
Mailbox Size Limits 

Penn State Hershey does not limit the size of your mailbox or enforce any mailbox 

quotas. The current retention policy is to retain all email. During the initial e-mail 

migration, e-mails from March 6, 2010 or newer were migrated into Outlook. All 

GroupWise data has been migrated to Exchange.  

If you are interested in cleaning up a large mailbox, you can use the Mailbox Cleanup tool. 

1. Click on the File tab at the top of your Outlook client and then click on 

the Mailbox Cleanup button and choose Mailbox Cleanup from the drop down 

options. 

 

 

2. A new window will open as in the below.  Click on the top button that reads View 

Mailbox Size. 



 

 

3. This will open up a descriptive window showing your mailbox size along with each 

folder and all of their sizes.  At the top of the window it shows the Total size. 



 

 

4. Click on the Close button on both windows to exit out of this information. 


