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Introduction

Currently IBM maintains a Mail Exchange Server that stores and manages mail for many CWS/CMS users in California.  In an effort to manage server space The CWS/CMS project notifies counties on a monthly basis of any user in excess of 50MB and requests these accounts reduce the volume of mail in their mailbox.  The most recent computation of user space allocation indicates the State wide average space available is 28MB.  This is a small space, quickly used up. Also counties are not guaranteed this space, therefore keeping your mailboxes as clean as possible is the best way to minimize the chances of freezing up.

  This document is a best practices recommendation to assist Outlook Users in keeping their mailboxes at or below the State wide average.

This document explains how to keep your Inbox free of old mail and the processes for setting Outlook mailboxes to automatically archive and delete mail.  Hopefully this will help reduce mailbox size with a minimum of effort and time on the part of the user.

Pre-Setting Considerations

Prior to making changes to your Outlook settings consider the type of Outlook e-mail user you are, and the volume and content of mail you send and receive.

Are you a:

Heavy User?

· You send and receive a high volume of mail on a daily basis, including group distribution.

· Your mail often contains attachments, including graphics, spreadsheets, or PowerPoint presentations.

· You have created extra folders within Outlook to save your read mail. 

· You are in a role such as SPOC, ATM or Help Desk. 

· You belong to State wide information sharing groups such as the B.O. list server, or ATM group.

Average User?

· Most of your e-mails are sent and received within your county, from other staff within your department or other local county agencies.

· You occasionally send and receive mail to staff in other County or State departments.

· You receive some attachments.

Occasional User?

· You do not use Outlook as your main or exclusive e-mail account.

· You send and receive e-mail on an irregular basis.

· You rarely receive attachments.

Is your County co-existent or dedicated?

· Co-existent County Outlook users may save or archive their files to their hard drive or in a file designation made by the County.

· Dedicated Counties will need to save or archive their mail to a floppy disk or print the e-mail and save a hard copy.

· If you choose to archive to a floppy disk you should archive often due to the limited space on a floppy disk. (If your county is dedicated and they choose to allow you to save and archive to your C:\drive you need to understand the following.

· During a “rebuild” of your workstation these files will be lost unless you or someone in your county saves them to a disk or the Shared Drive (X) during the rebuild.

· If your computer is “replaced” you or your county are responsible for saving these files and moving them to your new workstation.

· The safest place to store files is in the My Documents folder.

If you are unable to determine your category by the above descriptions you should check your mailbox size after one week, two weeks and at the end of the month.  

If you are over the average capacity (28MB) anytime prior to the end of a 30 day period you should consider yourself a heavy user.

· If you are at the average capacity (28MB) or under consider yourself an average user.

· If your mailbox is between 0 and 10 MB you are probably an occasional user.

How Do I Check My Mailbox Size? 

Step A

1. Right click on the Folder that says, “Mailbox—your name”.

2. Select properties
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How Do I Check My Mailbox Size? (Cont.)
Step B

1. Click on the “Folder Size” button

2. Folder size for your entire Mailbox is listed in the gray area

3. Individual folder size is listed in the white box.
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Working With Received Mail

Rule of Thumb

· After reading your e-mail and responding, immediately delete any e-mail you determine unnecessary to save.

· If an e-mail has an attachment you want to save use the File drop-down menu and select save attachment. After you have saved the attachment delete the e-mail.

· If the e-mail needs to be saved for reference leave it in your in-box, and set your mail to automatically archive. (This process is explained later in this guide)

Managing Mail

The two most neglected folders in Outlook are the “Deleted Items” and “Sent Items” folders.

Deleted Items Folder

Did you know?

When you “delete” mail from your Inbox, Sent Mail, or Draft folders, the mail does not go away.  The mail is moved to your “Deleted Items” folder.  Unless you manually empty this folder or set the auto-delete feature these discarded e-mails will eventually take up the entire space allocated for your Mailbox.

Recommendation:

· Set the Deleted Items folder to empty upon exiting Outlook  (If you are not comfortable having your deleted mail permanently removed every time you exit Outlook use the option below)

· Set Auto Archive on the Deleted Items folder to archive with the rest of your mail or permanently delete after a specific time frame. (14 days, 30 days, 60 days)

Sent Items Folder

Did you know?

When you send a New, Reply, or Forward a message a copy is stored in the “Sent Items” folder. Unless you manually delete, auto delete or archive them they will eventually take up the entire space allocated for your Mailbox.

