Wilkes University
Mail Storage & Housekeeping for Students using Outlook 2003

The following instructions apply to those users who have setup Outlook 2003 on

their PCs.

Email systems are not designed for long term storage. The more mail (especially
with attachments) each of us keeps on the mail server the larger the email
database, this in turn results in longer backup and database maintenance run
times. To keep these maintenance activities within a manageable window
storage for each Wilkes student is set at 70 MB using a three-tier approach.

When you reach any of these three
thresholds the account is sent a warning
message. However you may not receive
a warning message if you fill your
mailbox up quickly. When the second
threshold is exceeded the account is
blocked from sending e-mail and once
the third threshold is exceeded the
account is blocked from both sending
and receiving mail.

Fwd: Your mailbox is over its size limit
Scott Byers [scott byers@willkes edu)

Salem, Michael
<postmasterlwilkesu.wilkes. edu>
To: "Byers, Scott™ <Scott.Byersfwilkes.edu>
Date: Fri, 13 Jan 2006 23:00:02 -0500
Subj: Your mailbox is over its size limit

Your mailbox has exceeded one or more size limits set by
your administrator.
Your mailbox size is 57740 EKEB.
Mailbox size limits:

F¥ou will receive a warning when your mailbox
reaches 50000 EE.

Tou cannot send mail when your mwailbox reaches
70000 EB.You may not be shle to send or receive new mail
until you reduce your mwailbox size.
To make more space availsble, delete any items that you
are no longer using or mwove them to your personal folder
file [.pst).
Items in =ll of wour mailbox folders including the
Deleted Items and Sent Items folders count against your
zize limit.
Fou must ewmpty the Deleted Items folder after deleting
items or the space will not be freed.
See client Help for more information.

Wilkes Exchange Storage Thresholds -

Warning message sent to user

Send Block — User cannot send e-mail

Receive Block — User cannot send or receive e-mail

40 MB

60 MB

70 MB
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How to check your Email Storage using Outlook 2003
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Good Housekeeping

Right click on your
main email server
mailbox to open your
“Outlook Today

Properties” dialog box

Click on the “Folder
Size...” button

The total size of you
mailbox may be
determined by taking
the “Total size
(including
subfolders):” value
and dividing it by
1024[in this case
18079/1020=17.6mb]
You can determine
the size of each
subfolder, this is
useful in determining
where housekeeping
IS most needed

The Email housekeeping process consists of moving mail from your server
mailbox to your “Local” or “Archive” filing cabinet. Mail stored in your “Local” or
“Archive” filing cabinet does not count against your storage quota since it resides
on your desktop system.

Takeout the Trash

A good starting place for your housekeeping is to empty
your “Deleted Items” folder on a regular basis.

¢ Right click on the “Deleted
Items” folder
e Select Empty “Deleted Items”
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Automated Housekeeping

Outlook has an AutoArchive feature that will automatically move your Email from
the Email server to your personal folders on your PC. You can enable this feature
by performing the following steps:

On the tool bar click on Tools

On the dropdown menu click on Options....

On the Options Preferences menu click on the “Other” tab

Click on the “AutoArchive...” button to open the AutoArchive menu

Set the “Default folder settings for archiving” to “Clean out items older
than” 2 Weeks

e Set the “*‘Move old items to” point at your personal folder that you created
when setting up Outlook
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A Place for Everything

The first step to good housekeeping is to create folders in your “Local” or
“Archive” filing cabinet. You can create new folders by:

Right-click on your on “Local” or “Archive” file cabinet icon (Figure 1)
A popup window will appear (Figure 2)
Select the New Folder... option from the menu
The Create New Folder window will open (Figure 3)
Type the name of your new folder in the “Name:” text box and click OK
Your new folder will appear (in alphabetical order) under the “Local” or
“Archive” file cabinet icon
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You could put everything into one folder but its better to create separate folders
for different message senders or topics.
Your “Inbox” and “Sent Items” folders on the mail server are the two locations
where most of you mail will accumulate.
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Inbox Cleanup

You should either move or delete messages from your mail server Inbox on a
regular basis. Moving messages from the mail server to your “Local” or “Archive”
filing cabinet is a simple drag and drop operation.

