How To Find Your Outlook’s Folder Size

If you receive a warning in Outlook "Your mailbox is over its size limit" from the "System Administrator", and would like a quick way to identify the folders using the most resources, perform the following steps:

1) Right click on Outlook Today – Mailbox – “User Name”
2) Select Properties for "Mailbox – “User Name”
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2) Select the Folder Size button (Folder Size displays the size of the folder and any subfolders you have in Outlook.)
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Outlook will calculate the storage space for each folder in your mailbox. This will give you the ability to identify which folders would be candidates for clean up. 

The Mailbox size limits:

You will receive a warning when your mailbox reaches 20000 KB (20 Megabytes).

You cannot send mail when your mailbox reaches 30000 KB (30 Megabytes).

Note:  1000K = 1 Megabyte 

The inbox below has 33.6 Megabytes of data. Our example below shows the user would not be allowed to continue sending e-mail.
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Check your folder size regularly if you receive large e-mail messages often. 

To find out more about disk space utilization refer to our Disk Space Policy on DON INPO Intranet page. 
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