Exceeding Your Mailbox Limits

 

Receiving System Messages

The Microsoft Outlook e-mail system has an internal quota mechanism that limits the overall size of your Exchange Mailbox. It’s because of this quota management feature that you will start receiving system administrator messages informing you that you have reached or exceeded the preset size limitations. The current user limit set for the DNHN balances the ability to manage a large amount of messaging for users and to maintain reasonable information store maintenance times (back-up and restore). The Outlook client functions differently from the previous Exchange and Scheduler + clients. Now all of your personal information exists in one personal information store; that is your inbox, delete items, calendar, tasks, contacts, and drafts all exist in one database. All of these accumulate data and they all count in the mailbox total. By in large the folders containing mail messages (inbox, deleted items, and drafts) are the biggest offenders. Managing your e-mail will do the most to prevent problems. Do note though that when you receive the first alert it is only a warning and you will not immediately lose e-mail functionality. At no time should you lose the ability to receive e-mail. 

Attachments

Most mailboxes exceed their preset mailbox limits due to the size of the file attachments, and not the actual number of e-mails. For example, the file size of a typical one-page e-mail is about 1,000 bytes or 1KB. The standard DNHN mailbox quota limit is set at 20,000 KB or 20 MB. This implies that your Exchange mailbox could hold around 20,000 e-mails but because of other influencing factors such as distribution lists, content, attributes and especially attachments, e-mails can grow quite large.

The Rules Wizard, combined with general practice of deleting and moving e-mail (storing in personal folders), provides a very effective mailbox management solution. By using the Rules Wizard, you can develop a rule that checks all incoming e-mails for attachments and redirects those e-mails to your Personal Folder located in your PST. If you do not have a Personal Folder check the Outlook Help for instructions. 

Setting the Rules Wizard

Setting the Rules Wizard is fairly straightforward but because of its power it can appear to be overly complex. If you have trouble contact the DON INPO’s Help Desk at (202) 433-0600.

To set the Rules Wizard to redirect e-mail with attachments use the following steps: 

1. Open Outlook

2. Click on Tools
3. Select Rules Wizard…
4. Click New
5. From the box "Which type of rules do want to create?” highlight Check message when they arrive.

6. Click on the Next button.

7. From the box "Which condition (s) do you want to check?” scroll down and click the box next to which has an attachment.

8. Click Next.

9. From the box "What do you want to do with the message?" scroll down and click the box next to move it to a specified folder. On the same screen from the box below "Rule description (click on an underlined value to edit it):" click on the highlighted word specified.

10. Highlight Personal Folders and click New…

11. On the “Create New Folder" type the name of your folder in the Name: box. (Ex. attachments)

12. Click OK

13. Click OK

14. Click Finish and then OK

 Your Rules Wizard is now set. Try testing it by sending an e-mail with an attachment to yourself.

