Deleting Emails from Sent Items in
Microsoft Outlook, Entourage, & Web

The “Sent Items” folder contains copies of the emails you send to people. This folder can quickly
consume space on your email account especially when you send out messages that contain
attachments. Examples of attachments are Microsoft Word documents, Adobe PDF files, and digital
pictures that all take a significant amount of space in an email. Follow these steps to delete unwanted
emails from your Sent Items folder.

STEP 1 — Select Sent Items Folder
Click on the Sent Items icon located in the Mail Folders located on the left side of the screen.
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STEP 2 — Sort the Emails by their File Size

To see the messages that are taking up the most space in your sent folder,
Outlook 2007 - Click “Arranged By” and choose “Size.”

Web Access — Click “Size” on the right side of the screen.

Entourage — Click “Arranged By” and choose “Size.”

When you do this, you will need to use the scroll bar to scroll your list to the top as the largest messages
default to the top of the list and may not always be seen when you first select this option.

The emails are grouped by their size, so you can easily go through the emails and decide whether to
save the attachments and then later delete the entire email freeing up space on your account. Deleting
the larger size emails will definitely gain you free space and will keep the messages about being over the
limit on your account from returning.... at least for a little while at least! ©

STEP 3 — Delete Messages

WARNING: There will NOT be a box to asking for permission to delete the messages. However, if you do
delete something you didn’t intend on deleting, you can locate the message(s) in your Deleted Items
folder. Remember, you need to go the Deleted Items folder after this step to permanently delete them.

Single Delete Multiple Delete Delete All

To delete a single email from the | To select more than one item at | To delete all emails in the folder,

folder: a time: simply :

1). Select the email in the list. 1). Hold down the Control key 1). Go up to Edit on the top drop
on your keyboard. down menu.

2). Press the delete key on your

keyboard. 2). Select emails of your 2). Select “Select All.”
choosing.

3). Press the delete key on your
3). Press the delete key on your keyboard.
keyboard.

STEP 4 — Permanently Delete Messages

Go to the Deleted Items folder and delete the emails you no longer wish to keep. 5] Deleted Items
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