Recommendation:

· Use Auto Archive to delete or archive these type-mails.

Archiving Items

You can archive “manually” or set-up “Auto-Archive”.

· Archiving manually allows you to choose to archive one, two or all folders, whenever you are ready.  If you choose to do it yourself, you control exactly how and when archives are created.

· Auto Archiving allows you to set Outlook to automatically archive your mail messages into files periodically.  The Auto Archive feature cleans your Inbox for you saving specific messages in an archive file. You should Auto-Archive on all of your e-mail folders. (Inbox, Sent, Draft and any you have created.)

In addition, you may want to archive your Calendar, Journal or Notes folders

if you are a heavy user of these folders.

Recommendation:

· Set the Auto Archive feature at the following recommended timeframes.

· If you are a:

· Heavy User set timeframe to archive every 2 weeks.

· Average User set timeframe to archive every 30 days.

· Occasional User set timeframe archive every 60 days.

· Set your Calendar, Notes and Journal folders to clean out items older than 6 months.

Help

 If you need help in understanding how to set up or use any of the processes:

· Please contact your SSC, they will be happy to assist you

· Your county may have an Outlook manual available.

· The Outlook help text can guide you through each process.

· If your county permits you can call the Boulder Help Desk 1-800-428-8268

Step By Step Instructions For Managing Your Outlook Mail

Inbox Received Mail

Deleting Read or Unwanted Mail:

1. Select the mail that you want to delete.

2. Click the “X” on the toolbar.
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Saving Attachments

Step A

1. Select the mail with the attachment (s) you want to save.

2. Click on the “File” drop-down menu

3. Select “Save Attachment”

4. Select all attachments you wish to save.
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Saving Attachments cont.

Step B

1. In the “Save Attachment” dialog box select the drive and file your county has directed you to save to.

2. Click on the “Save” button.

The attachment will be saved and retrievable from the location you selected.
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Managing Mail

Deleted Items Folder

How to:

Set the “Deleted Items Folder” to empty upon exiting Outlook.

Emptying the Deleted Items Folder

Step A

1. Select the “Deleted Items Folder”.

2. Click on the “Tools” drop-down menu.

3. Select “Options”
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Emptying the Deleted Items Folder cont.

Step B

1. You will get an “Options” dialog box.

2. Click of the page tab named “Other”.

3. Check the box under “General” that says, “Empty the Deleted Items Folder upon exiting.”

4. Click the “OK” button.

Your Deleted Items Folder is now set to empty on a regular basis.

If you prefer using the archive method, please follow the instructions as mentioned in the “Archiving Items” section below.
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Archiving Items

Which type of user are you?

· Set the Auto-Archive feature at the following recommended timeframes.

· If you are a,

· Heavy User set timeframe to archive every 2 weeks.

· Average user set timeframe to archive every 30 days.

· Occasional User set timeframe archive every 60 days.

Individual Folder settings. 

· Set your Deleted and Sent folders for “permanently delete”.

· Set your calendar, notes and journal folders to clean out items older than 6 months

Archiving

Step A

1. Click on the “Tools” drop-down menu on your Outlook menu bar.

2. Select “Options”.
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Archiving, cont.

Step B

1. Click on the “Other” page tab in the Options dialog box.

2. Click on the “AutoArchive” button.
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Archiving, cont.

Step C

1. You will get an “AutoArchive” dialog box.

2. Check all 3 checkboxes and enter the amount of days you want between each automatic archive.

3.  In the “Enter Default File” field enter the path your county wants used to archive mail.

4. Click “OK”

Now you have set your Outlook mail to Auto Archive.

Next you need to specify which folder you want to archive and what mail you want archived from each folder.
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Archiving, cont.

Step D

1. Select the folder you want to AutoArchive.

2. Right click on the folder.

3. Select “Properties”.
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Archiving, cont.

Step E

1. Your will get a “Properties” dialog box specific to the folder you selected.

2. Click on the “AutoArchive” page tab.

3. Check the “Clean out items older than” box.

4. Fill in the specific amount of time you want items to remain in the folder before they are moved into the archive file or deleted.

5. A. If you choose to archive the items in this folder select the radio button “Move old item to” and enter the path your county want you to archive to in the field below.
B. If you choose to delete the items in this folder select the radio button, “Permanently delete old items”.

6.  Click the “OK” Button.

You have now completed the AutoArchive process for this folder.

Follow steps D and E for each folder you want to AutoArchive.
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