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1. Understanding

L'ENVOI D*UN MAIL : COMMENT CA MARCHE 7

@

| DATA CENTER de votre
Wous envoyez un mail fournisseur d'accés
avec une piéce jointe | réceptionne, traite,

stocke votre message et

le retransmet au réseau

das poInls @I0IFnes du glonge

DATA CENTER du fournisseur

: Votre correspondant
d’acces de votre correspondant

recoit votre message

Il réceptionne, traite, S ——— . o &
stocke votre message at }'} I_I .
=

e retransmet au réseau

Source

According to you, what is the percentage of emails never opened?
60% ! Source

e 319,6 billion of emails were sent every day, in 2021. Source

e 1 email emits on average 4 g of CO2, this equals the carbon footprint of a
low-energy light bulb turned on for 6 minutes. An email with a large attachment
can release up to 359 of CO2 source

In your opinion, what is the share of SPAM in the volume of all emails sent?

Between 85% et 95% ! Source

e Only 18% of newsletters are opened . Source

e A spam email received, will have the same impact as a regular email, even if you
don't open it! Around 62 trillions spam messages are sent each year, which
represents a carbon footprint equivalent to the annual emission of 300 000 cars..
Source
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https://librairie.ademe.fr/cadic/2351/guide-pratique-face-cachee-numerique.pdf?modal=false
https://www.creation-de-sites-internet.fr/faire-le-tri-dans-ma-boite-mail
https://fr.statista.com/statistiques/583905/nombre-d-e-mails-par-jour-dans-le-monde--2019/
https://librairie.ademe.fr/cadic/6555/guide-en-route-vers-sobriete-numerique.pdf
https://www.signal-spam.fr/accueil/le-spam/
https://www.campaignmonitor.com/resources/guides/email-marketing-benchmarks/
https://ourworld.unu.edu/en/a-growing-digital-waste-cloud
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hree key elements in the impact of sending an email

The impact of the email sent depends on :
- the weight of the content and attachments
- the distance travelled between your supplier and the recipient
- the number of recipients

To find out the current size of your inbox, refer to the information available in your
Settings, via your computer. Make a note of it so that you can measure the impact of
your cleanup and share your effort later.

The path differs depending on the mailbox you use, but you can usually find this
information in your settings. Whether you use Gmail, Outlook, Yahoo!Mail, Lilo, Orange,
Free or Thunderbird, it is possible to find this information in a few clicks.

Some examples on the following pages.

Online :
e Click on the wheel at the top right, then on "Show all Outlook settings’, located at
the bottom right
e In Settings, click on "General’ > "Storage’

Settings Language and time Storage

O Search settings Appearance

ok mailbox has 48.50 GB of storage. After your mizilbox reaches its full capacity, you wan't be able to send or receive

Motificabons

& Geneet
Categories 0.61 GB used of 49.50 GB (1.2%)
B Emal .
= Accessibilty . II
Calendar
@ Dsleted ftems Sent fterns @ templates prez isit - leads @ Other
~ Maobile devices
A* People
Distribution groups
View quick settings Folders

Emptying contents from a folder wall hefp free up space. ltems will be permanently deleted.
Privacy and data

earey 0] ;_ere ||.2r.7crj:fsl::s. o0 Fasts o] Empty
?_ezl‘;fl(l'e'l?l.sse: 776 Posts [ Empty
T e g
= ey ] Empty
i s [ Empty
: :' e et 3/13
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On your computer :

e Click on “File", then “Tools" the storage space used is shown :

i [ Empty Deletod Items Folder

Lead al [wems

| —] Chean Up OId Hems.
L 1

WORLD CLEANUP DAY

e Click on your profile picture, on the top right, then on "Manage your Google
Account’. Go to "Payments and subscriptions’, then click on the "Manage storage”
link. A graph will appear showing your "total storage". Below the graph, click on the

"View details" link.

Account storage

Your account storage is shared across Google services, like Drive,
Gmall and Photas

© 14.07 GB of 15 GB (93%) used

Manage storage

14.07 GB of 15 GB used

STORAGE DETAILS
@ Google Drive
® oGmal

Google Photos

@ Device hackup
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e Note: Storage usage is also displayed at the bottom of your Gmail mailbox screen :

B FfrewwwermvexrQ
Ty g F

Now that you know and have noted the weight of your mailbox, you are ready to take
action!

