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Part 2: Organize your email to save disk space and find messages 

faster 
May 30, 3:49 PM Get Organized Examiner Vicki Hancock 

 

Use these steps to clean up your email, get it organized, and save time and disk space. 
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For many computer users, your email "box" has become a catch-all for thousands of messages, much like the heaps of paper mail 
that may be piled in your home office desk or on your kitchen counter or some other convenient but cluttered place.   
Inc. Magazine has published a very thorough article to help you organize your email, providing numerous linked articles to help you 
"dig deeper" into any of the step-by-step topics addressed in the process (steps below are adapted from the article): 
 
1. Make time for the first pass.  Chances are, you've been putting off this task just as you might procrastinate on a cluttered 

basement, garage, or home office desktop.  Make an appointment to spend several hours doing your initial clean-up, and keep 
the appointment.  The time spent will be well worth it as you save time and disk space in the future. 
 

2. Stop using your email inbox for storage.   Ask yourself how you might organize your inbox so that its useful to you.  Your 
answer will help you create folders where you sort mail and can find it again.  Also, commit to forming a habit to set aside a 
short time every day (or every few days) when you attend just to email - deleting, taking action, and filing.  Fifteen to thirty 
minutes may be plenty of time depending on the volume of mail you receive. 
 

3. Deal with spam.  If spam is a large part of the clutter in your email box, delete what's there and take steps to minimize or 
eliminate it in the future.  To learn about how spam finds you and how to get rid of it, see "New Tactics in the War on Spam." 
 

4. Delete, delete, and delete.  When the spam is gone, you'll have fewer messages left for the next step.  To declutter the many 
messages you have left, create two folders to help you - File and Act.  You'll also use the existing Trash or Deleted Items 
folder.  Quickly sort every piece of email in your inbox into one of these three folders, and don't be afraid to be brutal. When 
you've completed this quick sort, permanently delete the items in your Trash folder (no peeking!).  All that will remain are the 
messages in your File and Act folders. 
 

5. File messages you need to keep.  Create a set of folders in your email box that make sense to you and will help you locate 
messages you need when you need them.  Feel free to adapt the same structure you have used for your electronic and paper 
files for your email messages (link to these previous Get Organized articles below).  This consistency of logic will help you 
remember where you're keeping messages you file.  Sort the messages in your File folder into this new filing system. 
 

6. Redirect messages with rules.  Within most email systems, you can create rules that allow you to send messages to folders 
automatically so you can see, by category, what new messages are waiting to be read.  Using rules can also help you delete 
whole conversations when they are no longer useful by using key words in the subject line to locate and delete all related 
messages at once. 
 

7. Flag messages for follow-up action.  Turning to the messages you sorted into your Act folder, consider using your email 
system's features to "flag" or otherwise mark various messages according to importance or to indicate deadlines for action. 
 These visual reminders help signal you not only to take action, but how soon. 
 

8. Make it a routine to use these steps.  One reason your email box gets cluttered within weeks or months after your major 
clean-up effort is that you haven't made the steps in this process routine.  Set a recurring appointment in your calendar - once 
a week at minimum - to clean up your email box.  This will take much less time than the initial clean-up, and your weekly task 
will soon become a habit. 
 

For a quick list of email clean-up steps, see this eHow article. 
Share your email clean-up ideas here. 
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