Email Hygien e& Disk Space

Below are some guidelineson howto reducethe amount of space taken up by emails and documents.

Email folders can very quidkly become extremely large if not regularly cleaned up. This takes up space
unnecessarily on your server and can make searching and loocking through emails slower.

1. Checkgeneralsize related information in your email account

You can go to the“Tools” menu and select “Mailbox Cleanup”, here you can see your mailbox siz and
view largeand older emails. Emailswith attachmentsare particularly good at taking up lots of space.

Delete any emailsyou do not need to keep and empty the “Deleted Items” folder daily.

2. Do nat use attachments on internal emails

Ihstead send a linkto the document location or path.For example if the file is in “P:\C ompany Pdicies &
Procedures\” you can add this path to the email as fdlows:

Copy thepath you wish tosend fromthe top of the windows explorer where the file is loca ted.
Create a new email and clid in thebody of the emailwhere you write your message.

Click on the "Insert" menu at the top of the email and select "Hyperlink"

In the box thatappears clidk on "Type" and select "Other"

Paste thepath intothe “URL” window
Cick OK

3. Save & delete attachment from emails
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f the attachment does notneed tobe savedit can just be deleted .At the top of the email you will see
any attached file(s) next to"Attachments". Ify ou need to savethe attachment: right click on the file(s)
and choose "Saveas". An explorer window opens and lets you choose a place tosave the file. You can
then delete the attachment by opening theemail (double clik on it) then right clicking the attachment
and chocsing “remove” toremove the attachment. Close theemail and you will get a dialogue box

asking you to confirm y ou want to save the email without theattachment.



4, Use a clear folder strudure to avoid saving duplicate copies of documents

f a user goes to save an email attachment related to a certain category, they can easily see that
someoneelse hasalready saved the same attachment, and therefore do not need to save itagain.
Use the file structure rather than saving into“My Doauments” whenever appropriate.

5. Use 150dpi (monochrome or black and white) when scanning documents

Acompressed format such as PDF or JPG should be used (ideally PDF)and theresolution for standard
scanned documents (just to capturethe text) should be monochrome 150dpi. This is perfe ctly adequate

for reading on a saeen or printing at standard size. Colour scanned documentsat higher resolution can
take up very largeamounts of space.

6. To globally configure Outlook's AutoArchive feature

Archiving and compacting (see point 7) can be perforomed every few weeks. However, running them
more frequently than this should beavoided.

I Outlodk, select:Tools>Options>Other tab>AutoArchive button, and use thesettingsyou prefer.

For example: archive weekly, and save to the “archive.pst” filein the “Mail” folder within “My
Documents” Archive files @n then be removed/downloaded every fewmonthsand stored on CD/DVD.
Example autoarchive settings:
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You can also setindividualfolder's AutoArchive properties, right- clickon the folder, choose Properties,
dick the AutoArchive tab, and implement the settings you prefer. Remember that you'llhave to repeat
this process for each individual folder y ou want to archive, you will only have todo this once though.
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7. Compact the PST files

This can be run every few weeks, but running more frequently should be avoided.

Right-clidk the top level folders in Outlook'sfolder list(such as”“Mailbox” or “Archive Folders”) and select
Properties for thatfolder, Inthe window that appearsclick the Advanced button, then dick the
"CompactNow" button. Compacting may take sometime, depending on the size of thearchive PST, so
donotinterruptit When done, click OK

8 Older documents/files can be taken off the system

Download older/no longerneeded files to alocal PCand burnto CD/DVD.



