
Exchange Mailbox Storage Limits 
 
Currently, St. Thomas Exchange users have a 1GB (one gigabyte) storage limit on their 
mailboxes.  
 
 
Checking the mailbox size: 
 

a. With Outlook open and in the Mail view, (ie. 
Mail messages can be seen from any folder) 
right-click  mailbox-username. 
b. Click Folder Size. To understand the units 
please refer to the Unit Conversions section 
later in this document. 

 
 
Mailbox Storage Limit Actions 
 
If a user’s mailbox get’s close to, meets, or exceeds the 
limit then the following actions will occur: 

a. 90% full = .9 GB - Warning is issued 
b. 100% full = 1GB – Send functionality is 

suspended 
c. 120% full = 1.2 GB – Send and receive 

functionality is suspended. 
 
 
Unit Conversions: 
 
The folder size will be given in KB (Kilo Bytes). The following is a conversion from GB 
to KB: 

a. User mailbox limit 1GB = 1024000 KB. 
b. Warning message sent .9 GB = 921600 KB 
c. Ability to send messages suspended when user reaches the mailbox limit. 
d. Ability to send and receive suspended at 1.2 GB = 1228800 KB 

 
 
Recommendations: 
 
To avoid service interruptions it is recommended that users perform regular mailbox 
maintenance included but not limited to: 

a. Cleaning the mailbox (ie. Delete unwanted items and emptying deleted items 
folder.) 

b. Archive email. (More information on how to set up archiving can be found in 
the Auto-Archiving document.)  

c. Check mailbox size regularly. 


