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How to Determine Amount of Storage Used in Office 365

https://campus.barracuda.com/doc/78153953/

Office 365 Exchange Online

Use the following steps to determine the amount of storage used in Office 365 Exchange Online:

1. Log in to your Office 365 environment as administrator, and select Admin > Reports:
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2. In the Mail section, click Mailbox Usage:

3. In the Mailbox usage graph, click the Total number of users column:
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Mailbox usage

sShows the number of total number of mailboxes, mailboxes exceeding their storage quota, and mailboxes using less than 25% of their storage limit

a

Tota Exceeds storage limit Uses < 25% of srorage limit

4. The list of users displays; click download csv file to download the list to your local system as a
.csv file:

You can download this list as a comma-separated values file:|download csv file. |If you have more than 2,000 records and want to download the

entire list, follow the instructions found at Use Windows Powershell to create reports in Office 365,
Date User name Capacity [KB) Space used (KB) Percentage used (%) |ssue warning quota (KB}
1/6/2016 12:00 AM slubahn 52428800 3T1234 0 51380224
1/6/2016 12:00 AM chayes 52428800 219870 0 51380224
1/6/2016 12:00 AM nWagner 52428800 222222 0 51380224
1/6/2016 12:00 AM chanks 52423800 385833 i] 51380224
1/6/2016 12:00 &AM thale 52428800 339668 i 51380224

5. Navigate to and open the downloaded .csv file in Microsoft Excel.
6. create a formula in Excel to calculate the sum of the Space used (KB) column:
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07 b j =SUM{D2:D6)

A E C D E F
1 Date User name Capacity (KB) Space used (KB) Percentage used (%) Issue warning quota (KB)
2 | 1/6/2016 0:00 slubahn 52428800 371234 o 51380224
3 | 1/6/2016 0:00 chayes 52428800 219870 o 51380224
4 1/6/2016 0:00 rwagner 52428800 222222 o 51380224
5 | 1/6/2016 0:00 sbanks 52428800 385883 1} 51380224
& | 1/6/2016 0:00 thale 52428800 339668 0 51380224
7| 1538877

A
7. Convert the sum from KB to either GB or TB depending on your preference. This amount is the
total storage used by each end-user mailbox.

Office 365 OneDrive for Business

Use the following steps to determine the amount of storage used in Office 365 OneDrive for Business:

1. Log in to your Office 365 environment as administrator, and select Admin > Reports:

Office 365 admin center

search users, admin tasks ar p

AP |
CONTALTS
SHARED MAILBOXE

------

MEETIMNG ROOMS

p SERVICE SETTINGS
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2. In the OneDrive for Business section, click OneDrive for Business storage:
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3. The OneDrive for Business storage graphs display the amount of storage used in MB for a
12-, 24-, or 52-week, period:

- i pem (=] e oo o
OneDrive for Business storage

Aggregated data by: | Weekly ¥ 12 weeks 24 weeks 52 weeks

10/24/2015

OneDrive for Business storage used (ME): 298

o 015 201 1 31121 3N 3 15 3 1 0
Date OneDrive for Business storage used (ME)
9/2016 298
2/2016 298
19 N R B 288
T 298
203
27572015 2

SharePoint Online

1. Log in to your Office 365 environment as administrator, and go to the SharePoint admin center.
2. In the left pane click site collections.

3. In the Site Collections table, review Percent Used:
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