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Query OneDrive Storage Space
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Bl Outlook 3
Word Excel
@ Poweroint [P OneNote
B sharepoint B Teams

1. Please login Microsoft 365

N

3. Select OneDrive in the
application area

Click on the top left corne :::

OneDrive

More Settings

[} Notifications

[  More Settings 6

Manage access

Access requests and Invitations
Site collection administrators
Manage guest expiration

Run shanng repaort

Region and Language
Regional settings

Language settings

Features and storage

Site collection features

< §4’P o]

Settings X

OneDrive settings 5
Restore your Unelrive

Get the OneDrive apps
Sync this OneDrive

4. Click on the geariconin the

upperright corner
5. Select " OneDrive settings "

8

1023.60 GB free of 1024.00 GB [

6. Click on "More settings"

Click on "Storage metrics”

8. Yourusage space will be
displayedin the upper right
corner

~


https://portal.office.com/
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Query Outlook ( Standalone Version ) Storage Space

1. Enable Microsoft Outlook, Click [File]

2. Click [Info]

3. You can see the mailbox usage space

1 File m
= &

Email [tems ~

Mew

Send / Receive Folder View Help
S lgnaore m r\ﬂ r\ﬂ |‘:_/| @Meeting
IES Clean Up ~ E éJ <é) — Loaim ~
%Junk* All rf“g Mare ~

Delete Archive Reply Reply Forward

Delete Respond

|_|-|_| Infa

Open & Export

Save As

Save Attachments

Print

Account Information

Microsoft Exchange

—I— Add Account

p Account Settings
EEH

Change settings for this account or set up more connections,

Account ®  Access this account on the web,
Settings ~ ) .
https:/foutlook.office3b5.com/owa/mail.yzu.edu.tw/
= Get the Outlook app for i05 or Android.
|] Automatic Replies (Out of Office)

= Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.

Replies

Mailbox Settings

55

Tools

e

¢ by ernptving Deleted ltems and archiving,
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Query Outlook ( Webmail ) Storage Space

Z 1 | Microsoft 365 | >

App
3| E Outlook | ‘ OneDrive

Please log in Microsoft 365

Click on the top left corner :::
Select Outlook in the application area

> w e

Click on the gear icon in the upper
right corner

T word x e 5. Click [General]
Click [Storage]
m PowerPoint m OneMote .
7. You can see the mailbox usage space

Settings Language and time Storage

Q. Search settings Rppeaeies You have 49.50 GB of email storage with this account which includes attachments and

5 Notifications

messages across all folders.

9 Mail

| & General 7
Categories I 0.63 GB used of 49.50 GB (1.0%) |

_ Accessibility
Calendar fInbox 0 Deleted Items B Sent Items

Mobile devices
&2 People

Distribution groups Manage storage

I Storage Emptying contents from a folder will help free up space. Items will be permanently

deleted.

Privacy and data

Search Deleted Items

W 76697 KB used 1 Messages W Empty v

Inbox
E o
& 63847 MB used 1,340 Messages W Empty -



https://portal.office.com/
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Query SharePoint Storage Space

Please log in Microsoft 365

2 1 ‘ Microsoft 365\ ~

App

Click on the top left corner :::
Select SharePoint in the application area

> w e

R Outlook @ OneDiive Select the Teams team or SharePoint site

Word m Excel

you want to inquire about

il + Build a website + Create news article
® Following Frequently used websites 4
g D [ ] Iy

z =3

i g
b IR0 LIATARNLIRCTE e i (IFTEETEETI | O
E group
You are not following any sites

@ Following a website makes it easier for Y]

you to find it. Just click the star icon on
any website to start following it.

R



https://portal.office.com/
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5 X

settings

Microsoft 365

Add new page

Add new application
Website content

Website information 6

Website permissions

Apply website template
Website usage

Website performance
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Website information X

@ Your website logo is now under [Change]
appearance.

View all site settings 7

1] Delete website

Website collection management
Resource recycling bin

Search result source

Search result type

Search query rules

Search structure description

Search settings

Search settings import

Search settings export

Website collection function

Site hierarchy

Site collection audit settings

Portal connection

Site collection application permissions

storage index | 8
blishing

HTML field security
Site collection status check
Website collection upgrade

9

958.80 GE °I & + £ 1000.00 GE I |

5. lick on the gear icon in the top
right corner.

6. Select [ Website information]

7. Select [View all site settings]

8. Select [storage index]

9. Your usage space will be displayed in
the top right corner.

=® Microsoft 365



