
	  

	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	   	  

RESETTING YOUR INBOX TO ZERO 
By: Russell Greenwald, Vice President and Director of the IT Consulting Practice 
Insource Services 
 
Note: This process may take a long time, we suggest running it prior to bed.  
 

1. Create a Folder called Old Inbox 
2. In outlook go to file - Manage Rules and Alerts  
3. Create a new rule 

	  

	  



	  

	  

	  
	  
	  
	  
4.	  Choose	  the	  end	  date	  for	  any	  items	  prior	  you	  want	  to	  move	  to	  Old	  Inbox	  



	  

	  

	  
	  
 
 
Questions?  Please contact Russell at rgreenwald@insourceservices.com or call 781-374-5116. 


