
Managing Email:  Deletion and Sorting.  

To delete all emails or groups of emails from folders,  please follow these instructions: 

 

1.  Click on the first File in the folder you want to delete all items in  

 

 
 

 

2. Press CTRL-A to select all messages 

 

3. Now click on the delete button on your keyboard or on the ribbon bar. 

 
This will delete all messages in that folder.  

 



 

How do I delete just certain messages?   
 

1. You can delete ranges of emails by holding down the CTRL key on your keyboard and selecting each message in 

the folder that you want to delete with your mouse. 

 

 
2. Now click on the delete button on your keyboard or on the ribbon bar.   Only the highlighted emails will be 

deleted.  

 
 

  



 

 

How do I sort Emails by Size so I can target the biggest emails first?  
 

To arrange your emails by size do the following: 

 

1.  Click on the size column header.   This will change the view and put the largest emails on top.    

 

 
 

 

 

 


