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You have received ‘YOUR MAILBOX IS OVER THE LIMITY

Outlook Sharbcuts | | Folder List
B Calendar
% Contacts

Ay

[ Open

Cipen in Mew Window

kool

RIGHT CLICK on “Outlook Today”

Advanced Find. .. « I
Irbc And select “Properties

Remove From Outlook Bar /
Rename Shorkout /
Cale

Properties

General lHu:ume Page ] Permissions

@

Type: Folder containing Mail and Pos

ailboy: - Larson, Catherine

Location:  Microsoft Outloak,

Description:

When posting to this folder, use: |Post

W Automnatically genﬂraiw CLICK on “Folder Size”

Folder Size. ..
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Folder Size Tlx

Folder Mame:

Size (without subfolders):

Tokal size (including subfalders);

Mailboy: - Larson, Cathetine
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SubFalder
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Cutho
Parents
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Inbox C
Journal
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Check the folder with the largest
“Total Size”

Then Close

Another way to see your largest emails is to view the file size in the folders

1 Subiack

T ™

Sort Ascending
‘Fi
i
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Sort Descending
Group By This Field
Group By Box

Fid

Remove This Column
122

G ] T e

- Field Chooser

Aligniment
Beskt Fit

Format Columns. ..

Cuskomize Current Yiew. ..
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Right Click on your “In Box” menu
and select “Customize Current View
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3
] Descripkion

E | Fields. .. | Header Status, Importance, Atkachment, Flag Status...

1 [1] M 7
! Group By. .. Mone Select “Fields
i

i Sork, Received (descending)

Cther Setkings... Fonts and other Table Yiew setkings

] Filter... | Off
. | IUser defined fonks an each message

RO P T |

Aukamatic Formatking.

Show Fields Tx

fvvailable Fields: Show these Fields in this order:
Add -= Header Status J Ok |
1 Importance
_r Attachment
<R C |
Conkacks EIMONE Flag Status ance

Canversation

Auko Forwarded
Cateqoties

i

Created

Do Mot Autosrchive

Due By Subject wrs »
Fallow Lip Flag T Add or Remove any “Fields” from
Junk E-mail Type Tcon your In Box menu.

Message

Criginakar Delivery Requeste .

Read : You can also arrange these in any
Mews Field

Sensitiviky ~ . order

| | Mowve Up | Morve Diowin |

Now you can “Sort” your In Box by size. Notice the arrow. You can sort ascending or
descending

B4 10)v | Size R
ZKE W
ZKE TH
ZKE Fr

R Y]
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Create A Personal Folder

File | Edit  Wiew Faworites Tooks  Actions  Help

Mew k|5 Mail Message Chrl+M
Dpen ¥ | %] Postin This Folder  Crrl+Shife+5
Close All Items 4 Falder... Chrl+Shift-+E
Save fs... Outlook Bar Shartout,
"] Appaintment Chrl+Shift+&
Folder ¥ | @ Meeting Request  Chr4-Shift+o
Drata File Management. .. 5] Contact CErl+Shift+C
Import and Export. .. ﬁ] Diskribukion Lisk Zkrl+Shift+L
Archive. .., V| Task Chrl+Shifk-+E
Page Setup b |zl Task Request ikl Shift+L
[&  Print Preview i Journal Entry Ckrl4-Shift+-3
&b Print... Chrl4P W2 Note Chrl+Shift -+
work OFfline [ Office Document  Ctrl+Shift+H
Exit Choose Form...
Cu::.;:-ts [ ¢ E ff'i : Outlook Data File. ..

New Outlook Data File T

Types of storage;

Per

Description

Praovides starage of ikems and Falders, Compatible
with Qutlook 97, 95, and 2000 files,

| a4 | Cancel

10/31/2007 Page 4



Tuesday, October 30, 2007

Calendar Tasks

Customize Cutlook, Today ...

Messages

Creating Personal Folders — Managing e-mails with Outlook

Save jn: |_‘| Outlook,
[E} Desktop
Ao ¢ My Computer
S 3% Floppy (A2
Iy Docurments g Dirive_C (22

() Documents and Settings

= j [ Clarson

% (T Local Settings
Desktop () Application Data
) Microsaft

B zip 250 (D)
L, DYD-RAM Drive (E:)
L, DD Drrive (F:)

_f CLarson on 'ma-stulimateach’ (H:

e 1 | PRI LI
—

This is IMPORTANT! Choose
your HOME DIRECTORY - NOT
Y THE C-DRIVE!

Create Rules

1ard E’:;.iSend,l'Regeive =5 Find

vv;@ = P

Cirganize

Move message selected below to

% IJsing Folders |!IC j Mave

%l JessdnoIe@acl.cor jnto
|1 - | Create
...........................................................................
IPalyvision
B, 107 Size Fedpalyvision
2 KB Mor Tech Tuesday SurveyTHS
T--L T. ..o rara—
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Create a rule to move new messages | Fram -
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Show Folder List

& Outlook Today - Microsoft Outloo

File Edit | Wiew | Favorites Tools A
_-;ﬂNew - GoTo ]

<o Back Outlook, Bar
‘b Back Faolder List

Reminders Window
Cuatlook Short

Toolbars 3

% Skatus Bar

Jtloak Shortcuts | | Folder Lisk 4
+ @ Archive Folders

@ = @ Horme drive Folder
21 Budget

Dutlook Today @ Deleted Items
£ IC
ﬁ CE IT Skuff
= i1 Journals1 (1100
Inbox (9) B Parents
£21 Sent ikems

21 Tech Tue MMS
£ Tech Tuesday SurveyTHS
Calendar 21 To be saved

—, MR Outiook Today - [Mailbo - Larson, ¢
+- 13 public Folders
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