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1 Purpose

NLT 1 Oct 2015, the Defense Information Systems Agency (DISA) will begin enforcing size
limits on DoD Enterprise Email (DEE) mailboxes in accordance with the Service Level
Agreement. To ensure continued use and optimal performance of your DEE mailbox, each user
must maintain their mailbox within its size limit. If your mailbox currently exceeds its limit, you
will need to take actions to reduce its size to avoid a negative impact to your service.

2 References

Army Enterprise Service Desk Support page at https://esd-crm.csd.disa.mil/

3 Scope

This document applies to all Army DEE users. Methods of mailbox size reduction are provided
for Outlook 2007 and 2013 and the Outlook Web Application (OWA).

4 Procedures

This document provides steps to eliminate unnecessary email and store email locally in order to
reduce the overall size of their DEE mailbox.

We have a separate section for the following three possibilities:

e Outlook 2007
e Outlook 2013
e Webmail (OWA)

4.1How to Reduce your Mailbox Size in Office 2007

Note: For those users who have mail in the CommVault archive, the mailbox size that is being
used for the size limit implementation does not count anything in CommVault.

4.1.1 Identify Current Size of Mailbox

The first step in reducing your mailbox size is to identify the current size of your email folders.
To identify the sizes of those folders perform the following tasks.

a) In Outlook, click the “Tools” menu and on the drop down menu click “Mailbox Cleanup”.
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b) On the top of the box click on the “View Mailbox Size...” box.
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To identify the size of all folders, click on the “Server Data” tab and look at the Total
Size line. Notice that this includes all subfolders. This is important since the size of not
only the top folder, but the subfolders as well will count against the limit. In particular,
pay attention to the size of the Calendar, Deleted Items, Inbox, and Junk E-Mail.

NOTE: When Outlook is running in Cached mode, it will store copy the mailbox in the locally
stored OST file, for offline access. Sometimes, deleting / moving emails doesn't get
sync'd with the server. So, your local data may look bigger (or smaller) than the
server data. You want to focus on the SERVER DATA because this is what mailbox
size limit is calculated from.
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Figure 3: Identify Total Size of Mailbox (Including Sub-Folders)

d) In the picture above,the size of the inbox is provided in KBs (kilobytes). Business class
users have a 4GB (gigabyte) limit, so the total size must be less than 4,000,000 KBs.
Basic class users have a 512MB limit, and the total size must be less than 512,000 KBs.

IMPORTANT NOTE: Each Outlook user is allowed to keep and store an unlimited amount of
email, however it cannot all be stored in your mailbox. Each user must make an assessment of
which email must be “globally accessible” and which email only need to be accessible from the
primary work location (i.e. the office). Just like you can have an unlimited amount of clothing
stored in closets at home, but only take a specific amount and type when travelling, you can
have an unlimited amount of email stored and accessible from your office but must determine
which email must be accessible via webmail or a mobile device so you can access it any time
from any where. Unlimited storage is covered in step 4.1.3 below.

4.1.2 Easy Mailbox Cleanup Tasks

If the total size of the folders exceeds the mailbox limit, the user must proceed with clean up
tasks. Prior to creating any local storage files and moving oldest (rarely/never accessed) mail
into those files, the user can perform some easy “house cleaning” by doing the following tasks:

¢ Remove attachments from your calendar
e Empty the Sent Items, Junk E-Mail, and Deleted Items folders.
e Sort your Inbox by size, and clean up the largest items

These steps will be covered in detail below. These activities in-and-of themselves may provide a
significant change in folder size, especially if they contain large attachments.

4.1.2.1 Remove attachments from your Calendar.

a) The simplest way to clean attachments from your calendar is to view the Calendar as
a list and then sort the Calendar by size.



b) In Outlook, select the "View" menu, then select “ Current View”, then select “All
Appointments" in the drop-down menu.
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Figure 4. Changing Current View to "All Appointments”

c) In order to sort by size you need to add the size "Field" to your view by clicking on
“View”, “Current View”, then “Customize Current View”.
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Figure 5: Enabling the Size Field
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d) Once the “Customize View All Appointments” box opens, select “Fields”, then on the
“Select Available Fields From” drop down menu select “All Mail Fields.”
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Figure 6: Selecting "All Mail fields"

e) Inthe “All Mail fields” list scroll down to “Size” and select, click on the “Add” button,
then Click on OK, the click on OK again to close.
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Figure 7: Adding the "Size" field

f)  Now, click on the arrow in the newly added “Size” column to sort by size (largest to
smallest). This will sort your calendar items by file size as opposed to the date or
time.
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Figure 8: Sort by Size (largest to smallest)

g) Once the calendar appointments are sorted by size, you can open the largest
appointments and review the attachments. Save the attachments, if desired, by
right-clicking the attachment and choosing “Save As” and then selecting the location
to save the file and clicking “Save”. Whether you save the attachment or not, delete

the attachments from the appointment and save the appointment.

41.2.2

Empty Sent Items, Junk E-Mail, and Deleted Items folders.

If these folders do not contain information of any consequence, then all the contents (of these
folders) can be deleted.

a) The first step in this process is to open the Sent Items folder in the left hand panel of

Outlook as depicted below.
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Figure 9: Open Sent Items



b) This will populate the center panel with emails contained in this folder. To delete
these items highlight the top email, click and hold the <Shift> key, then scroll down to
the bottom of the window and click on the bottom email. This should highlight the
entire grouping of emails as shown below.
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Figure 10: Select

Entire Group for Deletion

Delete all of these items by clicking the <Delete> key. If you only want to delete

c)
some of the items, then simply select the ones to eliminate and delete those.
d) Repeat this same process for the Junk E-Mail folder.
e) Lastly, repeat this process for the Deleted Items folder. NOTE: Emails deleted from

the Sent Items and Junk E-mail folders will be placed in the Deleted Items folder thus
it is important to clean out the Deleted Items folder last.
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f)  With these folders cleaned up the user can check the updated size of the mailbox by
simply clicking on “Tools”, “Mailbox Cleanup...” and “View Mailbox Size...”.

4.1.2.3 SortInbox by size, and clean up the largest items.

a) If the Size column is available in your Outlook Inbox, sort the Inbox by clicking the
Size column header. The direction of the little triangle indicates largest to smallest or
smallest-to-largest. See Figure 6 below.
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Figure 11: Select Size to sort Inbox by Size

b) If the Size column is not available then arrange them by size by selecting the “View”
menu, then choosing “Arrange By” and select “Size”. See Figure 7 below.
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Figure 12: Arrange the Inbox by Size
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¢) Once the email is sorted by size, you can delete any email you no longer need.

d) For email you want to keep, open the email and review the attachments. Save the
attachments, if desired, by right-clicking the attachment and choosing “Save As” and
then selecting the location to save the file and clicking “Save”. Whether you save the
attachment or not, delete the attachments from the email and save the message.

e) If you don’t want to keep the email but need the attachments, open the email and
save the attachments. Right-click the attachment and save, then delete the
message.

f) Once attachments are saved and unnecessary email deleted, remember to go back
and empty the Deleted Items folder (because email deleted from the Inbox is now in
your Deleted Items folder).

4.1.3 Create an Outlook .pst file

If, after the Calendar, Sent Items, Junk E-Mail, and Deleted Items folders have been cleaned
out, you have saved attachments and deleted unnecessary email from your Inbox, and the
mailbox is still over the size limit, you can leverage the use of .pst files (personal folders) to
store an unlimited amount of email locally.

IMPORTANT NOTE: Each Outlook user is allowed to keep and store an unlimited amount of
email, however it cannot all be stored in your mailbox. Each user must make an assessment of
which email must be “globally accessible” and which email only needs to be “locally accessible”
from the primary work location (i.e. the office). Just like you can have an unlimited amount of
clothing stored in closets at home, but only take a specific amount and type when travelling, you
can have an unlimited amount of email stored and accessible from your office but must
determine which email must be accessible via webmail or a mobile device so you can access it
any time from any where. To clarify this concept, your mailbox is your suitcase and your
personal folders (.pst files) are your closets (and can be located on local drives or shared
drives).