2. Taking action

#1 Sorting your emails

Use filters available by clicking on the down arrow to the right of your search bar at the
top of your mailbox. You can sort them by
e Size: to identify the emails that take up the most space in your box
e Date: to delete the oldest emails
e Sender name or Subject: to identify similar emails, "FYI", "noreply”, "newsletter" or
those containing only "OK" or "Thank you

Example: i

On Outlook e

Folder

OR by clicking on “Filter" then “Sort" then on the criteria of your choice

Utlsston Commercide 5/13
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Outlook

| = = Mark all as read Undo
“/ Favorites (@) Inbox #
&s ‘ ~ All
4 Unread
% B SentItems d
To me
o £ Drafts 26 »
: Flagged
il Deleted ltems 122 b] !
n Mentions
3 Mail pour ToDa
B Attachments
&) Junk Email . 3 Sort > Sort by
Add favarite ~ Date
~ Folders 5 From
£2 Inbox 2
Importance
Drafts 26 -
7 - Subject
B Sent ltems ot ariier
i Deleted ltems 122 - Oldest on top
5 Junk Email ~" Newest on top
On Gmail
= M Gmail Q  labeldelcon@student.uclouvain.be X
From
i— Compose
To There are e
I inbox ! Subject
#  Starred
Includes the words
© Snoozed
=~ Sent Doesnt have
B Drafts 10 Size greater than - MB -
B &garder Date within 1 day - )
@ achats online
Search delcon@student.uclouvain.be -
B Archivage
B csfo [J Hasattachment [] Don'tinclude chats
B delcon@student.uclouv... Create filter
B Notes

nersn
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On Thunderbird

You can display the size of the messages by right-clicking on the column bar, then
selecting "Size".

ﬁ‘ [ Mon lus ﬁSuivis @Contacts Qétiquettes @Piécesjointes

ok 0 Sujet o0 | Expéditeur
- Sélectionner des messages re Windows en confirmant les parameétres de votre com...  ®  The Google team
¥ Discussion cy Policy
¥ Suivi {via Google Drive)
v Piéces jointes . A
L s conditions d'utilisation Google
v Lu
v Expéditeur rort for November 2021 Google Business Profile
Destinataire :ssion de votre compte My Sany Sony
Correspondants or new Manifest V2 extensions cws-noreply@google.com
v Statut indésirable 1as been added to your account GitHub
Ri
s le YouTube YouTube
v Date
Statut YouTube

Taille rvice Google

#2 Delete the filtered emails and clean up the conversations

Once filtered, select the emails you wish to delete and simply click "Delete".

In the case of long conversations, to limit the storage of redundant messages, consider
selecting the most recent message and deleting the old ones.

If you use your email locally, clean up the duplicates linked to synchronisation. For local
Outlook, go to "File" > "Tools" > "Clean Mailbox" > "Delete" under "Delete all other versions
of items in your mailbox".

B}

Ma”bOX Settings \}5 You can u.se this tool t.u manage the size of your mailbox.
v ] i . You can find types of items to delete or move, empty the delsted
> Manage the size of your mailbox by emptying Deleted ltems and arc items folder, or you can have Outlook transfer items to an archive

Tools file.
v

View Mailbox Siza..

B ARG GR free of 485 GB

| days Find...

F Mailbox Cleanup. G I.'j) Find items alder than G
< Manage mailbc S )

-
advanced tools. O Find iterns larger than 250 15 kilobytes

help organize your incoming email messages
= added, changed, or removed.

Empty Deleted ltems Folder [__;_! Clicking &utoarchive will mave ald items to the
Permanently delete all items L[=1  archive file on this computer. You can find these

items undler Archive Folders in the folder list,

Autohrchive

in the Deleted ltems folder.
led COM Add-ins

Fl Clean Up Old Items... “g Emptying the deleted items falder permanently Empty

5 that are affecting your Qutlook experience. deletes those items.
Move old items to an e g

Outlook Data File. View Deleted ltems Size...

