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Move or that are no longer required from OneDrive, including non-university
related files and large files (e.g. videos). Proceed with deleting also of
the OneDrive application.

Check your existing periodically, especially if it is reaching or has exceeded the
limit.

Delete no longer required email communication from your Outlook or move it to an archive
mailbox. Samples of communication with heavy impact of your disk space include

o  Emails with subject
o Received scanned documents from
o  Emails from subscripted distribution lists

Delete the contents of from your Outlook - please note that items in Deleted

folder are automatically removed after thirty days

If you are sending emails to mailing lists with a large number of subscribers, make sure that

any attachments are kept to a . Alternatively, you may upload your documents to your
OneDrive and send a link to them instead.

Sort your mailbox , for easier location, evaluation and possible deletion of
very large emails.

Deleted any no longer required groups.

Utilize the filesender service for sending large documents https://filesender.ucy.ac.cy/ .

Save your on your personal devices or personal cloud space (like
external USB disks/devices, personal OneDrive, GoogleDrive, Dropbox, pCloud, iCloud, iDrive).

Search for the folder in your OneDrive: if it exists, consider
evaluating the contents and deleting what is no longer required.
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Managing your space in Microsoft365
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@ OneDrive
Connect to OneDrive on the web with your Evaluate your actual disk usage and actual need
account and check your usage status by clicking of your documents:

settings 8'3‘3, OneDrive Settings, More Settings,
Storage Metrics.

Select the various folders and observe the space
used. Delete any unnecessary files and proceed
with emptying the recycle bin when you are

done.
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Connect to Outlook on the web with your N\

account and check your usage status by clicking
..., settings @, general, storage:

Manage storage

Emptying contents from a folder will help free up space. ltems will
@ be permanently deleted.
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For further assistance please contact the Service Desk

Email: servicedesk@ucy.ac.cy Phone: 22 89 22 22
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