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If you receive a "quota error warning" message you may have to delete old messages to make space for new ones. 
For the most effective results it's best to find and delete large messages. The quota setting is on your whole mailbox, 
not just your inbox, so it's important to make sure that you don't just check the inbox.

This process will work for both Notes and Web Access (browser). The screen shots in this document will show both 
options. First (left or top) is the Notes R6, second (right or bottom) is Domino Web Access 6. Notes/iNotes R5 will not 
exactly match the pictures.

1. Open your mailbox
2. Open the "all documents" view by clicking on "all documents":

3. Click on the "size" column title to sort the largest messages to the top



4. Message size is in listed bytes. You have a maximum 200,000,000 bytes of storage available in your mailbox; any 
more and you will stop receiving mail. If you are storing more than 150,000,000 bytes you will receive warning 
messages. Starting with the biggest message and working down to the messages around 1,000,000 bytes, review and 
delete enough messages to make space for new incoming mail. The "quota error message" will tell you how many 
bytes you need to delete to stop the errors.

5. Open the "trash" folder

6. Click the "empty trash" button to clear the trash.


