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How much space are my email folders using?

At some time you may need to know how much storage space your email account is using and also be able to see
how much email is stored in each of your email folders.

These instructions are designed for Outlook 2007. If you are using a different version of Outlook, please contact
our office for further assistance.

1. Open Outlook 2007 on your computer.
2. Click on “Tools” to open the Tools Menu.
3. Click on the option “Mailbox Cleanup” to open the Mailbox Cleanup window.

You may need to expand the Tools Menu to find this option.
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4. In the Mailbox Cleanup window, click on the button labeled “View Mailbox Size...”
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5. After clicking on the “View Mailbox Size...” button you should see another window labeled “Folder
Size”. This window will show you all of the email folders in your Mailbox.

If you have access to multiple email accounts, check the Folder Name to ensure that you are
viewing the storage statistics for the correct email account.

Folder 5ize
Server Daka
Folder Mame: Mailbioy - Chau, Josephine
Size (without subfolders): QKB
Tatal size {including subfalders): 126777 KB
Subfalder Size Taokal Size
Calendar 1913 KB 1913 KB
Contacks 25 KB 25 KB
Deleted Ikems 761 KB 761 KB
Dirafts 651 KB 651 KB
Inbox 5271 KB 99571 KB
Inboxco-wiorker 6 KB Z393 KB
Inboxco-workerGeorge 19 KE 19 KE
Inbox\co-worker Kevin 616 KB 616 KB
Inboxco-workeriPaul 418 KB 418 KB
Trhox ro-wnrker Skenhen 1355 KR 1333kR ¥

QUESTIONS?

If you require further assistance finding out how much space your email folders are using in Outlook
2007, please contact the IT Help Desk at 410-706-HELP (8:00 a.m. - 5:00 p.m.) or send e-mail to
help@umaryland.edu
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