive)

Microsoft Outlook gives you the option to automate the task of storing, or “archiving” your email on your hard drive. AutoArchive is enabled by default
in Microsoft Outlook, so you should already have an archive folder on your PC.

AutoArchive automatically moves emails and other items that have “expired” to a special Personal Folder on your hard drive. The age at which items
expire, and many other configuration settings, can be modified to suit your individual preferences.

View Archived Items

Your Archive Folder is accessible from the folder list
to the left of your Outlook screen:

Mail Folders
2] All Mail Items

Review AutoArchive Settings

1. To see how AutoArchive is configured on your PC, select Tools from the menu at the top-left of
your Inbox, then choose Options...

2. On the Options screen, click the Other tab, then click the AutoArchive... button:

= E‘;& Mailbox - Fitch, Thomas 3
1 ‘Infected
{a] Deleted Hems (25)
L.#| Drafts [1]
= L[] Inbox (1)
L3 House
4 Invoices
3 Read
1 Infected
L @ Junk E-mail [55]
U= Outbox
[ Quarantine
+ LEY R55 Feeds
LU= Sent Items
+ L& Search Folders
=> [ 3§ Archive Falders
= = Email Archive
= = Library Lab
From here, you can review your archived items, and
move them back to you Mailbox if you need to.

Check/Uncheck
this box to turn
AutoArchive on
or off.

This option
deletes expired
items from the
server after they
have been
archived.

DO NOT
select
this

option unless you
want to delete
expired items
without archiving
them.

~\

AutoArchive

Default folder settings for archivin
—/ ¢ | « you want to be
Clean out items older than | §| = |Months =
[Er— prompted before
@ Move old items to: A Archi
C:\Users\fitch\AppDataLocal Microso: Hoe Browse... utoArchive runs
Permanently delete old items
Apply these settings to all folders now | Here you can set
To spedify different archive settings for any folder, right-didk the age at which
on the folder and choose Properties, then go to the A A
AutoArchive tab. items expire.
U Retention policy The default is 6

el

| Run AutoArchive every |14
Prompt before AutoArchive runs

During AutoArchive:

f | Delete expired items {e-mail folders only)

= days

| Archive or delete old items
| Show archive folder in folder list

— et

Here you can set
the interval for
AutoArchive to
run.

Check this box if

"

y The network administrator has not set retention policies.

months.

7

The Help menu in Outlook contains a great deal of detailed
information about AutoArchive and its features.

Email still inside your Mailbox is backed up regularly by Technology Services. Email that you move to your hard drive or some other location will

* ) need to be backed up manually. Technology Services can show you how to do this, but it will be your responsibility to actually do it.

/2 Email stored on your hard drive will not be accessible to you via Outlook Web Access or ForUM.
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