
 
 

Creating Moree Space in Your Micrrosoft Outtlook Inboox 

The ffollowing is one suggestion by wwhich you may clean up your Outlook to maake more spacee available. Wee recommend keeping this 
cleaneed up on a reguular basis.  
 
Initiial Step – Emmpty Folderrs 

When youu delete itemms in Microsooft Office, thhey get saved in a Deletedd 
Items folder in case yyou didn’t reeally want to delete them and still needd to 
retrieve thhem; but noww you are reaady to get ridd of them forr good. 

1. GGo to the Deeleted Itemss folder and rright click.  
2. IIn the menu, click Emptyty Folder. 
3. CClick Yes.  
4. RRepeat the saame thing witth the Junk EE-mail inboox. 
 
 
 
If MMore Space iss Needed  
1. OOrganize youur inbox by cclicking on thhe words Arrange r By loccated at the toop of the inbbox column.
 
 
 
2. CChoose Size from the droop-down meenu.  
3. OOnce e-mailss have been ssorted by sizee, search throough them annd delete youur biggest 

ee-mails that yyou no longer need, or elsse just save thhe e-mail to a different loocation; 
tthe H: drive iis recommennded.  

4. YYou can repeeat this proceess with yourr Sent Itemss if necessaryy.  
5. IIt is then recoommended tthat you shouuld delete all old e-mails, especially thoose two 

tto three yearss old.  
6. RRepeat steps 1 and 2, but choose Datete instead of Size from thhe drop downn menu.  
7. CClick on Newwest on top to switch to show the olddest on top.
 
 
 
8. DDelete all of tthese that aree not necessaary, saving anny that you wwant to keep to your H:drrive.  
9. YYou can repeeat this proceess with yourr Sent Itemss if necessaryy.  
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Lastt Option - AArchiving E--mails  

YYou may Arcchive your e-mails, althouugh that actioon is not highhly 
rrecommendeed.  

1. RRight click onn the desiredd folder and cchoose Propertiep s.  
2. CClick the AuttoArchive taab and choosse “Archive tthis folder 

uusing these seettings:”  
3. CChoose the pparameters yoou would likee it to auto arrchive. 
4. TThen select wwhat folder you want it saaved in. (Warrning: C: driive 

is often reforrmatted on NNI machines! Do not archhive e-mails 
hhere. Save unnder a createdd folder on yyour personall H: drive.)  

5. CClick OK.  
 
 

 

 

 

 

Foldder Size Infoo (200 MB foor students, 11 GB for stafff) To find ouut how muchh you have uused, and howw much you 
havee left, right cliick on your mmailbox folder, choose PropertiesP , annd click Foldlder Size on tthe General ttab to see 
your informationn.      
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