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http://www.mun.ca/cio/imp/gettingstarted/FTR-OutlookMailboxCleanupTips-v02.pdf
http://www.uvic.ca/library/locations/home/archives/documents/records-to-keep.pdf
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Step 1:  The redundant emails 

 

Remove redundant messages

http://www.mun.ca/cio/imp/gettingstarted/FTR-OutlookMailboxCleanupTips-v02.pdf
https://support.office.com/en-us/article/Use-Conversation-Clean-Up-to-eliminate-redundant-messages-4a0aa10b-8342-4f75-b78c-2b8ca23eca8d
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