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To verify the storage in your OneDrive - LMETB, sign in to Office 365, using your staff email
account and then check the Storage Metrics page, where a bar in the upper-right corner
shows how much space is in use and how much is available. There are 2 methods,
depending on which way you are set up. The first is if you have a local OneDrive folder

downloaded, the second is how to do it through Office 365

Site Settings » Storage Metrics

= S|te Collectlon 645011.66 MB free of 1048576.00 MSE—D
L%y

(Page 1/ 1)

Type Name Total Sized 9% of Parent % of Site Quota Last Modified
Documents 14GB 6043 % . 0.13 % . 6/29/2014 4:15 PM
Archive 9039 MB  39.49 % . 0.09 % . 11/25/2013 1:16 PM
_catalogs 13me 00s% [ 000% [ 6272014 1:35 M

If you have a local OneDrive folder installed on your device
If you have the OneDrive for Business sync client installed on your PC, right-click the
program’s icon in the notifications area at the right side of the taskbar and click Manage

Storage on the shortcut menu.
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http://support.microsoft.com/kb/2903984

That opens the dialog box shown here:

o Microsoft OneDrive for Business

Manage Storage

View OneDrive for Business storage
Se& how mudh space your Tiles are using.

Open Onelrive for Business Recycle Bin
Remove Tiles you no longer need 1o frée up space,

Click View OneDrive for Business Storage to go directly to the Storage Metrics page.

If you access your OneDrive through the Imetb.ie website, follow these steps:

1. Sign in to Office365 using your Imetb.ie credentials.

2. Click OneDrive in the blue navigation bar at the top of the page. That takes you to your

OneDrive for Business page, OneDrive - LMETB.
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3. Click the gear icon in the upper-right corner and choose Site Settings.
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4. On the Site Settings page, under the Site Collection Administration heading (near the

bottom of the second column), click Storage Metrics.
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4. On the Storage Metrics page, the amount of allocated storage and the amount of storage
available to use is displayed.
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Apps Type Name Total Sized % of Parent % of Site Quota Last Modified

# EDITLINKS Documents 11GB  9954% _ 010% . 4/12/2016 8:20 AM
Site Assets 26 MB 0.24% . 0.00 % . 3/14/2016 5:59 AM
_catalogs 18MB  017% . 0.00% . 4£12/2016 8:05 AM
Lists 1201 KB 0.01% . 0.00 % . 2/3/2014 8:25 AM
Form Templates seeke oot [ oo i 3/2/2015 10:50 AM
Personal Documents 741KB 0.01% . 0.00 % . 3/9/2015 10:50 AM
Shared Documents 741KB 0.01% . 0.00 % . 3/9/2015 10:50 AM
Style Library 58.7 KB 0.01% . 0.00 % . 9/3/2013 8:43 AM
shared Pictures 56.5 KB 0.01% . 0.00 % . 2/3/2014 8:25 AM

Contact David O’ Connor

If you have any queries please contact me

David O' Connor | IT Trainer | LMETB | Email: doconnor@Imetb.ie
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