Checking your Mailbox Size
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Once you have opened your Outlook client, you should see Mailbox-Lastname, Firstname in the Mail
Folders section.
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Right click and select Properties for Mailbox from the menu.
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that it is highlighted
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Open
Open in New Window

Bename "Mailbox - Kraus, Brian"...

Mew Folder...

Add to Favorite Folders
Process All Marked Headers
Process Marked Headers
Open Other Folder

Close "Mailbox - Kraus, Brian"

Change Sharing Permissions...

Properties for "Mailbox - Kraus, Brian"...
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The Outlook Today window should appear.



Outlook Today - [Mailbox - Kraus, Brian] Properties |2 e
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aged Type: Folder containing Mail and Post Items

Location: Microsoft Office Outlook
mi' Description:

@ Show number of unread items
(") Show total number of items

When posting to this folder, use: iIPM.Post |

Automatically generate Microsoft Exchange views

| Upgrade to Color Categories... |

Make sure that you are viewing the General tab and click on Folder Size.
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Local Data I Server Data

Folder Name: Mailbox - Kraus, Brian

Size (without subfolders): 0KB

Total size (including subfolders): —k 156614 KB
Subfolder Size Total Size *
Calendar 20301KB 20301KB |
Contacts 79KB 79KB |7
Deleted Items 108383 KB 108389 KB —
Drafts 3145KB 3145KB
Inbox 9 KB 573 KB
Inbox\folder 564 KB 564 KB
Journal 0KB 0KB
Junk E-mail 0KB oKB T
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The total size of your mailbox will show up in KB. Your mailbox size limit is 500,000 KB. This window
also provides a breakdown so that you can see where the most space is being used.



