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Exchange Mailbox Limits

The Learning Center

Because the Exchange servers are not of unlimited size, there are limits upon the total volume of mail
you can store in your mailbox on the server.

If you have a high number of messages in your mailbox, or a lot of messages with large attachments,
you may need to manually archive some of your folders, to reduce the volume of messages on the
server.

Notification

If your mailbox exceeds the size limit, you will receive an e-mail message prompting you to reduce the
size of your mailbox.

From: Microsoft Exchange
Subject: Your mailbox is becoming too large
Importance: High

Your mailbox is becoming too large. The current size is 770 MB.

Please reduce your mailbox size. Delete items that you don't need from your mailbox and empty your Deleted
Items folder.

Sent by Microsoft Exchange Server 2007

Reducing the Size of Your Mailbox
There are three things you can do to reduce the size of your mailbox on the Exchange server.

1. You can save large attachments to your hard drive and then delete those messages from your
mailbox.

2. You can archive your entire mailbox for a time period shorter than four months.

3. You can archive specific folders for a time period shorter than four months.
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Checking the size of your mailbox will allow you to see which folders contain the largest volume of
messages. You can then delete specific messages from this folder, or archive the folder.

To Check the Size of Your Mailbox

1. Inthe Mail view of Outlook, right click on your
Mailbox. From the drop down menu, select
Properties for “Mailbox — UserName...”.

2. Select the General tab.
3. Click the Folder Size button.
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4. Select the Server Data tab.
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Manually Archiving Items

You can manually archive your mailbox for a time period shorter than four months, or you can select
specific folders to archive for a period of time shorter than four months.

To Manually Archive Mailbox Subfolders
1. From the menu choose File and then Archive.
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6. Inthe drop down box beside Archive items older
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9. If needed, select other folders to archive.
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If you would like more information about other Learning Center workshops, please or visit our
website at http://www.hsc.wvu.edu/its/LC or call the Learning Center at 293-3631 ext 5.
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