Quick Reference Guide 5
Outlook 2013 for Windows
Mail Clean Up Tools

Use Outlook 2013 Clean Up Tools

A conversation or e-mail thread is a chain of e-mail messages with the same subject. Any messages that are duplicated
within a later message are considered redundant. Conversation Clean Up evaluates each message in a conversation or
message thread. Any messages duplicated within a later message are moved to the Deleted Items folder. This clean up
can be performed on your inbox, a specific mail folder alone or a folder with its subfolders.

View E-mall Conversations ~ Ross, Leslie Anne (... Trouard, Phyllis (HQ-LMQZ20)[INDY...
1. Display the folder containing the conversations to be viewed. & Trouard, Phyllis (H... Ross, Leslie Anne (HQ-LMO20)[IND..
. . . . =] Ross, Leslie Anne ... Trouard, Phyllis (HQ-LMO20)[INDY...

2.  Click the View Tab| Show as Conversations. You will be % Trouard, Phyllis (H... Ross, Leslie Anne (HQ-LMO2O)IND..
prompted to apply the view to All mailboxes, This folders or “ Ross, Leslie Anne ... Trouard, Phyllis (HQ-LMO20}INDY...
to Cancel. = Eatmon, Lanetta D... Ross, Leslie Anne (HQ-LMOZ0){IND...

3.  Select the appropriate action. The folder(s) display with 4 Ross Leslie Anne ... Eatmon, Lanetta D. (HQ-LMOZO)IN..
triangle icons beside the most recent message and all N k
previous messages are grouped below it regardless of the — j
folder they are in.

Clean Up by Conversation

1. Highlight the latest message in a conversation.

2. Click the Home Tab| Clean Up drop-down arrow | Clean Up Conversation. Clean Up Conversation S5
Or Right-click on the message and select Clean Up Conversation. The Clean Up A TR e rEe
Conversation dialog box displays (shown right). | IrEEmLo B o

You can access the Clean Up Options by clicking Settings on the Clean Up Conversation [ Do ot show this message again

dialog box.

3. Click Clean Up. You will be prompted that all redundant messages in this | Seiings J [ Ee2nle l [ Eane)
conversation will be moved to the Deleted Items folder.

4.  Click OK. Any messages that are duplicated within a later message will be

deleted.

Clean Up by Folder

1. Clickthe Home Tab | Clean Up drop-down arrow | Clean Up Folder or
Clean Up Folder and its Subfolders. The Clean Up Folder dialog box Clean Up Folder e 3% =
displays.

All redundant messages in the current folder will be moved
! % tothe "Deleted ems" folder.

You can access the Clean Up options by clicking Settings on the Clean Up Folder

dialog box. || Do not show this message again

2. Click Clean Up Folder. You will be prompted that the action will be [ setings | [ ceanuprorer | [ conce
applied to the specific folder or to the folder and its subfolders.

3. Click OK.

Any messages that are duplicated within a later message will be deleted.

I I c D For software training, contact the Computer Training Center (CTC) at 358-1111 or visit the CTC Web

f————- . .

——————— | site at http://itcd.hg.nasa.gov/ctc.
Information Technology &
Communications Division

This document is posted on the ITCD Web site http://itcd. hq.nasa.gov/ctc.
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Conversation Clean Up Options
1.

4,

Conversation Clean Up
TO access the OptiOI’IS, CliCk Settings on the Clean Up P Cleaned-up items will go to this folder: | [ Deleted Items Browse
dialog bOX. Messages moved by Clean Up will go to their account's Deleted Items.
. When cleaning sub-folders, recreate the folder hierarchy in the destination folder

OR dO the fOllOWlng: v| Don't move unread messages
a.  Click the File Tab | Options | Mail. Scroll down to the Dot move Categorized messages

c t, Cl U t tt h v| Don't move flagged messages

onversauon ean p Op 10n s€ lngs (S own | Don't move digitally-signed messages
rlght) . | When a reply modifies a message, don't move the original

Click Browse to select the folder for cleaned-up items
to be moved to.

Select from the additional options below:

Enable/disable When cleaning sub-folders, recreate the folder hierarchy in the destination folder.
Enable/disable Don’t move unread messages by clicking the checkbox.

Enable/disable Don’t move categorized messages by clicking the checkbox.

Enable/disable Don’t move flagged messages by clicking the checkbox.

Enable/disable Don’t move digitally-signed messages by clicking the checkbox.

Enable/disable When a reply modifies a message don’t move the original by clicking the checkbox.

Make your setting selections and click OK.

This document is posted on the ITCD Web site http://itcd. hq.nasa.gov/ctc.



