Enterprise Email
Pre-Migration Step 3A
Check the Size of Your Mailbox

To ensure the email account migrates properly the mailbox size will need to be reduced
to 50MB (megabytes) or less. This limit only applies to the migration period. After
migration the mailbox will have access to 4GB (gigabytes) of email storage. That’s over
4,000MB. This guide will explain how to find the current size of the mailbox.

1. Open Outlook. Right click on the mailbox which is labeled “Mailbox — your
name” then select Properties.
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2. The Properties window will open. Click the Folder Size button. A Folder Size
window will open.

Outlock Today - [Mailbox - Harris, James W Mr CIV USA] Pr... [ ® |22 |

General |HumE Page I Permissions

@ Mailbox - Harris, James W Mr CIV USA

Type: Folder containing Mail and Post Ttems
Location: Microsoft Office Outlook

Description:

@) Show number of unread items
() show total number of items

When posting to this folder, use: | IPM.Post [=]

Automatically generate Microsoft Exchange views

— | Eolder Size.
Upgrade to Color Categories. ..

3. Find the entry labeled “Total size (including subfolders)”. For the mailbox to
migrate properly this number will need to be 50,000KB (kilobytes) or lower. Click
the Close button to close the Folder Size window. Click OK to close the
Properties window.

-

Folder Size EES
Server Data
Folder Mame: Mailbox - Harris, James W Mr C
Size (without subfolders): 0KB
—) Total size (induding subfolders): 114601 KE <
Subfolder Size Total Size *
Calendar 2093 KB 9093 KB |-E |
Contacts 7KE 7KB
Contacts 220 KB 220 KB
Deleted Items 24KB 24 KB
Drafts 0KB 0 KB
Drafts 0KB 0 KB
Inbox 3300 KB 3300 KB
Journal 0 KB oK T
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4. This concludes Step 3A, Check the Size of Your Mailbox. Continue with Step 3B.
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