
����� Thunderbird Export & Clean-Up Checklist 

 

���� Step 1: Install Export Tool 

• Open Thunderbird and go to Menu (≡) > Add-ons and Themes 

• Search for ImportExportTools NG 

• Install it and restart Thunderbird 

 

���� Step 2: Export Your Mail 

• Right-click the folder you want (Inbox, Sent, etc.) 

• Choose ImportExportTools NG > Export folder 

• Save emails as EML (individual emails) or MBOX (entire folder) 

 

����� Step 3: Clean Up Your Mail 

• Sort emails by Size, Date, or Sender 

• Delete large emails and old attachments 

• Archive older conversations (Right-click > Archive) 

• Create Message Filters to auto-organize incoming emails 

• Empty the Trash and Junk folders 

• Right-click each folder and Compact to save space 

 

��� Final Tips 

• Backup exported files to a USB, external drive, or cloud 

• Repeat this clean-up every 3–6 months for best Thunderbird performance 

 


