
Determining the current amount of space your email box is using 

Step 1) 

Open MS Outlook on your computer 

Step 2) with outlook open right click your mouse on "Mailbox - username" 

 

Step 3) Select "properties" 

 

Step 4)  Select "Folder size" - 

 

Your size is here, this particular 

example is using 318mb of the 

allotted 1gb limit 

your username will be here 