According to email usage statistics, most people very rarely access anything over 6 months old.
The best business practice is to move email older than 6 months into a personal folder. This
does three important functions:

o It keeps the user’s most important email globally accessible, while still retaining all email
and making it all available when in the primary work place.

o It keeps the Outlook mailbox trimmed and manageable, resulting in fast and responsive
performance for the user.

e It provides an easy option for a user to retain/save all email the user wants to keep for
an indefinite period of time.

To continue with this process follow the steps as described below:

a) Open Outlook 2007
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b) On the File menu, point to New, and then click Outlook Data File
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Eolder P | EH Appointment Ctrl +Shift+4,
Data File Management.., i3 Meeting Reguest Ctrl +Shift+Q
Import and Export.., 85 Contact Ctrl+Shift+C
Archive.., % Distribution List Ctrl+Shift+L
Page Setup b | & Task Ctrl+Shift+K
1z Task Request Ctrl+Shift+U
S Print.. ctd+p | 5 lournal Entry Crl+ Shift +]
Cached Exchange Mode  » | HNote Ctrl +Shift+1

Wark Offline == Choose Form..
Exit =) Choose InfoPath Form..,  Ctrl+Shift+T

2 00 Search Folder; N Outlook Data File..
H S Archive Folders

Figure 13: Select Outlook Data File

c) Select Office Outlook Personal Folders File (.pst), and then click OK.

-

New Outlook Data File ==

Types of storage:

-EOFHEE Quklook Personal Folders File [,psk
Cutlook, 97-2002 Personal Folders File {.pst)

Descripkion

Provides more storage capacity For items and Folders.,
Supports mulkilingual Unicode data, Mot compatible with
Cutlook 97, 93, 2000, and 2002,

| ok

| Cancel

Figure 14: Select File Type

d) In the file creation box select a folder that will hold the new .pst file, type a name for the
file, and then click OK.

NOTE: Not every command allows users to have personal folders (.pst files) on
network drives, so check with your organization. The advantage of a personal folder on
a network drive is that those files get backed up (and can be restored). The disadvantage of
network .pst files is that they can become corrupted. Microsoft doesn’t support them.
Experience shows that network .pst files typically become corrupted when they get
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over 2GB. If you choose to use network .pst files, you must pay attention to the file size
(and add more .pst files as necessary).

1 Create or Open Outlook Data File @
e
s | , % Users » Ibarnett » AppData » Local » Microsoft » Outlook - |{-,|| Search Outlook p'
Organize ¥ New folder == - ﬂ
i Name Date medified Type Size
[ Favorites o . - . . o
i) archive 5/4/201512:37 PM Microsoft Office ... 426,081 KB
Bl Desktop

g Downloads

= Recent Places

= Libraries
3 Documents
.J'- Music
| Pictures

E Videos

m

' Computer

. -
LS

File name: | Mew Personal File] < -
Save as type: | Personal Folders Files v‘
< Hide Folders Tools ok ||| cancel |

Figure 15: File Location

e) Inthe Name box, type a display hame for the .pst folder.

-

Create Microsoft Personal Folders @

File: CiserstibarnettApphatatLocal\Microsoft Ot
Mame:  |Mew Personal Folder| <4

Format:  Personal Folders File

Passwiord
Passwiord;

Werify Password;

[] save this password in your password list

[ Ok ]l Cancel J

Figure 16: Provide Display Name

f) If you want to protect your data file by setting a password, under Password, type your
password in the Password and Verify Password text boxes then click OK.

g) The new .pst will now appear in your list of folders.
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Folder List « || =
All Folders x || 4T
2] &Nl outlook Ttems -

= B4f Mailbox - Barnett, Lisa )
® [ calendar [59]
S| Contacts
[ Conversation Histon
@ El}etedltems
L2 Drafts [1]
# [ 7 Inbox [2420]
f.ﬂ- lournal
[ @ Junk E-Mail [5]
o | Motes
L3 outhax
H LE]| R55 Feeds
[ Sent tems [1405]
H [ Syhclssuesl
1‘:/_]' Tasks
[ Tech Support
& LO Search Folders
H = Archive Folders
H = Mailbox - USARMY Ft HU

#1 =4 Mews Personal Folder
CmlAawy Cimrm -

Figure 17: New Folder in View

h) Once the new .pst is created, you can move the email. The best practice is to move
all email older than 6 months.

i) Select the email to move (individually or as a group of multiple emails), then right-click
and select “Move to Folder”.

Folder List « |[|Ld Inbox
All Folders 2 (B2 8 |From Subject
L] All Qutlook Ttems -
— =] Date: Today
4 @ Mailbox- Barnett, Lisa ) - Moiris, 1 E CTR USARMY NETCOM (U5 RE: foll
& :ﬁ Calend{\\s[ﬁﬂ] | orris, James (us) : follow up
8 Contacts | i Monis, James E CTR USARMY NETCOM (US)  ACE 14-30 PWS CNOSS 3 Final
[ Conversation Histo | il Morris, James E CTR USARMY MNETCOM (US) 2015 _MPR_Report_Template -
(2] Deleted ems [590] L USARMY Ft Huachirs NETCOM ©alanday METE | WMay NETCOM Town Hall, 14 Mi
L Drafts [1] 41 Machlister, Lo Qpenltems RE: NETC-OP-D-EE-15-375-v1
A | Inkr 2424] .
LE)_E! Jnu'::al[ 1 (=4 W Morris, James E CT ugli Print... Tracking sheet....
(g Junk E-Mail [38] fg  valle, Luis ClLoul ;o Fonward Ttems RE: Manthly
_J Motes ] Marris, James E CT] RE: Manthly
1 ) Follows Up [
(3] outbox 83 0 Taylor, Clifford D .. LOE [UMCLASSIFIED]
HLE] 55 Feeds & Maorris, James E (T Categorize * | RE:Monthly Report
| Sent Tkems [2339
= (23351 i< Mark as Read
# [J Synclssuesl =l Date: Last Week
47 Tasks ¥ Mark as Unread
L Tech Support =) Date: Two Weeks Ago ¥ Delete
4 LA Search Folders =
= Archive Folders - % Mowe to Falder...
= =) Date: Three Weeks Ago =

H = Mews Personal Folder
H = USARMY Ft Huachuca N

+| Makas 1 ack BAankh

Figure 18: Move to Folder
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i) If you have email stored in various folders, you can move an entire folder into the new
.pst. This can be done by right-clicking on it and selecting “Move to Folder”.

All Folders 2 [ Y4 [ @ Fram
L] &ll Outlook ems -

= €6t Mailbosx - Barnett, Lisa |
| calendar [59]
| Contacts
[ Conversation Hista
] Deleted tems [330]
(L7 Drafts [1]
|| Folderto M

© [ jInbox [2424 [F Open

‘%ﬂl Jaurnal Openin Mew Window

g Junk E-Mail

| Motes “E5 Move "Folder to Mowve”... —
4] Qutbox

1 Copy "Folder to Move".,,
H LE) R3S Feeds

[ZfsentRems |4 Delete "Folderto Mowve"
H [ SwncIssues aIe

L:f_’iTasks
3 Tech suppo| L Bew Folder.,

& L2 Search Fold

Rename "Folder to Mowe"...

LAA +a Fasenvite Falders

Figure 19: Moving an Entire Folder
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4.2How to Reduce your Mailbox Size in Office 2013

Note: For those users who have mail in the CommVault archive, the mailbox size that is being
used for the size limit implementation does not count anything in CommVault.

