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Clean Up for Outlook folders

Guidance for staff

This guidance takes youthrough howto usethe Clean Up functionin
Outlook. Aside fromreducing the amount of email you are keeping
(andneedtosearchthrough),itwillbe usefultorunCleanUp overany
emailsyouaresendingtothelnformationRightsteamforsubject
accessorfreedomofinformationrequests. Youshouldendup
sendingfeweritemsas email chainswill be cleanedup priorto
sending.

Where is CleanUp?

In the right click menu when you right click on a folder in Outlook.
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What does Clean Up do?

Clean Up runs through the emails in a folder and moves duplicates within a chainto the
Deleted Items folder. Itis setup so thatthe following messages are not moved:

Categorised messages
Flagged messages

Digitally signed messages

Originalmessageswhenareplyhas modifiedtheoriginalmessage.Soifyouhave
respondedtoquestionswithinanotheremail, thatoriginal emailwillnotbe removed.

How do | use Clean Up?

You can choose to clean up afolder, or a folder and its subfolders if you go into Settings
and choose this as an option.Inrunningitoverafolder, I reduced the number of emails from
1879to1351. The cleaned up items will be transferred into the Deleted Items folder.

IfCleanUp cannotfindany relevantitems, it will produce a message saying so.

What if an email is cleaned up that | want back?

You can retrieve the email from Deleted Items.
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