
���������� Mac Mail Export & Clean-Up Checklist 

 

���� Export Emails: 

• Open Mac Mail and select the Mailbox (Inbox, Sent, etc.) you want to export. 

• Click File > Export Mailbox. 

• Choose a destination (Desktop, Cloud, External drive) and save as MBOX. 

• Optionally, save individual emails by selecting them, right-clicking, and choosing Save As. 

 

����� Clean Up Mail: 

• Delete unwanted emails by selecting them and pressing Delete (Command + Delete). 

• Sort by Size: Go to View > Sort By > Size to find large attachments and emails. 

• Move older emails to Archive (Right-click > Move to > Archive). 

• Empty the Trash folder (Right-click > Erase Deleted Items). 

• Unsubscribe from unwanted newsletters (click the Unsubscribe button if available). 

• Use Smart Mailboxes to auto-sort incoming emails by criteria (Mailbox > New Smart Mailbox). 

 

������������ Ongoing Tips: 

• Perform regular clean-ups monthly or quarterly. 

• Rebuild mailboxes for compacting (Mailbox > Rebuild). 

• Use folders to organize emails by category (Work, Personal, etc.). 

 


