Performing Housekeeping on your Mailbox
1. When an email is sent a copy is kept in the “Sent Items” folder, this can use up an unnecessary amount of space. Click on the “Sent Items” folder to highlight emails that can be deleted and delete them. This will sent these emails to the “Deleted Items” folder.
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2.  It is important to ensure that no space is being taken up by items in the “Deleted Items” folder. If you click on “Tools” and “Options”, a properties window will appear. 
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Select “Other” tab and check “Empty the deleted Items folder upon exiting” this will ensure that all items in your deleted folder will be deleted upon exiting Outlook.
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