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Managing Your Mailbox in Outlook 2010

The following pages contain instructions for:
e determining the size of your e-mailbox
e creating a personal folder (.pst file) for storing e-mails

To facilitate the state’s ongoing e-mail upgrade, mailbox clean-out must occur.
Business critical e-mails are the priority to remain in your active mailbox. For other
e-mails you may need to reference in the future, it is recommended you store those
items in a personal folder file [Office Outlook Personal Folder File (.pst)].

Create your .pst file and save it at the location (e.g. local hard drive, shared drive)
specified by your agency. See listing of agencies’ preferred storage locations for

.pst files.
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Determine the size of your mailbox:

1) In Microsoft Outlook 2010, click File
2) Under Mailbox Cleanup choose Cleanup Tools and then Mailbox Cleanup.

Mailbox Cleanup
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3) Click View Mailbox Size.
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4) The window shows the size of your mailbox folders.

Folder Size =5

Local Data | server Data

Folder Mame:

Size (without subfolders): 0KB

Total size (induding subfolders): 2496227 KB
Subfalder Size Total Size =
Calendar 930 KB 930 KB |E|
Contacts 4750 KB 4750 KB
Deleted Items 8023 KB 6079 KB
Deleted Items Templates ITKB 55 KB
Deleted Items Templates\Reply 18 KB 18 KB
Drafts 460 KB 480 KB
Inbox 148145 KB 148601 KB
Inbox\Inewsletters OKB oke T
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The size in this example shows 246227KB (see previous page). You can
convert to MB using Google as depicted below:

Goc ,gle 246227KB to MB [ o |
Search 3 results (0.12 seconds

Web 246 227 kilobytes = 240.456055 megabytes

Images More about calculator.

Or, you can use the foIIowmg conversmn calculator:
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Create a personal folder via a .pst file to manually move
mailbox information

1) Open Outlook

2) Click on the Home tab and choose New Items > More Items > Outlook Data
File option.
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3) Now browse and choose the location (based on your agency’s preferred
storage location for .pst files) to place the data file and specify the name of
the data file here.
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4) Click OK and your Outlook data file (.pst) will now be ready.

5) In the main view of Outlook, the newly created Personal Folder File (.pst)
should be reflected (labeled “1” in the screenshot below).

(e Personal Folders - Microsoft Outiaook
Lite Lot Yiew So Jooils Actions Help
PndMew - S 3 2% 3 Bepl & Repiy t u 5 Fonuard b o vy Send/Regeive ~

Folder List
Al FTolders

2] Al Outiook Items
—1 SO Mallbox -
110 <atenaar
) Conmtacts
fa) Deleted ltems
\o?] Oratts
L) Inbox
h’ lournal
L Junk E-mall
bl NOtes
L= Outbox
) RSS Feeds
LU= Sent Item:
= Sync issues
23 Tazks
@ | Search Fol
" Pearsonal Folds
£ Public Folders

i # Personal Folders
tZE D 68 From Subject

There are NO items to show in this

y »ia

D
2

*

cders

Folder Sizes

Doata File Management

< | (o) ) >

o= ) 1w T, TR B
O Itema

-

Georgia Technology Authority
www.gta.georgia.gov


http://gta.georgia.gov/00/article/0,2086,1070969_85912646_161620107,00.html
http://gta.georgia.gov/00/article/0,2086,1070969_85912646_161620107,00.html

6) Right click the newly created personal folder and select "New Folder” to
create a new folder to store your mail items. (Name the folder something you
will remember.)
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7) Click Ok to create the new folder.
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8) You should now see your newly created folder under “Personal Folders.”
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9) You can how move your mail items from your mailbox to the newly
created personal folder.
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