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How to reduce your mailbox size using the Microsoft Outlook

If you are your using Microsoft office you can configure it to delete the email automatically after several days due to
your needs.

We will show you how to configure this setting in the most popular Microsoft office versions.

Note: this option doesn't mean that you will lose the old email but it will be delete from the server while you are
keeping the copy that you have in your computer.

Microsoft Office 2007.

Tools = Account Settings

Tools hl_\ctions Help
Send/Receive >

Instant Search >
Address Book...  Ctrl=Shift=B
=i Organize

(21 Rules and Alerts...

Mailbox Cleanup...

5] Empty "Deleted tems™ Folder
Forms >
Macro >
Account Settings... %
Trust Center...

Customize...

Options...
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Then Choose or create your email account

Account Settings [E

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

E-mail |Data Files | RSS Feeds || SharePaint Lists | Internet Calendars | Published Calendars | Address Books |

.‘.\ﬂJ New...l\?‘% repair... B Change... @@ SetasDefauk 3 Remove # 0@

Marne 6 Tvpe

Account Settings

Close
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The click on more settings to show the advanced options for your email box

Add New E-mail Account [g]

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: ! lohn Doe i After filing out the information on this screen, we
‘ recommend you test your account by clicking the
E-mail Address: [ sample@yourdomain.com ] button below. {Requires network connection)
L

Server Information

[ Test Account Settings ... ]

Account Type:

i
Incoming mail server: | pop3.ivenue.com ‘

L
Outgoing mail server (SMTP): | st ivenue.com ‘
|

Logon Information

User Name: samplei@yourdomain.com ‘

|
3
Password: 1************ ‘

Remember password

[[]Require logon using Secure Password Authentication (SPA) | Moare Settings [ !

[ < Back ][ Next > ] [ Cancel ]

‘ 18 Walli st., Kobry Elkobba, Cairo, Egypt

(00202) 24529717 - 24513434-24513438
& www . softexsw.com - www.softexsw.net




-~

Future

Free Space from your Mailbox while Hosting with Softex

Then select the advanced tab and mark on Leave a copy of messages on the server then mark on Remove from server
after and then specify the no. of days

Internet E-mail Settings

General | Oukgoing Server Cnnnectiuni Advanced |

Server Port Mumbers

Incoming server (POPS): i11|:| | [ Lse Defaulks ]

[ 1 This server requires an encrypted connection (550

Oukgoing server (SMTRY: EEE'_|

IJse the Following bype af encrypred connection: | MO E

Server Timeouts

Short Long 1 minuke

Deliversy

[JLeave a copy of messages on the server

|

[ Advanced Server Settings }

o R%[ Cancel

Very important:

-
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It is recommended to check both the “Remove from server when deleted from deleted items” and the “Remove From
Server After” and enter 5 days, this means outlook will keep the old messages on server and delete them (From server
after 5 days). Don’t worry you can keep the emails as you like on your outlook, this does not mean outlook will delete

old message (it will only remove them from server after downloading it to your outlook). If this option is not checked
then may be this is why you are having problems with your mailbox space, since you are keeping old emails forever on
the server even if you delete them from your outlook inbox.
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Microsoft Office 2010

Select File = info =» Account Settings

m Home Send / Receive Folder View
L saveAs .
Account Information
2 5 aun@advancedvoip.com o
E 3 POP/SMTP
Add Account
Open
Print . Account Settings
i\“ Modify settings for this account afd configure additional
Help Accm;nt connections.
Settings ~
2] Options
X Exit
: Mailbox Cleanup
C:d’; Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Tools ~
Rules and Alerts
L_’)‘ Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules removed.
& Alerts
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Choose or create your email account

Account Settings [E

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

E-mail |Data Files | RSS Feeds || SharePaint Lists | Internet Calendars | Published Calendars | Address Books |

| New...l\?‘% Repair... WP change... @ SetasDefault 3 Remove # @

Marne 6 Tvpe

Account Settings

Close
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Then click on more settings to show the advanced options for your email box

