
 
Lotus iNotes-Mail Management 
Options for reducing email database 

 
Note – Any email or attachment you delete is stored in MailMeter and this does not count against 
your Lotus Notes quota.   
 
1. Deleting-Trash Folder 
 

Ø Delete messages from the Inbox and Folders that are no longer needed and empty trash.  Trash will 
automatically empty in 48 hours if you do not manually empty it. 

 
 
Ø Delete from the Sent folder.  Click on the sent folder 

and sort by size, bringing your biggest emails to the 
top. Select the email(s) you want to delete and click 
the trash can in the toolbar or click the delete key.  
When you receive this box, select Delete.  You can 
also sort by date and delete old sent emails. 
 
Note - This will also delete it from the folder it may be 
stored in.  If you want to keep the email, then select 
Remove.  However, it is only removed from the Sent view and still remains in the folder you originally 
saved it in.  Keep in mind that if you “Remove” every email, you are not doing any clean up. 
  

2. Attachments – remove from server 
Ø To save the attachment to your computer, click on the 

attachment and select Save File from the dialog box that 
appears.  Browse to where you want to save it and delete 
the email. 

 
Ø If you need to keep the email after the attachment is 

saved, click the edit button in your toolbar. Select the 
attachment(s), click the Remove button.  Save and close. 

 
 
  
  
  
  
 
 

 
 

Ø Reply with History Only.  This is a good habit because every 
time you reply and include the attachment, it places a copy in your 
sent folder, resulting in a larger mail file.  In most cases, the 
person you are replying to does not need their attachment back.    

 
 
 
 
 



 
3.  All Documents View  

Ø Click on Views and select the All Documents folder.   

Ø Sort by size by clicking on the size column. The largest emails will appear in 
descending order, by size, for easier management.   

Ø You can also sort by date putting the oldest emails together at the top or bottom, 
depending on your view.  Delete old emails. 

Ø Save attachments if needed, and delete the email(s).   

 
Warning: Be careful when deleting from All Documents because you could delete 
everything in your Lotus Notes mail file including emails from all folders.  Make sure you 
review each email.  Do not simply select all and hit delete.  If you do this by mistake, they 
are in your trash folder and you can restore them.  If you empty your trash, they are gone 
from your mail file.  Remember they are not gone and can be located and sent back to your 
Lotus Notes through MailMeter. 
 
 


