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EXECUTIVE SUMMARY
As part of the Department of Defense Enterprise Email (DEE) Service Level Agreement (SLA) between the Army and Defense Information Services Agency (DISA), all mailboxes must be reduced in size to no more than four (4) Gigabytes (GB) in size.  In order to meet this requirement, the end user’s email will need to be deleted or manually moved to a Personal Storage Table (PST) file.  Microsoft Outlook provides a built-in procedure that automatically archives data.  This document will provide the information on available methods used to reduce mailbox sizes to comply with the SLA.
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[bookmark: _Toc305742683]
[bookmark: _Toc408563467][bookmark: _Toc408563542]Purpose
This TTP document is an aid for locations dealing with mailbox sizes that exceed the recommended 4 GB limit established by the Army/DISA SLA.
[bookmark: _Toc305742684][bookmark: _Toc408563468][bookmark: _Toc408563543]References
None.
[bookmark: _Toc305742685][bookmark: _Toc408563469][bookmark: _Toc408563544]Scope
This document is designed to be used by end-users and lists available methods for reducing mailbox size as well as the steps required to perform the associated procedures.  
[bookmark: _Toc305742686][bookmark: _Toc408563470][bookmark: _Toc408563545]Procedures
[bookmark: _Toc408563471][bookmark: _Toc408563546]Mailbox Reduction Methods
The procedures contained within this document provide different methods for reducing end-user mailbox sizes to comply with the DEE mailbox limits.
[bookmark: _Toc408563472][bookmark: _Toc408563547]Manual PST Creation
When a user wants to backup only some of their Outlook data and creates a new backup.pst file of only the data they want to save, this is known as exporting to a .pst file data.  If a user has important information in only some folders and they have other, less important items in much larger folders, they can export only the important folders or contacts and omit folders like “Sent Mail”.  The next section explains how to create a .pst file.

[bookmark: _Toc408563473][bookmark: _Toc408563548]Manual PST Creation – Configuration
1. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Click on the “Start” menu and navigate to the “Control Panel”.
[image: ]
[bookmark: _Toc389205512][bookmark: _Toc408563572]Figure 1: Accessing Control Panel
1. Select the “Mail” icon from within the “Control Panel”.
[image: ]
[bookmark: _Toc389205513][bookmark: _Toc408563573]Figure 2: Mail Configuration within Control Panel
1. From within “Mail Setup - Outlook”, select “Data Files”.
[image: ]
[bookmark: _Toc389205514][bookmark: _Toc408563574]Figure 3: Data Files within Mail Setup
1. Click “Add” to create a personal folder.
[image: ]
[bookmark: _Toc389205515][bookmark: _Toc408563575]Figure 4: Adding Outlook Data File
1. Select “Office Outlook Personal Folders File (.pst)” and click “OK”.
[image: ]
[bookmark: _Toc389205516][bookmark: _Toc408563576]Figure 5: Specifying Data File Type

1. Specify a file location and file name.  Make a note of the location where the file is stored.  The file can be stored anywhere on your local drives, from your Outlook profile directory to your desktop.
[image: ]
[bookmark: _Toc389205517][bookmark: _Toc408563577]Figure 6: File Location and .pst File Name
1. Provide a name for your .pst that allows you to identify the file in the future and then click “OK”.
[image: ]
[bookmark: _Toc389205518][bookmark: _Toc408563578]Figure 7: .pst Name Viewed in File List
[bookmark: _Toc408563474][bookmark: _Toc408563549]Freeing Up Mailbox Space 
There are multiple choices available to choose to free up space within the mailbox.  The first option shown will be moving items to your .pst file (the creation of the .pst file was discussed in section 4.3).  Then, using the “Mailbox Cleanup” option within Outlook, follow the instructions below.