L.""} Del_ete all alternate versions of items in your Delete
v mailbox.
View Conflicts size..
Close
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#3 Empty the recyling bin

You just deleted numerous emails ; they are now in your deleted items. You can manually
delete it by by right-clicking on the "Deleted Iltems" tab > "Empty folder"

You can also automate this operation with certain providers.

On Outlook, go to "Settings" > "Mail" > "Message handling". In the category "Message
options" > "When signing out’, check the box "Empty my deleted items folder".

Message handling

Message options
Wihen signing out

[=] Empry my deiesed itams folder

Mark as read

Wiew quick ==ttings () Mark displayed items as read as soon as they ra selected

() Mark displayed iteime s read after 5 5

() Mark displayed itams as r {ection changas
() Don't sitomatically mark fiems as saad
Autorratic rplies
I the unread filter
Retention policies
B Always kwep tems unmad unless | explicaly mark them as riad
SIMINE
Groupe .
Read receipts

Chaase how to respond to requests for read receipts.
(W) sk me befora sending a response

() Always send & respoese

On Gmail et Yahoo!Mail, the e-mails in the trash folder or the spam folder are
automatically deleted after 30 days.

Don't hesitate to complete your cleaning by going through the official support of your
mailbox:

e Microsoft Outlook : Clean up your inbox

e Gmail: Delete Gmail messages or restore deleted messages

e Apple Icloud : Delete emails in Mail on iCloud

e Orange: Check free space and delete emails

mmerciale 8/13


https://support.microsoft.com/fr-fr/office/vid%C3%A9o-nettoyer-votre-bo%C3%AEte-de-r%C3%A9ception-2fb652e5-b387-4147-9fff-25f2e32dfda9
https://support.google.com/mail/answer/7401?hl=fr&co=GENIE.Platform=Android
https://support.apple.com/fr-fr/guide/icloud/mm6b1a7ab7/icloud
https://assistance.orange.fr/ordinateurs-peripheriques/depanner/probleme-de-mail/probleme-pour-envoyer-ou-recevoir-un-message-nouvelle-version/mail-orange-nouvelle-version-liberer-de-l-espace-pour-recevoir-et-envoyer-vos-emails_196637-741417
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#4 Limit the amount of unwanted emails you receive

You have subscribed to newsletters but you don't read them? Unsubscribe!

At the bottom of each newsletter, you will find a link "Unsubscribe’, written in lowercase.
(Be careful about the sender and the link you click on).

Pay attention to the page you are taken to, as it is sometimes necessary to fill in a form to
unsubscribe.

If you identify unknown/unwanted senders, you can block them by clicking on the
"Report as SPAM" button.

= M Gmail Q, Search mail
¢« 8 0 = 0 ¢ b ®
l- Compose
we don't like spam inbox x
[J Inbox 2 p

Similarly, if you have not explicitly consented to receive marketing emails from known
recipients, report them as SPAM!

Utlisston Commercide 9/13
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#5 Adopt good pratices

Limit the amount of attachments and the weight of these attachments

Attachments are often the heaviest part of an email. Before sending them, ask yourself if it
is really necessary..

For sending large files or entire folders, it is advised to use a file sending service such as
Swiss transfer ( www.swisstransfercom ) or Tresorit ( send.tresorit.com).
You can then paste the link to your file into your email.

One of the biggest advantages of this solution is that the file is only sent once and you can
delete it later once your email has been processed.

Feel free to reduce the size of your documents, images and videos by compressing them
using tools. source

Limit the number of recipients.

Is it necessary to send a message to all your contacts or your professional group? Before
sending, make sure you only send your email to people who are relevant and have a high
chance of reading and responding to it.

The "reply all" button is therefore not always a good idea.

Did you know?
If you send an email with a 10 MB attachment to a list of 20 people, it will be duplicated
for each recipient, resulting in 200 MB of cumulative storage for a single email!

So make sure you send your email to as few people as possible!

Limit the size of your sighature

Have you ever seen people's signatures with images or logos? Be aware that this practice
has a significant impact on the weight of an e-mail and the addition of images can
increase the weight of an email tenfold, even more so when the conversation is lengthy
and the signature is applied several times!

Your signature with your name and the name of your organisation is more than enough.

