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Remove Attachment

1. You can sort the emails by size to find the larger files.
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2. Open the email and click on [ v ] — [Remove Attachment] .

AFEH - Message (H

File Message Help Attachments Q  Tell me what you want to do
8 X | B h o @ BB &
Open Quick Remove Save Sawve All Upload  Upload All Select Copy Show
Print  Attachment As  Attachments ~  Attachments ~ All Message
Actions Save to Computer Save to Cloud Selection Message
Test mail
.fl I\ To 002
= |
3ME 1ME
Preview
= Open
C51 Quick Print
E} Save As

Save All Attachrmhents...
Upload

Upload All Atachments

> Remove Attachment

(@ Copy

R Select All




TR TME L I s

Computer and Information Networking Center

3. Pop out the confirmation window, click [ Remove Attachment] .
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o Are you sure you want to remove the selected attachment from this message?

Femove Attachment I Cancel

4. You need to archive the email to complete the removal process. ©

Microsoft Outlook 4

The attachments of the message ~ test mail ~ have been changed.

Want to save your changes to this message?

Yes Mo Cancel

5. After remove attachment, the size of the email noticeably decreases.

Before remove attachment

@ test mail sat 2/17/202..] 4 MB
<end>
test mail Sat 2177202, 13 KB
< end>

After remove attachment



