Guide on how to Mass Delete Spam Emails: Exchange admin center
1. Open Exchange Admin Center and go to Message Trace .
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2. StartaTrace with the parameters set as necessary, in this example they were all
from one email address jbalta@...

iome > Message trace

Message trace

(©) The e Message Trce o vaioble i e on by ot
Defaultqueries  Custom Autosaved queries  Downloadable reports

ed queries used to track the flow of email in your organization.

Name. Detats

Messages sent from my primary domain in the last day Summary report, Last 1 day(s), Sender: *@transchicag : Time range (UTC)
Messages received by my primary domain in the last day Summary report, Last 1 day(s), Sender: Al Recpient: *@transchicago.com Time rone
() Coordinated Universal Time
Messages pending delivery to users in my organization Summary report, Last 2 day(s), Pend : All Reci nschicago.com
Start dato
All quarantined messages for the last 7 days Summary report, Last 7 day(s), Quarantined, Sender: Al Recipient: All b

Al failed messages for the last 7 days Summary report, Last 7 dayls), Failed, Sender: All, Recipient: All
Detailed search aptions

3. Once the messages are traced select all and then select View in Explorer

Message trace sea

© T new Messoge T

Export results Edit message trace () Refres! View in Explorer 31 items Customize columns: Filter 31 selected X Find related

Date (UTC) | Sender Redipient Subject Status
1/16/2026, 7:10 PM jbalta @compasst : vmartinez icago.com Re: John Balta Sr shared "Compass Truck Sales" with you Delivered
1/16/2026, 7:06 PM jbalta @compasst = jkempka@transchicago.com d Quarantined
1/16/2026, 7:06 PM jbalta @compasst : shorewoodservice@transchicago.com Delivered

1/16/2026, 7:06 PM jbalta @compasst = amerecith@ran: o d r Delivered

1/16/2026, 7:06 PM jbalta @compasst . aparamo@transchicago.com Delivered

1/16/2026, 7:06 PM jbalta @compasst = bbuciojr@transchicago.com d r Delivered
1/16/2026, 7:06 PM jbalta @compasst : @transchicago.com Delivered
1/16/2026, 7:06 PM jbalta @compasst = dbucio@transchicago.com d r Delivered
1/16/2026, 7:06 PM jbalta @compasst : @ agocor Delivered
1/16/2026, 7:06 PM jbalta @compasst = jbednarz@transchicago.com d r Delivered
1/16/2026, 7:06 PM jbalta @compasst : landriulis @transchicago.com Delivered

1/16/2026, 7:06 PM jbalta @compasst = Hijerina@transchicago.com d r Delivered

1/16/2026, 7:06 PM jbalta @compasst : mczapla@transchicago.com Delivered


mailto:jbalta@...

4. This will open the security and compliance center, again select all the messages

and then select Take Action
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5. Finally Select to Move or Delete and move it to either junk, deleted, etc.
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about email selection types and actionable versus not actionable email to find out what can be done with messages in this set.
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