Slitiisation Commerciale e 10/13


http://www.swisstransfer.com
https://send.tresorit.com/
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Sort out your inbox
Empty the recycling bin and automate its cleaning
Unsubscribe from unread newsletters

Report unwanted emails as SPAM

[ S R W

Adopt good pratices for sending emails

Congratulations! You've cleaned up your emails!

Go to your settings to measure your impact.

lmelmmesae 1n/13
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3. Go even further

Now that your mailbox is cleaned, do you want it to stay clean all year round? Here are
some tips to help you better manage your emails on the daily.

Favour instantaneous communication: after 3 exchanges by email or for more
complex communications, it is sometimes more efficient to discuss by phone or by
instant messaging

Use RSS feeds instead of newsletters: you add a news feed to your mailbox, and
consult it only when you have the time and inclination. source

Adopt the Zero Inbox method

o Delete messages that don't require any action on your part and are not
worth keeping,

o Forward messages that are not your responsibility to your colleagues or
relatives,

o Respond immediately to messages that require no work on your part and
take no more than 2 minutes to respond to,

o Do what you can handle at the time,

o Archive or postpone messages that require more time, additional
information....

. .. vV_VV_V\ A Al CA h A
on-empreinte-carbone-e-mail-10840/
https:/frstatista.com/statistiques/583905/nombre-d-e-mails-par-jour-dans-le-m

onde--2019/
https:/librairie.ademe.fr/cadic/2351/quide-pratigue-face-cachee-numerigue.pdf

https:.//ourworld.unu.edu/en/a-growing-digital-waste-cloud
https://kevinguerin.fr/fr/mieux-gerer-vos-e-mails

https.//www.orange.be/fr/blog/reduire-empreinte-carbone-mail

Yolaine Floréan - Florent Burcelot - Christelle Buisson - Kevin Guerin
Alexandre Kalatzis - Nathalie Barre - Rémy Marrone
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https://www.journaldunet.fr/web-tech/guide-de-l-entreprise-digitale/1125572-rss-qu-est-ce-que-c-est/
https://fr.freepik.com
https://www.futura-sciences.com/planete/questions-reponses/eco-consommation-empreinte-carbone-e-mail-10840/
https://www.futura-sciences.com/planete/questions-reponses/eco-consommation-empreinte-carbone-e-mail-10840/
https://fr.statista.com/statistiques/583905/nombre-d-e-mails-par-jour-dans-le-monde--2019/
https://fr.statista.com/statistiques/583905/nombre-d-e-mails-par-jour-dans-le-monde--2019/
https://librairie.ademe.fr/cadic/2351/guide-pratique-face-cachee-numerique.pdf?modal=false
https://ourworld.unu.edu/en/a-growing-digital-waste-cloud
https://kevinguerin.fr/fr/mieux-gerer-vos-emails
https://www.orange.be/fr/blog/reduire-empreinte-carbone-mail
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CC-by-nc-sa (Attribution / P 'Utilisation Commerciale / Part ns les mém
conditions)

The CC-by-nc-sa 4.0 licence allows any exploitation of the work (sharing, copying,
reproducing, distributing, communicating, reusing, adapting) by any means, in any format.
All uses of the work or derivative works, except for commercial purposes, are possible.

The obligations related to the license are to :

e to credit the creators of the original works, to indicate the sources and to indicate if
modifications have been made to the works (obligation of attribution);
not to profit (direct gain or commercial gain) from the work or derivative works;
disseminate the new creations under the same conditions (according to the same
licence) as the original work (thus authorising modifications again and prohibiting
commercial uses).

This licence therefore prohibits the new derivations of the derivative work from being
exploited for commercial purposes.

Do you have a question or an idea to improve this guide? Do not hesitate to contact us:
contact@cyberworldcleanupday.fr

And follow us on social networks : f o in

WCUD - France : 75 Rue Leon Gambetta 59000 Lille - www.worldcleanupday.fr
INR : 23 avenue Albert Einstein | BP 33060 - 17031 La Rochelle - www.institutnrorg

st Commercide 13/13


http://creativecommons.org/licenses/by-nc-sa/4.0/deed.fr
http://creativecommons.org/licenses/by-nc-sa/4.0/deed.fr