4.2.1 ldentify Current Size of Mailbox

The first step in reducing your mailbox size is to identify the current size of your email folders.
To identify the sizes of those folders perform the following tasks.

a) In Outlook 2013, click “File”

- FILE HOKE SEMD f RECEIVE FOLDER WIEWY

=1 & X
7 Clean Up -
Mlew  Mew Delete

]
Ernail Irems~ & lunk~

M e Celete Respond

Learch Current Mailbox [CErl+E
4 lisa,j.harnett.ctr@mail.mil

Al Unread
b =7 Inbox [2025] :
[ Ol
7 Drafts [9] o
£ Sent Trerms [A588] Thers are mare items i o
b 15 Deleted Iterns [398] il bmem Fm s et -

Figure 20: Click on File

b) On the Account Information window click on “Cleanup Tools”.
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@ Tnho - lisaj.barnett.ctr@mail. il - Outlonk
Account Information

cfj lisa j barmett.ctri@mail.mil
L.

Microsoft Exchange
& Add Account
Ifﬁ‘ Account and Social Network Settings
att Change settings for this account or set up maore
Accaunt connections,
Settings~ Access this account on the web,
httpsifneb-s a2 mail.mil/owa,
Connect to social netaeorks,
Automatic Replies {Out of Office)
<« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic niot available to respond to e-rnail rmessages.
Replies
Mailbox Cleanup
tanage the size of your mailbox by emptying Deleted [erns and archiving,
a Rules and Alerts
=1 Use Rules and Slerts to help organize your incoming e-rnail rmessages, and receive
fanane Riles nndateswhen iterns are added channed ar rermmeed

Figure 21: Select Cleanup Tools

c) Click on “Mailbox Cleanup”.
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Account Information

Cﬂ lisa | barnett.ctr@rmail mil
L Microsoft Exchange

= Add Account

F‘ Account and Social Network Sett
add

I . .

Print Change settings for this account or set up more
Account connections,
Settings~ Access this account on the web,

Offic Lt https: e b-satdd 2 mail il fowea S

Connect to social networks,

Options
Exit Automatic Replies (Out of Office’
<« Use autormatic replies to notify others that you are
Autormnatic not available to respond to e-mail messages,
Replies

@ Mailbox Cleanup

Manage the size of wour mailbox by emptying Dele
Clearnup

Tools =

= Mailbox Cleanup...
- Manage mailbox size with 15
adhvanced tools,

s

help organize wour Incormir
f= Empty Deleted Items Folder e added, changed, or remo

'..."_"...' Permanently delete all iterns
in the Deleted Iterns folder,

| Acchive.. bled Add-ins

kAdrsa ald itawne o Meclie

Figure 22: Click Mailbox Cleanup
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d) This will open the Mailbox Cleanup window, next click on “View Mailbox Size”

¥

Mailbox Cleanup

wky

You can use this tool to manage the size of your mailbox,

\;’J You can find types of items to delete or mowve, emphy the deleted
items folder, oryou can have Outlook transfer itemns to an archive
file

-

| wview Mailbox Size...

) Find items older than 9 = days Firid...

@ Find items larger than 250 -2 kilobytes

= Click_ing Autn.&rchive weill mowe old iten'!s to the Aurtosrchive
= archive file an this computer, You can find

these items under &rchive Folders in the folder

list.
1
b = Emptying the FJeIeted items falder permanently Empty
e/ deletes those items.

I Wiew Deleted Ikems Size.., I

“-{ Del_ete all alternate versions of items in your Delete
= mailbom

1 | wiew Conflicts Size.. |

Close

IR

Figure 23: Mailbox Clean Up
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e) To identify the size of all folders, click on the “Server Data” tab and look at the Total
Size line. Notice that this includes all subfolders. This is important since the size of not
only the top folder, but the subfolders as well will count against the limit. In particular,
pay attention to the size of the Calendar, Deleted Items, Inbox, and Junk E-Mail.

f)

NOTE: When Outlook is running in Cached mode, it will store copy the mailbox in the
locally stored OST file, for offline access. Sometimes, deleting / moving emails
doesn't get sync'd with the server. So, your local data may look bigger (or smaller)
than the server data. You want to focus on the SERVER DATA because this is
what mailbox size limit is calculated from.

A

|

Folder Size

R
|'1

EZ_.

Local Data | >erver Data

Folder Mame:

Size (without subfolders):

Total size (including subfolders):

Mailbox - Barclay, Peter C CTR

0 KB

2076280 KB

Subfolder

Calendar
COMSPOTs
Contacts
Deleted Items

Drafts
Inbox
Junk Email

Sent ltems

Size
118720 KB
3567 KB

22 KB
51787 KB
5585 KB
389274 KB
101 KB
3080 KB

Total Size

115720 KB
3567 KB

22 KB
51757 KB
5585 KB
903478 KB
101 KB
3080 KB

s

m

Close

Figure 24: Total Size of Mailbox (Including Sub-Folders)

g) Inthe picture above,the size of the inbox is provided in KBs (kilobytes). Business class
users have a 4GB (gigabyte) limit, so the total size must be less than 4,000,000 KBs.
Basic class users have a 512MB limit, and the total size must be less than 512,000 KBs.

IMPORTANT NOTE: Each Outlook user is allowed to keep and store an unlimited amount of
email, however it cannot all be stored in your mailbox. Each user must make an assessment of
which email must be “globally accessible” and which email only need to be accessible from the
primary work location (i.e. the office). Just like you can have an unlimited amount of clothing
stored at in closets at home, but only take a specific amount and type when travelling, you can
have an unlimited amount of email stored and accessible from your office but must determine
which email must be accessible via webmail or a mobile device so you can access it any time
from any where. Unlimited storage is covered in step 4.2.3 below.
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4.2.2 Easy Mailbox Cleanup Tasks

If the total size of the folders exceeds the mailbox limit, the user must proceed with clean up
tasks. Prior to creating any local storage files and moving oldest (rarely/never accessed) mail
into those files, the user can perform some easy “house cleaning” by doing the following tasks:

¢ Remove attachments from your calendar
e Empty the Sent Items, Junk E-Mail, and Deleted Items folders.
e Sort your Inbox by size, and clean up the largest items

These steps will be covered in detail below. These activities in-and-of themselves may provide a
significant change in folder size, especially if they contain large attachments.

4.2.2.1 Remove attachments from your Calendar.

a) The simplest way to clean attachments from your calendar is to view the Calendar as a
list and then sort the Calendar by size.

b) In the Outlook Calendar, select the "View" menu, then select "Change View” and select
“List”.

B .'-_||:|: = Calendar - Mailbox - Barclay, Peter C CTR USAR
HOME SEMD / RECEIVE FGQ VIEW DEVELOPER Mlc
C ot A . E 5% Tirme Scale =
ﬂ | EpEn mEEEN ﬁ =
Change |View  Reset Day  Work Week Month Schedule
View = Jettings View View
lﬁ mammn = ment F"
O g'_‘ =
Calendar Preview Active
une 1 -5, 2015
Manage Views...
. - INDAY TUESDAY
Save Current View As a New View...
Apply Current View to Other Calendar Folders... 2
X 22 33 24 I M XV
25 29 30 =
Al i
8 D.
July 2015 =
Pe
e o HEZL - HD!

