
Select all messages in Zimbra:
This will select all messages in a folder or 
inbox, not just the ones that you can see.
Press	  shift/click	  on	  the	  check	  box	  above	  the	  
columns.

A	  message	  will	  pop	  up.

Click	  on	  “Delete”	  to	  move	  them	  all	  to	  the	  trash	  or	  
“Move”	  to	  put	  them	  in	  another	  folder.

To empty the Trash Bin:
Control/click	  on	  the	  trash	  icon	  in	  the	  left	  column	  
and	  choose	  “Empty	  Trash.”	  This	  will	  delete	  all	  the	  
messages	  and	  free	  up	  the	  space	  in	  your	  account.	  

To see how much space you have available:
Look	  in	  the	  upper	  right	  corner	  of	  the	  Zimbra	  
screen.	  If	  the	  line	  under	  your	  name	  is	  green,	  you	  
have	  lots	  of	  space.	  Yellow	  means	  you	  are	  getting	  
full	  and	  red	  means	  you	  are	  nearly	  full.

For	  more	  details,	  hover	  your	  mouse	  over	  your	  
name.
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