Add New E-mail Account *

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
button below. (Requires network connection)

| Test Account Settings ... |

User Information

Your Name: |<name to appear in From™> |

E-mail Address: ‘iﬁser @domain. tid l

Server Information

Account Type: lpoP3 |E|
8 Lo ]

Incoming mail server; ?mail.domain.ﬂd \

Logon Information
User Name:

J user.domain. tid

‘i EEEXXXXX |
L =

Password:

Remember password

[|Reguire logon using Secure Password Authentication (SPA)

More Settings ...

| <gak ||

Next> | | cancel |
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Then select the advanced tab and mark on Leave a copy of messages on the server then mark on Remove from server
after and then specify the no. of days

Internet E-mail Settings

General | Oukgoing Server Cnnnectiuni Advanced |

Server Port Mumbers

Incoming server (POPS): i11|:| | [ Lse Defaulks ]

[ 1 This server requires an encrypted connection (550
Oukgoing server (SMTRY: ESB? |

IJse the Following bype af encrypred connection: | MO E

Server Timeouts
Short Long 1 minuke

Deliversy

[JLeave a copy of messages on the server

|

[ Advanced Server Settings }

o R%[ Cancel

Very important:
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It is recommended to check both the “Remove from server when deleted from deleted items” and the “Remove From
Server After” and enter 5 days, this means outlook will keep the old messages on server and delete them (From server
after 5 days). Don’t worry you can keep the emails as you like on your outlook, this does not mean outlook will delete

old message (it will only remove them from server after downloading it to your outlook). If this option is not checked ,
then may be this is why you are having problems with your mailbox space, since you are keeping old emails forever on
the server even if you delete them from your outlook inbox.
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Microsoft Office 2013

Select File = info =» Account Settings

Inbox - Softex Support - Outlook

Account Information

Open & Export

=1l  Softex Recovery

=5 -
Save As IMAP/SMTP

4 Add Account

F‘ Account Settings
ad}

Change settings for this account or set up more connections.
Account

Settings ~

Choose or create your email account

Account Settings

X]

E-miail Accounts

‘fou can add or remove an account, You can select an account and change its settings,

AR o a ] e o T T - T . o3 ]
i Mew... | A Repair i “hange &F Sebas Defaulk X Remove F &

Marme Type

Account Settings

Close
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The click on more settings to show the advanced options for your email box

POP and IMAP Account Settings
Enter the mail server settings for your account.

||
|
User Information Test Account Settings
Your Mame: |mnﬂm | We recommend that you test your account to ensure that
) the entries are correct.
Email Address: |recovery-noreply@softexsw.|
Server Information
l Test Account Settings ...
Account Type: |IMAP E|
. : o | Automatically test account settings when Mext
Incoming mail server: |mai|.so1‘texsw.com | v g

is clicked

Outgoing mail server (SMTP): |mai|.softexsw.com |

Logon Information

User Mame: |recovery-noreply@softexsw.|

Mail to keep offline:  All

Passwaord:

s R |

Remember password

Require logon using Secure Password Authentication

SPA
(SPA) More Settings ...

<Back | mext> | [ cancel |
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Then select the advanced tab and mark on Leave a copy of messages on the server then mark on Remove from server
after and then specify the no. of days

Internet E-mail Settings

General | Oukgoing Server Cnnnectiuni Advanced |

Server Port Mumbers

Incoming server (POPS): i11|:| | [ Lse Defaulks ]

[ 1 This server requires an encrypted connection (550
Oukgoing server (SMTRY: ESB? |

IUse the Following bype o encrypted conneckion: | MOME bl

Server Timeouts

[ Advanced Server Settings }

Short Long 1 minuke

Deliversy

[JLeave a copy of messages on the server

o R%[ Cancel

Very important:

It is recommended to check both the “Remove from server when deleted from deleted items” and the “Remove From
Server After” and enter 5 days, this means outlook will keep the old messages on server and delete them (From server
after 5 days). Don’t worry you can keep the emails as you like on your outlook, this does not mean outlook will delete

old message (it will only remove them from server after downloading it to your outlook). If this option is not checked ,
then may be this is why you are having problems with your mailbox space, since you are keeping old emails forever on
the server even if you delete them from your outlook inbox.
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How to reduce your mailbox size using Softex Webmail

You have three different way to access your email using your internet browser and also may be you can reduce its space
using the browser to delete Trash messages and old send emails from the server.