Figure 25: Change Calendar view to List

¢) If you don’t have the “Size” column, then click the "Add Columns" to open the Show
Columns window. From here you can add extra columns to better organize the calendar list.
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Figure 26: Adding the Size column

A _r||:|: s Calendar - Mailbox - Barclay, Peter C CTR USARMY PEO EIS (US) - Out
FILE HOME SEMD / RECEIVE FOLDER VIEW DEVELOPER McAfee E-mail Scan Conferencing ADO
= [T )
G & 0 F] [Fomme O limoen m
= [o=]
: L-] Add Columns -
Change View  Reset | Message Elgtart Date Lacatmn Folder Reading To-Do People
View > Settings View | Preview = Expand/Collapse Pane~ Pane~ Bar~ Pane~
Current View Arrangement Layout People Pane
£
Search Calendar
4 My Calendars
[|m |suBlECT LOCATION START EM
Calendar FE  OCs Requirements to John Howell office Fri 8/15/2014 1:00 PM Fri
Calendar E Follow up on USAASC Acquisition Workforce DLs Fri 12/19/2014 9:30 AM Fri
Calendar iz 2a0)) A1 We
Calendar E Show Columns - 1 Fri
izt AM M
Elaiat E Maximum number of lines in compact mode: | 2 |z| B M
Calendar ¢
Select available columns from: (
Calendar E AM | We
i All Mail fields (] DAM  We
Calendar
E Available columns: Show these columns in this orden Al Me
] Remote Status Add > Icon B AM M
4 Shared Cale... = Retrieval Time Attachment L Me
R55 Feed . ~ Subject
Howell, Jo... B send Fraom il EENIENE Lacation I AM - Thi
Schless. St iz sensitivity Start 20 AN M
Greenlee, ... % Signed By New Column.- | | pecurrence Pattemn AM M
iSize Categories AM O We
USARMY ... EI Size on Server Fri
lackson, 5. Start Date
icizH 0AM  We
Greenlee, ... EI )
Fri
Tracking Status
USARMY ... E CI Waoting Response ¥ A i
Grimmer, ... E Properties Maove Up Maove Down D PM Me
Williams, ... E| Pr M
Hraaeard T 5] 4
Mail Calendar

d) Select "All Mail Fields" from the "Select available columns from" drop-down menu. A list
of columns that you can add to the Outlook window appears.

e) Click "Size" in the "Available columns" box, then click "Add." The "Size" column is added
to the "Show these columns in this order" box.

f) Click "OK". The "Size" column will appear in the Outlook Calendar window.

g) Click the "Size" column to sort by the size of the items. The largest items are moved to
the top of the list. You might have to click “Size” more than once to make it sort correctly. You
may have odd sorting caused by groups of recurrence, which means all the largest items won’t
be at the top, but rather at the top of their group.

h) Once the calendar appointments are sorted by size, you can open the largest

appointments and review the attachments. Save the attachments, if desired, by right-clicking

the attachment and choosing “Save As” and then selecting the location to save the file and
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clicking “Save”. Whether you save the attachment or not, delete the attachments from the
appointment and click “Save and Close”.

4.2.2.2 Empty Sent Items, Junk E-Mail, and Deleted Items folders.

a) The first step in this process is to open the Sent Items folder in the left hand panel of
Outlook as depicted below.

0 e :
HOME SEMD / RECEIVE FOLDER WIEW DEVELOPER
5 " T
— "_":l x Reply Hold ¥ >
&0 Reply All - [
Mew  Mew Delete ) El7 Email — Move Tags |
Email Items~ &7 Forward sem Emal - -
MNew Delete Respond Quick Steps P
£
4 Favaorites Search 5ent Items [Ctri+E) L2 |-
Unread Mail All - Unread *  Newest
Sent [tems [2370] 4 Today
Deleted Iterms [901] Norris, James.. 2
RE: Maonthly 9:11 AM
L I OK I don't want t
4 |isa,.barnett.ctr@mail.mil o
I Inbox [2427 Barnett, Lisa ...
All Present 8:15 AM
Drafts [2] EBoyd - Here Lisa -
) Sent ltems [2376] o
Deleted Items [901] Zhao, Steven... A
. . RE: ITE Support 7:37 AM
Conversation History Steve - Do vou
Folder to Move °
JunkE—MaiI [3'5] NDFHS. Jal'r'IES [a]
RF: Maonthlv 7:35 AM

Figure 27: Open Sent Iltems
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b) This will populate the center panel with emails contained in this folder. To delete all
these items, select the top email (click once), hold the <Shift> key, then scroll down to the
bottom of the window and click on the bottom email. This should highlight the entire grouping of
emails as shown below.

=H

o

£ s
HOME SEMD / RECEIVE FOLDER VIEW DEVELOPER
l:l |T| = x Reply Hold 3 > Search People
“'j - Reply All - M T [EE Address Book
MNew  Mew Delete . . — ove ags
Email Fems~ | 48" € Forward B~ |5 Team Email T Y Fitter Email -
MNew Delete Respond Quick Steps P Find
4 Favorites Search Sent Items (Ctrl=E) L |- 2 Reply €2 Re
Unread Mail All Unread v Mewest + [
Sent [tems [2376] Taylon Cliffo... 1 2
Deleted Iterns [901] FW: Aberdeen Pr... 2/18/2015
Lisa Barnett ITIL
4 lisa,j barnett.ctr@mail.mil Zhao, Steven.. b G2 To [ITaylor, Clifi
FW: Vitria Techn... 2/18/2015 Y
I Inbox [2427] When: Thursday, Signed By  lisa.j.k
Drafts [2] .
R ——r Hickey, Dou... R 0”_1'5 message
ent ltems [2376] HESS infa 2/18/2015 with High img
Deleted Items [901] Mr. Hickey - I was
Conversation History : o
y Davis, Rhesa ... R
Flizrimise RE: Aberdeen Pr..  2/18/2015
Junk E-Mail [36] Hey Mark - We are Lisa Barnett
Dutbox )
Davis, Rhesa ... R ITILVS.U_
I RSS Feeds RE: Aberdesn Br... 2/18/2015 Foundation, C
Tech Support Yes we are Security +
Team NCI
I» Search Folders .
Taouil, Hasn... R UsS Army
ol SRE: Eg[gs [UNCtLA... 2/18/2015 NETCOM/GS
d orrv I was «
Personal Folders arry I was ou 2133 Cushing.
I Deleted Items Stevens, Ant... 1 2 Suite 2512
Mail Calendar People Tasks -:-

£ REMINDERS: 18 OMLIMNE WITH: MICROSOFT EXCHANGE

|

376
Figure 28: Select Entire Group for Deletion

c) Delete this group by pressing the <Delete> key. If you only want to delete some of
the items, then simply select the ones to eliminate and delete those.

d) Repeat this same process for the Junk E-Mail folder.

e) Lastly, repeat this process for the Deleted Items folder. NOTE: Emails deleted from
the Sent Items and Junk E-mail folders will be placed in the Deleted Items folder thus it is import
to clean out the Deleted Items folder last.

f) With these folders cleaned up the user can check the updated size of the mailbox by
simply clicking on “Tools”, “Mailbox Cleanup...” and “View Mailbox Size...”.
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4.2.2.3 Sortyour Inbox by size, and clean up the largest items

a) If the Size column is available in your Outlook Inbox, sort the Inbox by clicking the
Size column header. The direction of the little triangle indicates largest to smallest or smallest-
to-largest. See Figure 24 below.

All Unread | Search Current Mailbox (Cirl+E) L | Current Mailbox -
Ve Do [FrRoM SUBJECT RECEIVED SIZE CATE... | % -
4 Sjze: Huge (10 - 25 ME)

2 [IJJ Williams, Eric K SR CTR USAR... DISA Quarterly Meeting Board ... Mon 5/4/201... 20 MB
Attached are the pictures from the board in the conference room with the due outs.  wr

2 [IJJ Howell, John P CIV USARMY P... FW: IFT 4 Information so Far - Pl... Tue 4/28/201... 18 MEBE
Here is the first of several pushes from IPT 4, Haven't had a chance to review these yet.

[lﬂ Peter C Barclay Raphine house Mon 5/4/201... 15 ME

@J donotreply@mail.mil List_of_Accounts.rdl was execut... Mon 5/25/20.. 15 MB
The report is accessible at the following address

@J donotreply@mail.mil List_of_Accounts.rdl was execut... Mon 5/18/20.. 15 MB
The report is accessible at the following address

@J donotreply@mail. mil List_of_Accounts.rdl was execu... Mon 6/1/201... 15 MB
The report is accessible at the following address

@J donotreply@mail. mil List_of_Accounts.rdl was execut... Mon 5/18/20.., 15 ME
The report is accessible at the following address

Figure 29: Sort Inbox by size

b) Once the email is sorted by size, you can delete any email you no longer need.

c) For email you want to keep, open the email and review the attachments. Save the
attachments, if desired, by right-clicking the attachment and choosing “Save As” and then
selecting the location to save the file and clicking “Save”.

