Check the size of your Mailbox
1. Open “Microsoft Outlook”.
2. Right Click on “Mailbox – Your name”, this will be in the left hand window above calendar.
3. Select “Properties for Mailbox – Your name”.
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4. Left click on “Folder size”.
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5. A properties window will appear detailing the size of the files/folders within your Mailbox. The total size being the most important, highlighted in yellow.
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IT Services suggests that users should be able to work with a Mailbox of no more than 1000000KB ( 1GB max).

