Check Your Folder Size in Outlook 2003
Open Outlook 2003

Right click on the very first folder. Most likely it is labeled with your name.

Inbox Properties x|

Administration I Farms I Permissions I Synchronization I
zeneral | Home Page I Autofrchive

Tvpe: Folder containing Mail and Post Ikems
Location:  Jason Tardiff

Description:

¥ show number of unread items

™ Show total number of items

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

W automatically generate Microsoft Exchange views

Eolder Size. .. |

O I Cancel Sppli

Click Folder Size

Folder Size x|

Server Daka |

Folder Mame: Jason Tardiff

Size (without subfolders): 0KB

Total size (including subfolders): 17665 KB
Subfaolder | Size Total Size | -
Calendar 148 KB 411 KB
CalendariLectionary 250 KB 250 KB
CalendartSoftware Updates 7KEB 7KE &
Calendar)Student Worker Ca. .. A KB 6 KR
Conkacks 49 KB 121 KB
Contacks\Former Skudent W, ., 25 KB 25 KB
Contacks\MCM Contacts 16 KB 16 KB
Contacts\Other Contacts 23 KB 23 KB
Contacts\PiPhi S kKB S KB
Deleted Ttems 4 KB 4k8 7|




You will notice the Total Size. Everybody is given 100 meg of space on the Exchange
Server. When you get near 100000 KB you need to clean out your deleted items, sent
items etc. You can also move the email you wish to keep to a Personal Folder.

Move Email to Personal Folders

Highlight the email(s) you wish to move.
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Right click and choose Move to Folder

Choose the Folder you wished to be the destination.

Mowve the selected items ko the Folder:
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Click OK
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