I [ e — - = e
rE:‘i Reply All ’1_{:1- - |[|E3 To Manager - _,fﬂﬂ H. Categorize =
._i__ . Delete =7 Ernail — Move
= £ Forward [ - gam Emal T - P~ | |® Follow Up~
Delete Respond Cuick Steps ] Move Tags ]

Mon 5/4/201512:21 PM

Williams, Eric K SR CTR USARMY PEO EIS (US)
DISA Quarterly Meeting Board Pics

Message e 20150430 _151154.jpg e 20150430 = [ =] |
— — Preview
Open
Attached are the pictures from the board inthe cor & Quick Print
outs. l F‘q Save As
vir _LUJE Save All Attachments...

> Remove Attachment
Eric K. Williams Sr. B
Contractor, SAMS B Copy

PD Enterprise Services Sy Select All
10115 Beach Road

Figure 30: Save Attachment using “Save As”
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d) Whether you save the attachment or not, remove attachments from the message
using “Remove Attachment” (in either the attachment toolbar or by right-clicking on the
attachment).

FILE MESSAGE DEVELOPER McAfee E-mail Scan ADOBE PDF ATTACHMENTS

= P = x ENEE=! %

= = B =N By | &
Open Quick Save Save All Remove Select Copy Show

Print  As  Attachmentd Attachment All Message

Actions Selection Message ~

File name: 20150430_151330.jpg

Image dimensions: 4128 x 3096

Message =.|20150430_151154.jpg = 20150430_151311,jpg "5 INIEAAAN IRIAAN i
Preview

Open

Quick Print

g Save As

Save All Attachments...
==

Remove Attachment ]

Copy

£y Select All

Figure 31: Sort Inbox by size

e) Once attachments are removed, click the “X” in the top right corner of message to
close. Click “Yes” to save the changes.

f) If you don't want to keep the email but need the attachments, open the email and
save the attachments. Right-click the attachment and save, then delete the message.

g) Once attachments are saved and unnecessary email deleted, remember to go back
and empty the Deleted Items folder (because email deleted from the Inbox is now in your
Deleted Items folder).

4.2.3 Create an Outlook .pst file

If after the Calendar, Sent Items, Junk E-Mail, and Deleted Items folders have been cleaned
out, and the mailbox is still over the size limit, then the user can leverage the use of .pst files
(personal folders) to store an unlimited amount of email locally.

IMPORTANT NOTE: Each Outlook user is allowed to keep and store an unlimited amount of
email, however it cannot all be stored in your mailbox. Each user must make an assessment of
which email must be “globally accessible” and which email only needs to be “locally accessible”
from the primary work location (i.e. the office). Just like you can have an unlimited amount of
clothing stored in closets at home, but only take a specific amount and type when travelling, you
can have an unlimited amount of email stored and accessible from your office but must
determine which email must be accessible via webmail or a mobile device so you can access it
any time from any where. To clarify this concept, your mailbox is your suitcase and your
personal folders (.pst files) are your home closets (and can be located on local drives or shared
drives).
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According to email usage statistics, most people very rarely access anything over 6 months old.
The best business practice is to move email older than 6 months into a personal folder. This
does three important functions:

o |t keeps the user’s most important email globally accessible, while still retaining all email
and making it all available when in the primary work place.

¢ It keeps the Outlook mailbox trimmed and manageable, resulting in fast and responsive
performance for the user.

e It provides an easy option for a user to retain/save all email the user wants to keep for
an indefinite period of time.

To continue with this process follow the steps as described below:

If after the Sent Items, Junk E-Mail, and Deleted Items folders have been cleaned out, and the
mailbox size is still over the prescribed 4 GB limit the user can leverage the use of.pst files to
store emails locally. To continue with this process follow the steps as described below:

a) In Outlook 2013, click “File”

ﬂa _r'D: S Inbio:x - lisa,

- FILE HORE SEMD / RECEWE FOLDER WIEWY
2 X |
L

Mews  Mew . Delete =

Email Iterms~ %&7

ey Delete Respond

Search Current Mailbox
4 |isa,j.barnett.ctr@mail. mil

Al Unread
I Inbox [2427] ;
& Drafts [2] > UGk
oo Sent Trerns [2375] 4 Yesterday
[&] Deleted Ferns [901] MacAlister, Lori ,
i[5 Calendar [72] RE: OPTLite
=] Contacts Iweasn't sure if Russe
Corwersation History I Attie Lewis

Figure 32: Select File
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b) Click on “Account Settings” box and then “Account Settings” again

Account Information

c/'] lisa.barnett.ctr@rmail,mil
[ ticrosoft Exchange

o Add Account

F‘ Account and Social Network Settir
st

rint ) .
P Change settings for this account or set up more
Account connections,
Settings - Access this account on the web,
il e

@ | Account Settings...
e .* Add and rermove accounts or prks.
R change existing connection settings.
Euit .." Social Network Accounts i
— ) Caonfigure Office to connect to (OUt of Oﬁ:lce)

N S

Figure 33: Account Settings

c) In the Account Settings window click on “Data Files”

Account Settings

E-mail Accounts
You can add ar remove an account, You can select an account and change its settings.

Wmanil) | Data Files | SharePaint Lists | &ddress Books |

.‘:il Mews., #¢ Repait., SR Change., 0 Setas Default 3K Remove & &

Mame Type
@ lisa.j.barnett, ctri@ mail. il Microsoft Exchange [send fram this accou

Figure 34: Data Files
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d) Click on “Add” to add a new data file.

i

Account Settings

Drata Files
Outlook Data Files

Data Files Higarepnint Lists | Address Books |

Ly Add.. 5 Settings., @ SetasDefault X Remove [ Open

Marme Location

@Iisa.j.harnett.ctr@ma... Calzersslbarnett2ppDatatlacalbMicrosoft

Figure 35: Add Data File
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e) Inthe Create or Open Outlook Data File window, select a folder that will hold the new
.pst file, type a name for the file, and then click OK.

NOTE: Not every command allows users to have personal folders (.pst files) on network
drives, so check with your organization. The advantage of a personal folder on a network
drive is that those files get backed up (and can be restored). The disadvantage of network .pst
files is that they can become corrupted. Microsoft doesn’t support them. Experience shows
that network .pst files typically become corrupted when they get over 2GB. If you choose
to use network .pst files, you must pay attention to the file size (and add more .pst files as
necessary).

EZI Create or Open Outlook Data File
J—

m | . v Libraries » Documents » My Docurments » Outlook Files

Organize = Mew folder

B Microsoft Outlook ;  Documents library

Outlook Files
X Favorites Marme Date modified
Bl Desktop
& Downloads 85| ANSI farmat pst - Copy 1/8/2015 1:41 P
| Recent Places 1 85 AN format pst 1/12/2015 1044 &,
) o5 iy Mew Outlook Data File 12/31/2014 252 F
L .

) Libraries 8E| My Dutlook Data File(1) 42842015 225 Pl
E T B test 2/25/2015 1:28 Ph
.J“- husic
= Pictures
E Wideos

1M Computer 8

File name: Outlook Data File(2) R |

Save as type: IOutIook Data File

[] Add Optional
Password

= Hide Faolders

Figure 36: Name the Data File
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f) Once the data file is created, it will appear in the Outlook list of folders.

— eI

| =Ru

Mewe  Mews Delete | Reply Reply Foreard . —

. EJ Tearn Ermnail v
Ernail Iterms~ S Al £am Emal Or
[en Crelete Respond Quick Steps ] 5]
Search My Cutlook Data File (Ctri+E]  JO | CurrentF

4 |isajbarnett.cr@mail.mil

Al Unread By Date ™ Mewe

[ Inbaox [24209]
17 Drafts [2]
=7 Sent Tterns [2377]
'E' Deleted terns [201]
1> [TE] Calendar [72]
[25] Contacts
Conversation History
Folder to kowe
%@ Journal
[ Junk E-Mail [36]
Motes
=] Quthox
3 R33 Feeds
10 Synclssuesl 2
%Tasks

Tech Support
IO Search Folders

I My Qutlook Data File

I USARMY Ft Huachuca NETCOM...

‘We didn't find anything to show here

Figure 37: New Personal Folder in Outlook List of Folders

g) Once the new personal folder (.pst file) is created, you can move the email. The
best practice is to move all email older than 6 months.

h) Select the email to move (individually or as a group of multiple emails), then right-
click and select "Move”and then select the desired folder.

All Un
HES s
[+]

o]

30 30 30 30

30

lendar

NG peter.c.barclay.ct

read | Search Current Mailbox (Ctri=E)

FROM

Trifiletti tobem oM mrnican
,

CLASSIFI Open

SUBJECT

e
é?‘
=

Copy
Quick Print

‘Wargny,
CLASSIFI

Mcconne

Forward
CLASSIFI

Mark as Read

O

Ross, Day

Sure, Pi &% Mark as Unread

Addy, Ril gmi Categorize

Thanks, 1 Follow Up

Ross, Day
5he has

Quick Steps
Rules
Maove
Ignore

Good mg .
7%= Clean Up Conversation

BN ron
Delete

Peo % Conyert to Adobe PDF
E‘.—l Append to Adobe PDF

p

RECEIVED

RE.IMEAANANITES0Z6 - to create M., Wed 4/1/2015 10:...

n DEE Mailbox Class ... Wed 4/1/2015 9:4...

AL USE ONLY Does anyone have a

& and non use report... Wed 4,/1/20159:3...

«s like they got the error fixed with the

er's NPE Ownership
Dawn Dawn Ross Contractor, Grimmer

er's NPE Ownership
) check on which NPEs a user owns in

er's NPE Ownership
o you will need to open a ticket with

Wed 4/1/2015 9:3...

Wed 4/1/2015 9:2...

Wed 4/1/2015 9:1...

Current Mailbox -

5 C. %
4

ar'c MPF Mwrnarchin

2014 - 2014

Wiad 41 /2015 QN

DEE Reports - DEE Reports
MPE Counts - DEE Reports

¥ Other Folder...

M Copyto Folder...
%

Figure 38: Move to Folder
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i) If you have email stored in various folders, you can move an entire folder into the
new .pst. This can be done by right-clicking on it and selecting “Move Folder”.

4Inbox 864 Amy KILTIGERN @ peoplepc.com ... Re: [GMW
AKC 153 Kiltigern and Ace home safe on Saturday
Drafts [31] Patricia Shanahan pats@acm.or... [GW_Ec
Sent Iterms Tomi, Gabriel, Tucker and their horses are
Deleted Items 2 Leolastre @prodigy.net [GW_Eq... [GW_Ec
Gulf War 60 | Rachael Keish rachael.keish@g... Re: [GW
Junk E-P |_—EI Open in New Window [Attachment(s) <> from Rachael Keish in
O0Fs 3 Mew Folder... Leopoldo Lastre Leolastre@pra.., Re: [GW
I've had clients who've said something al
Outbox
Rename Folder
z-REPLY Doe ni Floinn doenifloinni@gm... RE: [GW
Copy Folder Jah!
Sent-200 e
Sent-20° Move Folder _ Doe ni Floinn doenifloinn@gm... [GW_Eq
b Search E 2% Delete Folder N —
:;'“ Recover Deleted ltems... D Wise' wiselaw@comcast.net ... RE: [G\W

K inet naadad ta bnmar if T neadad tn otn

Figure 39: Moving an entire Folder

i) Once you select “Move Folder” a window will open to identify the destination of the
folder. Select the location and click OK.

- ™y
Mowe Folder ‘ M
Move the selected folder to the folder:
Sent-2013 - QK
Sent-2014 \
5 st
| 2014
Command Account Reports
DEE Actions
DEE Reports

USARMY Ft Belvoir PEO EIS Mailbox &
USARMY Ft Belvoir PEC EIS Mailbox C
USARMY Ft Belvoir PEO EIS Mailbox F| _
USARMY Ft Belvair PEO EIS Mailbox F|
USARMY Ft Huachuca METCOM Mailk
USARMY Pentagon HQDA CI0 G6 M _

EEEE EE E EA e

b

Figure 40: Selecting destination for entire folder

33



4.3How to Reduce the Mailbox Size in Outlook Web Application (OWA)

IMPORTANT NOTE: OWA does not provide the same functionality as Outlook. The limited
functionality does not allow the removal of attachments from messages or calendar items. You
can save attachments and then delete the entire message or calendar item. There is no option
to remove the attachment and save the message/item.

If possible, email cleanup should be done through Outlook. Outlook Web App has few features
that support saving or filing messages/calendar items. The best practice is to delete
unneeded messages as soon as possible and practice ongoing maintenance.

ADDITIONAL NOTE: For those users who have mail in the CommVault archive, the mailbox
size that is being used for the size limit implementation does not count anything in CommVault.

4.3.1 Identify Current Size of Mailbox in OWA
The first step in reducing the mailbox size is to identify the current size.

a) In OWA, hover the mouse cursor over your display name in the upper-left corner. This
will display the amount of space used, and the total mailbox size.

Outlook Web App
Ja Sent Items

4 Favorites Mew - Del
5 Inbox (864
= Sent tems

(%21

N T iyt

eagit

- - e e e e e e HE: Meetir

— . Barclay, Peter C CTR USARMY PEO EIS (L
> L_.] Inbaoac (864 | — - '"ans, H
LA Drafts [31 430 MB of mailbox space -5 draft

(= Sentkems used. At 512 ME you won't be

able to send mail. ickols, F

@ Deleted Items| _ ot Remot
@ Junk E-Mail # Rogers, b
| Motes RE: Weeld

Figure 41: Mailbox Size in OWA

b) Notice in the above image that not only is the size of the mailbox displayed but also the
limitation of the mailbox. In this case, the limit is 512MB as this user is a basic class
user. If the user is a business class user the size limit is 4GB.

4.3.2 Easy Mailbox Cleanup Tasks in OWA

If the size of the mailbox exceeds the mailbox limit, the user must proceed with clean up tasks.
Prior to creating any local storage files and moving oldest (rarely/never accessed) mail into
those files, the user can perform some easy “house cleaning” by doing the following tasks:
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¢ Remove items from your calendar

e Empty the Sent Items, Junk E-Mail, and Deleted Items folders.
e Sort your Inbox by size, and clean up the largest items

These steps will be covered in detail below. These activities in-and-of themselves may provide a
significant change in folder size, especially if they contain large attachments.

4321

Remove items from your Calendar.

In your calendar, select the item you no longer need, and click “Delete” (or press the

<Delete> key).

hcrgactt
Outlook Web App
Calendar >
May 2015 New || Delete | Go to Today
S P i
26 27 28 29 30 1 1 1NUa 2 L
3 456 7 8 9 o
o
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30 07
11 2[4 56 | |
4 My Calendars 08

:@ Calendar
O 24 storage

4 People alenda

People's Calendars am—‘

Figure 42: Delete a Calendar item in OWA

4322

Empty Sent Items, Junk E-Mail, and Deleted Items folders.

If these folders do not contain information of any consequence, then all the contents (of these

folders) can be deleted. .

=

a) The first step is to click “Sent ]
ltems” in the left hand panel of === [
OWA. @

b) If you only want to delete some of .-
the items, then simply select the -
ones to eliminate and delete those -
using the <Delete> key. j

c) To delete all the items in “Sent L
ltems”, right-click on the “Sent La
Items folder and in the drop down -
window Click on “Empty Folder”. . 'L‘;

Inbox (864
Drafts [31

Sent Items

G
Deleted Ite “

2013 (1302
2014 (1735

All Arrny DL LEY
COMSPOTs
GM Meeting
Gulf War (&l
Junk E-Mail
Motes
OO0Fs (34
Search Folde &=

L

/| Santiago Dor
RE: VIP MG LY

¥ anderson, Ph
Open Accepted: FW:
OF'ErI in Mew Window E Wang, Gar}' (

Accepted: Mai

E Wang, Gary (
Accepted: Mai

Copy Folder...