Using Softex Webmail

First you should write in the URL webmail.yourdomainname.com, you should replace the Red part with your domain
name , once you have the login page, please enter your email box name and your password as per the below.

Webmail

Email Address

.. youremail@yourdomain.com

Password

English el cestina dansk Deutsch EAMDVIKG pariol pariol lati icano

-
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Softex Server will provide you with three different mail web portals systems so that you can choose the one you like

(Horde, round cube, Squirrel Mail)

HOmME

HELP  LOGOUT

CPANEL N

You are logged in as "recovery-noreply@softexsw.com”.

hOf de roundcube SERA

@y
open source webmail software " %
Read Mail Using RoundCube

[ Enable AutoLoad ]

Read Mail Using Horde

Read Mail Using SquirrelMail
[ Enable AutoLoad ]

[ Enable AutoLoad ]

Change Forwarding Auto

Configure Mail Email Email
Password Options Responders Client Filtering Trace

Home ™ Trademarks ® Help ® Documentation ® Log Qut

You can use any of them to access the emails stored on the server and clean some space.
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Empty space using Horde Webmail Client:

To reduce your mail box size you can select the old or the unnecessary email from your Inbox, Draft, Sent, Junk and
Trash

horde Groupware 5.1.1 Calendar v Address Book v Tasks v Noies v a

121282014

) Refresh = Forward ¥

From Subject

B L To: recovery-noreply@so... test
(VI § To: "Softex Recovery” RE: test
- To: 'Softex Recovery’ RE: test
fili Folder Actions ¥ (VI § To: 'Softex Recovery’ RE: test
il Junk
il Trash
il Virtual Folders
(4]

horde Groupware 5.1.1 Calendar + Address Book v Tasks + N

12282014

£ nbox (2) To
Drafts 9 Undisclosed Recipients Re: test

Subject =

<Py

Sent

Folder Actions =

Junk
Trash

i} Virtual Folders

-
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hOfde Groupware 5.1.1 Calendar v Address Book v Tasks v Notes v f}
12282014

= Forward

3 nbox (2) To Subjec
Drafts i recovery-noreply@softex... test
m Sent L ‘Softex Recovery' RE: test
L ‘Softex Recovery' RE: test
i Folder Actions ¥ L 'Softex Recovery’ RE: test
il Junk
il Trash

il Virtual Folders

Note: after deleting the old and the unnecessary email from (Inbox, Draft, Sent, Junk) your mail box still the same size
because the email you have delete are in the (Trash Folder) so you have to empty the Trash folder

horde Groupware 5.1.1 Calendar v Address Book v Tasks v Notes » a

1272812014

Virtual Folders

") Refresh 4= Reply ¥ = Forward ¥
o From Subject
N Drafis K [l L  Torecoversnorcpiy@se.. lest
[ sent C [ ==X Te:rSefiexRecovery RE:test
K [l = L To:SoflexRecovery RE:test
— ) b Fo—SofiexRecoverf
I Folder Actions = w M "" e
SO Fo-Undisclosed Recipients  Re-test
& unk Cii To-recovery Rorcpiy@se. . fest
= s Fe—Soflex Recavernf
Bl Trash L: D_I]'L ==
L[l A  Te SoficxRecover? REfost

Cmi

-
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Empty space using Round Cube Webmail Client:

To reduce your mail box size you can select the old or the unnecessary email from your Inbox, Draft, Sent, Junk and
Trash