a. In addition to clicking and dragging items to your .pst file, you can right click on the item you want to move and select “Move to Folder…”
[image: ]
[bookmark: _Toc389205519][bookmark: _Toc408563579]Figure 8: Select “Move to Folder...”
b. Then select your .pst folder as the destination for what you are moving.  If there are folders that have been created previously within the .pst file, you may select one of those as the destination.  Select “OK”.
[image: ]
[bookmark: _Toc389205520][bookmark: _Toc408563580]Figure 9: Select Your .pst File
c. Another way to assist in reducing mailbox size is to use Outlook’s Mailbox Cleanup feature. Once inside of Outlook, click “Tools” then “Mailbox Cleanup”.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\1-Mailbox Cleanup.jpg]
[bookmark: _Toc389205521][bookmark: _Toc408563581]Figure 10: Accessing Mailbox Cleanup...
d. Once “Mailbox Cleanup” has been selected, the following image depicts the multiple options available to use for cleanup.  To start, click the “View Mailbox Size…” button.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\2-Mailbox Cleanup options.jpg]
[bookmark: _Toc389205522][bookmark: _Toc408563582]Figure 11: Mailbox Cleanup Dialog Box
e. The “View Mailbox Size” screen shows the total amount of storage space being used as well as how much space each individual folder is consuming.  When finished, click “Close”.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\Mailbox size.jpg]
[bookmark: _Toc389205523][bookmark: _Toc408563583]Figure 12: Folder Size Dialog Box
f. Now click the “Find” button.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\2-Mailbox Cleanup options.jpg]
[bookmark: _Toc389205524][bookmark: _Toc408563584]Figure 13: Mailbox Cleanup Find Option
g. This option allows you to filter your email by either age or size.  Sorting by size will display results similar to the following picture.  Once the items have been filtered you can order the displayed emails for largest size by clicking the “Size” header above the column.  Now all the emails at the top of the list will be the largest emails contained within the mailbox and their contents can be viewed by double clicking them to see if they should be kept or deleted.  Double click on an email that contains an attachment.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\3-Advanced find by Size.jpg]
[bookmark: _Toc389205525][bookmark: _Toc408563585]Figure 14: Advanced Find by Size



h. To save the attachment locally, right-click on the attachment and select “Save As…”  
[image: ]
[bookmark: _Toc389205526][bookmark: _Toc408563586]Figure 15: Saving the Attachment Locally
i. Next, select the save location and rename the item, if desired.  When finished, click “Save”. 
[image: ]
[bookmark: _Toc389205527][bookmark: _Toc408563587]Figure 16: Naming the Attachment


j. Now that the attachment has been saved locally, the email can be deleted.  Right-click the email and select “Delete”.
[image: ]
[bookmark: _Toc389205528][bookmark: _Toc408563588]Figure 17: Deleting the Email
k. The next option within “Mailbox Cleanup” takes you to the AutoArchive configuration dialog box.  An alternate way to access this option is to navigate to the “Tools” menu and click on “Options”.
[image: ]
[bookmark: _Toc389205529][bookmark: _Toc408563589]Figure 18: Outlook Client Options
l. On the “Options” screen, click the “Other” tab and then “AutoArchive”.
[image: ]
[bookmark: _Toc389205530][bookmark: _Toc408563590]Figure 19: AutoArchive Location
m. From here, to enable AutoArchive, check the “Run AutoArchive every” checkbox.
[image: ]
[bookmark: _Toc389205531][bookmark: _Toc408563591]Figure 20: AutoArchive Implementation
n. The “Run AutoArchive every” is automatically set to 14 days.  Modify the frequency settings on this screen as appropriate.  For example, it may be necessary to reduce the number of months to retain data from six down to three or a number that effectively reduces mailbox size to less than 50 MB, dependent upon each user’s utilization.  Under the “Move old items to:” section, the location of the PST can be modified to assist the user in locating the file.  Be sure to take note of the location.
[image: ]
[bookmark: _Toc389205532][bookmark: _Toc408563592]Figure 21: AutoArchive Configuration
o. Due to the possibility of an immediate migration, it is also suggested that each user select “Apply these settings to all folders now”.  Click “OK” when finished.
[image: ]
[bookmark: _Toc389205533][bookmark: _Toc408563593]Figure 22: Application of AutoArchive Settings
p.  The last two options on the “Mailbox Cleanup” dialog box are to empty the deleted items folder and to delete all alternate versions of items in your mailbox.  Choose either of these options as needed.  When finished, click “Close”.
[image: C:\Users\boyd.thompson\Desktop\EE Files\TTPs\Reducing Mailbox Size pics\2-Mailbox Cleanup options.jpg]
[bookmark: _Toc389205534][bookmark: _Toc408563594]Figure 23: Final Mailbox Cleanup Options
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[bookmark: _Toc228163675][bookmark: _Toc281999487][bookmark: _Toc296934545][bookmark: _Toc296936926][bookmark: _Toc297879787][bookmark: _Toc299002720][bookmark: _Toc408563475][bookmark: _Toc408563550][bookmark: _Toc107115151][bookmark: _Toc107115708][bookmark: DoD]Appendix A: Acronyms
	DEE
	Department of Defense Enterprise Email

	DISA
	Defense Information Services Agency

	GB
	Gigabyte

	NETCOM
	Network Enterprise Technology Command

	PST
	Personal Storage Table

	SLA
	Service Level Agreement

	TTP
	Tactics, Techniques, and Procedures
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