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This document will help explain how 
to search for your large mail, 
helping to clean up and keep you from getting the
 
daily 
“Your Mailbo
x Is Over Its Size Limit”
 warning emails.
This particular method of cleanup is only available to Outlook users
 
unfortunately
, and not through webmail.
 
T
he information on 
page 2, however, 
applies to everyone with 
a
 
district 
‘@gpcsd.ca’ email account.
For help with
 other or similar topics, try our website 
Help & Support
 section under the 
Educators
 
tab.
) (
Step
-
by
-
step instructions on 
the best way to 
clean out your mailbox by searching/filtering your email messages by size.
) (
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How the email works and why it sends you those messages:
(This is mainly technical information, you may skip to page 3 to see the step-by-step.)

It is a little known fact that everything you see in your outlook or webmail counts against your total mailbox (or mail store) size.

What this means: Every message and every attachment in every folder has a size that tallies up to make your total mailbox size. Every email and attachment you SEND gets copied into the SENT folder, and that 6 MB PowerPoint presentation you sent to that staff member two years ago is still counting against your mailbox size until you get rid of it.

Furthermore: When you delete things from your INBOX or your SENT ITEMS, they don’t really go away. They go to your DELETED ITEMS folder. You have to go to your deleted items and manually delete them (or empty the folder) to really get rid of them. Items in the DELETED ITEMS folder still count towards your total mailbox size.  (Note: The deleted items folder can be seen in Fig.3 later in this document.)

Conclusion: Clean out your items when you can, especially your SENT items and emails with attachments. THEN YOU MUST permanently delete these items by clearing or emptying the DELELETED ITEMS folder. 

The large mail help information, step-by-step and pictures follow:








 (
In your outlook, on the left hand side, there is a
 list of folders. Near the bottom, there will be a folder called “
Search Folders
”. If you have an archive folder, the Search Folders will be right above the archive.
Fig.1
shows the location of the
 “
Search Folders
” folder, circled in red
.
 
A
 nice peaches & cream colored cursor is
 located
 where you
 will need to
 click 
to expand 
the “
+
” symbol 
o
f the folder in order to see the subfolders
 in Fig.2
. 
)Fig.1
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Fig.2


 (
Once these subfolders are expanded, click on the one labeled “
Large Mail
”, as circled in Fig.2
This will
 display a list of large emails by size
 for you to review.
)
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Fig.3
 (
You are now in the ‘Large Mail’ search folder.
Titles of different categories listed display the size of the emails in that group. 
This person has two
 enormous emails, many huge emails, and even more large 
emails below. This person has been bad
.
These columns can show you more information about the email so that you can judge its importance.  
I’d imagine the thought process would go something like this: 
“This email is 
‘H
uge
’
 and is from October of last year and
 is in my personal folder, perhaps
 I 
shall
 throw that away.”
Always remember, after you delete anything from any folder, you must go to your DELETED ITEMS folder and permanently delete them.
- This is the best way to clean up an oversized mailbox. Deleting a few of these emails 
(
or saving the attachments to a shared drive instead of
 keeping them in your mail store)
 does as much cleanup as 
deleting 
hundreds and hundreds of regular emails that have no attachments.
)
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