|£| Inbox - Microsoft Outlook g@
P Fle Edt Wew Go Tools Actions  Help Type a question for help
s idnen x| o 23 X | aReply g Reply to all o Forward | ;j_Send;’Regeive - | _‘B\QF\_nd [ | [E0 Type acontact tofind 2 | G66)
;; QﬂSearch - ﬂ_lndaxar [ Options _ﬂglp' a (] TO move the

(4] Qne Click Meeting ESchedulg Meeting YebEs ~ = hlg h | |g hted

| Mail [Inbox .- message from
Favorite Folders Arranged By Date | Newest on tap .\/‘ Fw: I_NIP.ORTANT' Adobe |1 g
— | acquisition of b the Inbox to the
i & Today Tim Lilly [TLillyE@journeyed cor
A”.:‘:” F‘nlders " — =1 Mattiali, Maria 2I39PM ‘ = To:  Tim Alexander; Rosemary Herbert fOId er AC U P
= €51 Salem, Mi i REC) e Ron Hevener; Michael Fischler;
(5 Deleted Items [132] | a WE:ICT S Janet Drumm L] Drag the
tﬂ ;’E;t: ‘ Q2006 WebCT Certied Trsner Program: Reg. ; =5 g h|g hli g hted
L Junk E-mail [15] =1 Tim Lily e LEL2E “ urchase and/or |
Lﬂ Cutba - P! TPQRTF\NT: Adobe acquisition of Macra, ., I wo Adobaiand m essage Over to
[ Quarantine 1= Tim Lilly 12: Macromedia software
[ Sent Ttems RE: ACIUP confirmation R the ACUP folder
@ [ search Folders 4 Susan Hi 11:22 &M Re: Adobe acquisition H
2g ‘_-OCEI MZ'I . relocicy FarsWakcheriSm) Alert of Macromedia an d d rOp-lt
|l Academic ‘ .
== % =4 Susan Hines 1S3 AM H
= AcadeW Hello folks, e Notice that the
3 AcUp ]| = .
R L | 24 Fendrack, Pamels 932 AM o g
, Shart article about introducing new systemsy,.. fou el \his AC U P fOId er IS
- Mail S email because you have
= =1 Customer SupportfHelp Desk 22T AM o inguired about Adobe un der th e
E Calendar % Support Case LO02EE5S Alert *** and/or Macromedia « R
— =1 Customer SupportfHelp Desk 9:19 AM software products LOCaI fl | I n g
G| Contacts k¥ Sypport Case 10025659 Alert *4* previously ar that you .
- are an AICUP member Cab| net
ﬂ Tasks = vesterday college who buys
{4 Bawush, Christina Tue 2:01 FM Adobe andfor
__J Notes FW: LSI Live data bransfers MaE[‘UTE?ijﬂYyaT s
- (] 1 | [l
() El % | Monday [ae : :




Wilkes University
Mail Storage & Housekeeping for Students using Outlook 2003

Sent Items Cleanup

You will not have to create a “Sent Items” folder under the “Local” or “Archive”
filing cabinet as one has been created for you. To moving messages from your
“Sent Items” folder on the mail server to your “Sent Items” folder on your “Local”
or “Archive” filing cabinet is a drag and drop operation.

- A .
| .i—l Sent Rems - Microsoft Outlook [Z]@ﬁ .

! Fle Edit Yew Go Iook  Actions  Help Type a question for help [ ] C“Ck On yOUI’
Cyibew v | o M3 X | CaReply CdiReplyto All (-3 Forward | = Send/Receive - | BpFind (3 | [ Typeacontacttofind ¢ | (@) # 1] ”
EER X oo oo o) egformert | gynionsss, Spfind 29 () Tvee 3 L | Sent Items