]

i USARMY Ft +
RE: VIP MG LYt

Remove from Favaorites | Ostrander, Tt

Create Mew Folder... RE SIPRDEPO

Mark all as Read i Barclay, Debt

Flome el e

Figure 43: Empty Sent Items



d) Click “Yes” when asked to verify deletion.

¢ Empty Folder

»  Areyou sure you want to move all items in this
< folder to the Deleted Items folder?

| Yes No

Figure 44: Verify Deletion

e) Repeat this same process for the Junk E-Mail folder.

f) Lastly, repeat this process for the Deleted Items folder. NOTE: Emails deleted from the
Sent Items and Junk E-mail folders will be placed in the Deleted Items folder thus it is
import to clean out the Deleted Items folder last.

g) With these folders cleaned up the user can check the updated size of the mailbox by
simply clicking on "Tools", "Mailbox Cleanup..." and "View Mailbox Size...".

4.3.2.3 Sort your Inbox by size, and clean up the largest items

If after the Sent Items, Junk E-Mail and Deleted Items folders have been cleaned out, and the
mailbox size is still over the limit, the user will need to continue with cleanup tasks. The next
step is to save attachments that may be needed later and then delete the message.

a) Before we start saving attachments (and then deleting the email), it is usually best to sort
by size and work on the largest messages first. At the top of the Inbox, select “Arrange
by” and then choose “Size”. You may also sort by another parameter, i.e. From or

Attachments.
Outlook'Web App
Ja Inbox
4 Favorites Mew ~ Delete - Move~ Filter - View- & Reply Reply All
L_:j [Snbo;( 862 Search Entire Mailbox P v
U=y SentItems
- Arrange by Daj " . -
B . - - v Date
4 Barclay, Peter C CTR USARMY PEO EIS (US) B3 Zapanta, Edgar C CIV USARMY HRC (US) from
+ ] Inbox (862 RE: Question
] To
1 Drafts [31 B3 Adkins, Sherrill R CIV DISA SE (US) Sze dum—
& Sentltems RE: DISA Bi-Weekly Synch Meeting Iz€
(&l Deleted Items (2 . i Subject
~& Mcerary, Calvin D CTR USARMY NETCOM (U )
2013 (1302 Army Main Non-Person Entity (NPE) Scheduled fq Type
7 Attachments
2014 (1735 #3 Adkins, Sherrill R CIV DISA SE (US)
All Army DL Importance

COMSPOTs (747

GM Meeting responses
Gulf War (60

L@ Junk E-Mail

vooeoed

RE: Question

~& Magistro, Maria C CTR DISA SE (US)
RE: Weekly Sub-Org updates (cycle ending 22 May

Flag Due Date
Flag Start Date

#3 USARMY Ft Huachuca 2RCC-WH Mailbox Me L] Conversation
FF Client - DFPCE BT COMMFCT DATA RFPORT FRROR - TNCOOOO03GEA524 11

Figure 45: Sort by Size
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b) Once the email is sorted by size,

Outlook Web App
Mail > Inbox 3467 Items

4 Favorites
(3] Inbox (859
E Sent Items

4 Barclay, Peter C CTR USARMY PEO EIS (US)

i [ Inbox (859)

07 Drafts[31]
Sent tems
Deleted Items (2

2013 (1302

2014 (1735

All Army DL
COMSPOTs (747

GM Meeting responses
Gulf War (60

Junk E-Mail

QU UUUE 2@

you can delete any email you no longer need.

[a’}

Mew - Delete -~ Move -  Filter - View~ & Reply

P oy

Arznge by Size = Largest on top —

Reply

Search Entire Mailbox

= donotreply@mail.mil

List_of_Accounts.rdl was executed

‘—“e'-f B

=1 donatreply@mail.mil
List_of Accounts.rdl was executed

=1 donotreply@mail.mil
List_of_Accounts.rdl was executed

=1 donatreply@mail.mil
List_of_Accounts.rdl was executed

=1 donaotreply@mail. mil

List_of_Accounts.rdl was executed

Figure 46: Mail Sorted by Size, Largest on Top

c) If there are attachments you need to keep, you can save the attachment and then delete

the emaiil.

d) To save an attachment locally from within OWA, simply open the email, right-click the
attachment, and choose “Save target as”.

B i e o
Reply Replyal Forward ¥ - BR- & @ B X B- +« +
List of Accounts.rdl was executed
donotreply@mail.mil
To: Barclay, Peter Y PEQ EIS [US)
Attachments: 7 i
Open
Open in new window
The report is accessible at the follo Save target as...
https//depo.csd disa mil/cust/africd Print target o.csd
2fafricom%02fReports%e2flist of 4 cut US
Copy
Copy shortcut
Paste

Figure 47: Save an Attachment

e) Select the location to save the file and click “Save”.
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f) Once you have saved the attachment, select the “X” (Delete) from the toolbar.

p =
:g- List_of_Accounts.rd| was executed - Windows Internet Explorer

=

s — -

Reply

To:

Attachments:

Reply All

o

Forward

donotreply@mail.mil

¥ -

[} -
=

5

The report is accessible at the following address:
httns//deno csd disa millenst/africom/ vt hinRenortServer Thitna2a3a% 2% 2f

@

Figure 48: Delete the email

i,
L

List of Accounts.rdl was executed

X|E- o

| Delete i

4.3.3 Options for “saving” (and removing) email from OWA

The limited functionality of OWA does not allow saving email into personal folders (.pst files).

The only way to save email from OWA is to remove the email from the OWA mailbox by either
forwarding to a personal account, saving as a document (Microsoft Word, WordPad, Notepad,
OneNote, WordPerfect, etc.) or Adobe PDF (.pdf file). The methods provided below store the

content of the email before deleting the message.

4.3.3.1 Forwarding individual email in OWA

One method of “saving” an email from your DEE account is to forward it to a personal account,
and then delete it from DEE. WARNING - Forwarding to a personal account is only authorized

for personal email, not for Official Use Only email.

a) To forward an individual email in OWA, click the blue “Forward” arrow.
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New: Deeter Mowe: Fiter- Vew- @ | RE: Catching up (UNCLASSIFIED)

mott x| - ¥
Amange by Date = Newest on Tap
11 E3 Mott, Kevin Michael CIV USA... . .
RE: Catching up 5/14/2015 Mott, Kevin Michael .. & 4@l & |
é& Mott, Kevin Michael CIv USA.. To: Barclay, Peter C CTR USARMY PEO EIS (US),

A

RE: Catchingup  FBEm . i ————— .
o @ FW: Catching up (UNCLASSIFIED) - Windows Internet Explorer lﬂlﬂlﬂ

#3 Barclay, Peter C CTR USAR

RE: Catching up send G 0 @ & ¥ & [A4 8 @ - Options. (7]

To.. peter.barclay@yahoo.com _

#% Mott, Kevin Michael CTv U

RE: Catching up
Cc.
[ Barclay, Peter C CTR USARI
Review of Critical Issues in C4Ill  Subject: Fw: Catching up (UNCLASSIFIED) |
7 L.
41 Mott, Keym Michael CIV L: Tahoma vowv B T us== =i ==
RE: Catching up
B, A. 3
#3 Barclay, Peter C CTR USAR i
RE: Catching up Byl <]
|

3 Roberts, Steve James CV Ul From: Mott, Kevin Michael CIV USARMY NETCOM (US)

RE SEC 8021% Support POC Il gent: Tuesday, May 12, 2015 16:25
To: Barclay, Peter C CTR USARMY PEO EIS (US);

Cc:
4 schless, Stephen E (Steve) {| Subject: RE: Catching up (UNCLASSIFIED)

FW: Army BBv10 Discussions
Fly in Sunday - fly out Saturday AND I certainly look forward
] Treftz, Douglas M CIV USAI forward to it.

