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How to free up spaces on server mailboxes
e delete a few large message rather than delete a lot of small mails
Clean up Junk and Trash

First, login to webmail (see How to open WebMail on computer)

Select the Junk mailbox, click the mailbox menu on top, select Empty
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Do it again for the Trash mailbox
Clean up Inbox and Sent

Select Inbox

e Click Options on top
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Select Threads Options

e Sort by Size, Decending
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e While holding the ShifEI or @] select some biggest messages you want to delete
e click the Delete button

o 4 e @ -

— Inbox £ i
Reply Replyall Forward Delete M
Q, search... = v
kennie_zhang 13 MB
» Dell Price book &
Tsang, Yuki 10 MB

» Ingram Micro Runrate Pricebook ... &
karen_lai(32581_HK) 9.7 MB
 FW: Synnex x Huawei Stoarge Fl.. &

ring_wong g.3MB
» Dell Product List &
CreaTech Systems 7.7 MB
» BEfT | RERR | FiEERE | E..
Daisy Lo 7.1 MB
» HKBN Solutions - SXL NET @
Daisy Lo 5.3 MB

e Do the same for Sent folder
o After deleted messages, empty the Trash folder
e After few minutes (not immediately), notice the free space changed
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