How to Check your Mailbox Size
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Right-click on your Outlook Today or Mailbox folder and
choose Properties for Mailbox.
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Tvpe: Folder containing Mail and Post Ttems
Locakion:  Microsoft Office Outlaok

Descripkion:

On the General tab, click on the Folder Size button.

(%) show number of unread items
() Show total number of ikems

When posting to this folder, use: | IPM.Post w

Automatically generate Microsoft Exchange wiews
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A dialog box will appear displaying your Size (without subfolders): 0 KB
total mailbox size. Tatal size {including subfolders):
Each sub folder is also listed for you to Subfolder Size Total Size | &
determine where the bulk of your mail is. InboxiOrders 31 KB 31 KB
Inbox\Personal 342 KB 342 KB
Journal akE )]
Junik. E-rnail akE )]
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Note: Folder sizes are displayed in K or gutboxt_ oK oo
- - - uaranting
Kilobytes, 10000K is approximately 10 Sent Ttems 7874 KB 7874 KB
MB or megabytes. Tasks 19K 19K8 S
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