Check You Folder Size in Outlook XP

Open Outlook XP

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

Mailbox - Scott Fritz Pro, i b

General |HDIT|E Page I Permissions I

@ IMaiII:uc:x - Scott Fritz

Type: Folder containing Mail and Paost Ikems

Location:  Microsaft Quklook,

Descripkion:

| Wehen posting ko this Folder, use: |Post j

¥ automatically generate Microsoft Exchange views

Folder Size... | Advanced. .. |
ok | Cancel | Apply Help |
Click on Folder Size...

Folder Mame: Mailbos: - Scott Fritz
Size (without subfolders): 0 KB
Total size {including subfolders): GRATS KE

Subfolder Size Tokal Size | -
\InfFected 0 KB 0KE —
Calendar Z1SKE ZI5 KB
Cantacks 43 KB 13 KB
csc4399 1264 KB 1264 KE
DELETED 1 kB 4 KB
Deleted Ikems 34 KB 34 KB
Drafts 672 kB 672 KB
Inbox 951 KB 986 KB LI

Close




You will notice the Total Size. Everybody is given 100 meg of space on the Exchange
Server. When you get near 100000KB 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.

Type a que

- Baa.

rward | =5 SendiReceive | ZFind % Type acontact tofind (= | [2) |

x ¢ O % | 8| From Subject Received T
| |

itz] | %] To: (none) {2 items, 2 unread)
=l To: CAMPUS WIDE (12 items, 8 unread)

B Timothy Kennedy Chapel Tue 2/22/2005 9:19 AM
] Kaye Dowell Sympathy Tue 2/22[2005 3:33 AM

i | Kaye Dowell Tue 2/22,/2005 8:26 AM
¥ Erin McClure Fight the Fat Program Mon 2,/21,;2005 3:30 PM
] Jim Cuinnett McMurry Student Ad Club on 2/21)2005 1:14 PM

B4 O Terry Ergish Biology candidate Mon 2/21/2005 9:40 AM
] Rich Brozovic Skudent &chisvements P

Open Selected Items

catherine clarke Easter Egg Hunt for Faculty Kids Fri2/18,/2005 1:58 PM
¥ | Roger Russell [%] /USA] News: > Love Softens Men, &5 Brint... Fri 2/18,/2005 8:46 AM
L i 5 =
' Barbara Havard Time Sheets Due WF Forward Ttems Fri 2/18,/2005 8:01 AM
e Erin McClure Fight the fat winners Thu 2/17,/2005 4:26 PM
&  (§ GarvEllison MecMurry Uniy & Categaries. .. 5 2:40 AM
=l To : CAMPUS WIDE; FACULTY (1 item, 1 unread) Mark a5 Read

BA Brad Diler Gypsy Ted Block Show
| To : CAMPUS WIDE; Ron Holmes; amycarlton@americansouthwestconf,org; ascst
=l To: CAMPUS WIDE; student wide {2 items, Z unread) Delete
A Yanessa Roberts Black History Month Chapel Service Ea Mowe to Falder .. Mon 2/21,/2005 2:41 PM
b Yanessa Roberts Black History Month Chapel Service ——+«—— | Fri 2/18,/2005 3:49 PM
#| To: fritzs@mail.mcm.edu {13 items, 12 unread)
#| To: isn@attrition.org (86 items, 78 unread)

=l To: student wide; CAMPUS WIDE; FACULTY (1 item, 1 unread)
¥ Brad Diler block show update! Mon 2,/21,/2005 11:57 AM

Figure 3.

Fri 2/18/2005 8:05 AM

Mark as Unread ; ;
e llasnews.cam'’y (kmorris@star-telegranm.com

X K L

Right click and choose Move to Folder

Choose the folder you wish to move the messages to.



Click OK

Maove the selected items ta the Folder;

----- 121 Point Cast Info
+-5E1 read (21)
----- 5 Sent

5131 Sent Items

=4 Misc, Day ko Day Stuff & oK |
=45 2005
L E-5E Feb Cancel |
H-5EY Grants gty
----- Maotes
-3, Outho

Figure 4.