About

roundcube @®

+ 15 i A
= DAY o e - BA|-] W G

Bafech  Compg=s Re Reply 3 Forvsard Delete Mark More

D Inbox | £+ Subject

‘,//. Drafts
‘ {5} sent
25

Junk

| "Cf Trash

& . “=n
: M". e} @ — T mﬁ v . /v oo

Refresh Compose Rep Beply = Forward Delate Mark More

&) Inbox £~ Subject

I/' Drafts ]

ﬂ Sent @ '
@ Junk
'{j Trash

About

roundcube @

— 5 6 T -

‘= b‘d = e |~ DN ooo
Refresh Compose Repl Reply = Forward Mors
&3 Inbox £ v Subject
/’ Drafts * RE: test
Q Sent o | * RE: test
— + RE: test
= Junk
Tj Trash
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roundcube @®

: M*- 5& ”}3 - m-’ - ﬁ / oee

Refresh Compose Reply Reply all Forwaip Delets Mark More

| D Inbox ‘ £~ Subject

/’ Drafts * Re: test

. @ Sent @

Junk

Note: after deleting the old and the unnecessary email from (Inbox, Draft, Sent, Junk) your mail box still the same size
because the email you have delete are in the (Trash Folder) so you have to empty the Trash folder

About

roundcube @

#3 =
: J i ke |- ﬁ _, - eee

Refresh  Compose Rep Reply a Forvard Delete Mark More

Q Inbox ¥~ Subject

# Drafts * RE: test

E Sent + RE: test

3 Junk

i Trash

-
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Empty space using Squirrel Mail Webmail Client:

To reduce your mail box size you can select the old or the unnecessary email from your Inbox, Draft, Sent, Junk and
Trash

Compose Addresses Folders Options Search Help

hread YView
| Flag || Unflag || Read || Unread || Forward |
All From Received | +1 Subject
Softex Recovery 4:30 am D RE_ test
Softex Recovery 4:30 am D RE_ test
Softex Recovery 4-30 am D RE_ test
O Softex Recovery 429 am D test

Compose Addresses Folders Options Search Help

hread View
[ Flag [ Unfag [ Read [ Unread | Forward
All From Received | | +1 Subject
Softex Recovery 4:30 am D RE: test
Softex Recovery 4:30 am D RE_test
Softex Recovery 430 am D RE_test
O Softex Recovery 4:29 am D test

Compose Addresses Folders Options Search Help

hread View
[ Fiag || Unfag | Reaa || Unread | Forward
All From Received | +1 Subject
@ Softex Recovery 4:30 am D RE: test
Softex Recovery 4:30 am D RE: test
Softex Recovery 430 am D RE_ test
O Softex Recovery 4:29 am D test

Compose Addresses Folders Options Search Help

hread View
| Flag |[ Unflag || Read |[ Unread || Forward |
All From Received +1 Subject
Softex Recovery 4:30 am D RE: test
@ Softex Recovery 430 am D RE_ test
@ Sofiex Recovery 430 am D RE_test
O Softex Recovery 429 am D test

Note: after deleting the old and the unnecessary email from (Inbox, Draft, Sent, Junk) your mail box still the same size
because the email you have delete are in the (Trash Folder) so you have to empty or purge the Trash folder
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Folders Current Folder: Trash
Last Refresh: Compose Addresses Folders Options Search Help
Sun, 5:03 am
Check Mail]
= [Thread View
INBOX Flag || Unflag || Read | Unread || Forward |

Dafts All From Received +1 Subject

o ¢
e =

In case you have done all of the above steps and you still have problems with the space of your email box, please
contact Softex Support team and they will help you identify whether you are missing any step or even help you
upgrade your hosting plan to add more space to your email box if needed.

Contact your account manager if you need assistance or contact Softex on: support@softexsw.com

For more articles about Softex Web Hosting solutions, please visit official website
www.softexsw.com
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