EE COMUS Sync (UNCLASSIFII

(=1 Rarclav_Petar C CTR 1ISAR

Figure 49: Forward Email in OWA

b) Once the Forwarding window has opened, enter the recipient's email address, and click
“Send”.

4.3.3.2 Saving email as a document

There are two options in OWA for saving email in other formats. The first is to copy and paste
the contents of the email into preferred document format and the second is to save as a .pdf file.

a) To save an email using the copy-n-paste method into a document:

1) Open the email.

2) Highlight the Subject, Sender, and Date information by placing the mouse in the
upper left corner of the email, click and drag the mouse to the lower right corner, to
the date of the email, then press <CTRL> + <C> (or right-click and select “Copy”) to
copy the highlighted area and place it on the clipboard. (NOTE: The section
containing body must be copied and pasted separately.).
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! ﬁ’Test email - Windows Internet Explorer !Em I

= https:,ifweb-satxﬂz‘mail.mi\,iUwa,l’?ae:ltem&a:Open&t:IPM.NUte&id:RgAAAAD]E7V?AwnxT5k49DEe4gHmeBd3prD\l‘6iTrzEnnZRGjr

Reply Reply Al Forward

est email

v-B-@m o8 & X i

Barnett. Lisa ] CTR [US)

Barnett, Lisa J CTR (US)

7]

1 Tuesday, May 12, 2015 Z11 PM|

| Details of the email going on
filkdsa fiklds:a

' fikdstafikds;a

I ifdslazjficsa

' Lisa Barnett
1 Tamm MOCT

Figure 50: Copy from OWA

3) Next open Microsoft Word, WordPad, Notepad, OneNote, WordPerfect, or any; other
document editor and paste the email header info by clicking in the document and

pressing <CTRL> + <V> (or right-click and select “Paste”).

oS

,

[ =R4
Paste

Cliph

ER TR

Home
¥ cut
[ copy

oard

View

Calibri

=4

g

~lu ~||A AT

B I U ae % x*|&-|A-

Font

(R B

2

Paragraph

B R

g

Insert

= ) fx @ l?:[

Picture Paint Dateand Insert
& drawing  time

object

S5

34 Find
3. Replace
i} Select all

Editing

D NI

Test email

Barnett, List ] CTR (US)
¥

To:

M (—

Barnett. Lisa J CTR (US)
Categories:

Tuesday. May 12. 2015 2:11 PM

@

m

100% (=)

Figure 51: Paste email in OWA

4) As shown above, everything you highlighted is copied but some of the extra HTML
details will be also be captured using this method. Those extra details (such as the

empty box and the row “M” shown above) can be deleted.

5)
then paste the data into the destination document.
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_E' Test email - Windows Internet Explorer

Reply ReplyAll Forward ¥ - BE- &y & &

Test email

Barnett, Lisa J CTR (US)

1 Te: Barnett, Lisa J CTR (US

[Details of the email gomg on

US Army NETCOM/GS
Enterprise Services Branch

Fort Huachuca, AZ 85613-5808
520-538-1295

x

CR I

El https:jfweb-satx0z2 mail,milowaltae=Iteme:a=0penat=IPM. Note Rid=RaAas ADJE 7Y 7 Annx TSk490Ee4gHMBWBd3pOpDYEI TrzENNZRaI

°

Tuesday, May 12, 2015 Z11 PM

A% v g

Figure 52: Copy Body of Email

—— L Lopy

Tuesday, May 12, 2015 2:11 PM

Ete B I U aex x| &£-A-|E
Clipboard Font paragraph
1 ---E‘--u“m-wu--‘z- S 3

Barnett, List ] CTR ('L'S.)

I . o

n

To:
M

| Barnett, Lisa ] CTR (US)
Categories:

Picture Paint Dateand Insert

i
(Detajls of the email going on

i fikdsafikldsa
fikdsafiklds:a
| fkdsla-filsa
Lisa Barnett
l Team NCI
US Army NETCOM/GS
|

\Emerpmse Services Branch

~

drawing  time
Insert
R

J

object

Sac Heplace

Editing

NI S

Figure 53: Paste Body of Message

6) After pasting the data, save the document to a desired location.

7) Once the document is saved, delete the message in OWA.
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b) To save an email as a PDF:

NOTE: This technique is dependent on the options you have on your computer.

will be able to “print” as an Adobe PDF, but many people do have the capability.

1) Open the email in OWA.

2) Click on the printer icon in the upper middle part of the window.

Not everyone

2 hitps:/fweb-satx02.mail.mil/?ae=lteméia=Opendit=IPM.Noteftid=RgAAAADJETY7 AwnxT5k490EedgHmBwEd3p...

B & X -

Reply Reply Al Forward W - BO- - 3

[SF
Test email I

Barnett, Lisa J CTR (US)

To: Barnett, Lisa J CTR (US)

I
Details of the email going on
filledsa-filkdds-a

Figure 54: Click on Print Icon

3) Within the print window move the slide bar all of the way to the left until the “Adobe

PDF” selection is visible and then select it.

g%g Print I 2% )

General | Options

Select Printer

% Add Printer # HUACPRNG3034011 on
= Adobe PDF NN %8 HUACPRNG3034011 on
&= Fax ik HUACPRNG3044011

1 m | _ b
Status: Ready [ Prirt to file

Location:

Fage Range
@ Al MNumber of copies: 1 =
Selection Curmrent Page
) Pages: 1 Collate
) ) ) 12l3 1213
Enter either a single page number or a single 1 1
page range. For example, 5-12
| Pint ||| Cancel || Apply

Figure 55: Select Adobe PDF printer
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4) Next click on Print button and then within the “Save PDF File As” window select a
location and name for the file.

(2 Save PDF File As - - -—— L e e gl ——— |._53 .|
-
OG _| i » working b - | 4 | | Search working P
Organize « MNew folder d= - @
-
st Favorites = MName Date modified Type Size i
Ml Deskiop .. Archive Stuff 4/24/201512:51 PM  File folder
& Downloads .. batch 1/12/201511:01 AM  File folder
£ 5l Recent Places L .. Belvoir M1 12/23/201410:42 ... Filefolder
i - Cliff stuff 4/17/201510:44 AM  File folder |
4 Libraries |\ Code mapping stuff — _11_‘-'25_.-'2014 850 AM  File folder r
| @ Documents . hold 11/17/2014 9:41 AM  File folder
l Js Music . ost stuff 11/4/2014 8:42 AM File folder
' |5 Pictures .. Ost testinf for boyd 3/11/20158:53 AM  File folder
' E Videos .. Picatinny R 12/2/2014 8:47 AM  File folder L4
I ﬁ ae=ltem&a=Opendit=IPM.pdf 4/16/20153:21 PM  Adobe Acrobat D... KB _
I 1% Computer ~ | |J= I G
I File name: My Email.pdf _ -
| Save astype: | PDF files (*PDF) -
|
|
|| = Hide Folders [ sawe ||| conce |

Figure 56: Save File as PDF

5) Click the “Save” button.

6) After saving, Adobe Acrobat will open the file for viewing.

 Email pof - Adobe Reader. = == © : R 3
File Edit View Window Help

EONH|@Q@@@D%‘ /ll‘-+|ﬁ‘®@|lz ToolngiII&SignECammem

Test email Page 1 of 1

Click on Sign to add text and place
signatures on a PDF file.

Test email

Barnett, Lisa J CTR (US)
Sent: Tuesday, May 12, 2015 2:11 PM
To: Bamett, Lisa ) CTR (US)

Details of the email going on
filkdsa:fiklds:a
fjkdsl:afjlkds:a
jikdslajfk:sa

Lisa Barnett

Team NCI

US Army NETCOM/GS5

Enterprise Services Branch
PP&A-ESB

Fort Huachuca, AZ 85613-5000
520-538-1295

Figure 57: PDF File Opened in Adobe Acrobat

7) Click the “X” in the top right corner of Adobe to close.
8) Once the PDF is saved, delete the message in OWA.
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