There are two ways to check your available mailbox space.

The first way is to click on the top left hand corner on File.
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Automatic Replies (Out of Office)

ﬁg Use automatic replies to notify others that you are out of office, on
. vacation, or not available to respond to e-mail messages.

Automatic
Replies
Mailbox Cleanup
= S Manage the size of your mailbox by emptying Deleted Items and
archiving.

Cleanup
Tools ~ i ‘

228 MB free of 245 MB ‘—

N Rules and Alerts
<f i) Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules removed.
& Alerts

The Mailbox Cleanup will show you how much space you have remaining in your mailbox.



The second way to view the available space in your mailbox is in the Outlook status bar. In order to get
the Customize Status Bar, please right click on the bottom bar of Outlook.
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Click on Quota Information. This will display your free space in the lower left corner of the application.