=i : Og Search v ] Indexer |:] Options Help |
7 H One Click Mesting :ﬂSchedu\e Meeting WebEx = E fOIder On the
=T o mail server
Favarite Folders Arranged By: Date :Newest on kop |~ RE: Intern_ea Day
= < || Confirmation e Scroll down
[} Inbox (5) = Carter, Adam Thu 119 . . -
all Mail Folders RE: Aptil 7 Project Review [ Banner Meeting ' Salemn, Michael and Cllck On
= - T ::ﬂ wieeks, Tom; Naovickl, Karen; Hines, Susan; k... . ks = 2 | .
= @ Salem, Hie : Updated: Directory-Email-File Hosting Project .., i : 1| the fl rSt
3] Deleted Items [21] | | —— Thu 119 To:  ‘wisdocl@Scranton, edu’ )
(7 Drafts = || = Movicki, Karen u - 1% z
() Inbox (5) | RE: 10027327 ) B message you
& Junk E-mail [15] =4 'Susan Bowen' Thu 119 .
[ 5 Outhiax RE: DR Recavery Procedures One of the Wilkes Want to move
1 Quarankine =1 Carter, Adam Thu 119 . faculty that we signed
L3 Sent Ttems pm]ecé Status o " up will not be able to - L SCfO” down to
3 L Search Folders P : 2 attend. I see you
¢ (= ‘wisdecl@scranton, edy wed 1718 - the IaSt
o r:'fztil M:" . RE: Inkernet2 Day Confirmation GRIDEE 0N .
[ cademic 5 % ey
[ Academic - H Drives =4 Ben P'”Ii':" wed 1118 e Mike Salem = message In
- [ Fu's Wilkes login issues |=
[ acup | “
Sz hd (= 'phoneycutt@sungardeollegis.com’ Wed 118 . L Nike Salem the Sent
T Mare documentation Wilkes University ”
1
‘:"‘1 a (23 Mowicki, Karen Wed 1118 Chief Information Items folder
‘ﬁ calendar Plzase post on status page : Officer .
i _‘_{'_j e N wed i i Eickesser Hall, Znd [ ] Hold the Shlft
_sé Contacts ] Accepted: Data Demonstration with Shannon .., l"f‘go;outh F L key and CIICk
= =4 Cardoni, Agnes wed 118 Street
ﬂ Tasks RE: Status Update of Winter Break Upgrades @ Vilkes—Barre, PA 18766 0 n the |ast
,...1 Notes =4 Cardoni, Agnes wed 115 Phone: 570-405-4440
— s RE: Status Update of winter Break Upgrades @ mike.salemBwilkes.edu message
[ (2] = (=1 Cardoni, Agnes wed 1/15 . [l
L L ot DE: Chabic lindak, E Lilink e By e L ucl. v (e
123 Items | D] online
I @ Sent Items - Microsoft Outlook E]@
i Fle Edt Wew Go Tools Actions Help Type a question for help =
I—' i diNew -] S (33 X | LRenly dRenly toal £33 Forward | i sendfReceive - | BpFind (43 | [@) Type s contact tofind x| @)
=|| : 0p search - AIndexer [+] Options Hep -

e This will highlighted all messages | T r———
between the first and last message iE

Favorite Folders Arranged By: Date: Newest an top || RE:Wilkes Wireless

you Selected [ Inbox (7) = 'justin.spott@uwilkes.edu' Thu 1/13 Salem. Michael

RE: Wikes Wireless

. . alvalFoders |[eeenEiWiRES RGeS
e Click and hold down the right mouse aromas o= T
urchasing
H H Read -1 Byers, Scott Thu 1/19 Justin,
bottom and drag the highlighted S
““ ” [ Seett =] Novicki, Karen; Bawuah, Christina Thu 1/19 The changes to the
messages Over to the Se nt Items (3 Security (1) RE: 10027414 - - status as [was approached network made over the E
11 ” 11 H n S 2:”; [t?"s B i S Thu 119 Zi:::z:‘tz:;gu:acmn
uden '
folder under the “Local” or “Archive s e
fl b t d d . t i TecnicalSerices | _| [ Lol Marta n e take your system to the
- Cam 1 B E Computer Clinic they
I Ing Ca Ine an rop I duf;,"'gfmes =4 Nowicki, Karen Thu /19 will he aple reconfigure
i i 1 [3 vendors RE: 10027327 it.
e All of the highlighted messages will be i et o
) Mail RE: New faculty lunchean Sorry that you had such
mov d 13 Carter, Adam Th 119 troubls getting an
o e E(ﬂkndm RE: April 7 Project Review  Banner Mesting AnSVEr.
=] Weshs, Tom; Hovick, Karen; Hines, Susan; K... Mike Salem
%-| Contacts Updated: Directory-Emaik-File Hosting Project ..
= 1 Nawicki, Karen Thu 1/19 Mike Salem
/] Tasks RE: 10027327 Wilkes University
=1 'Susan Bowen' Thu 119 Chief Information
-J flotes RE: DR Recovery Procedures Officer
4 [7] »|| i Carter, adam Thu 119 = Weckesser Hall, Znd v
Biack Sk i

123 Items 1G] online:



