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@ OneDrive

1. Please check your storage.

Sign in to your school OneDrive account and select menu below.

- [Setting] > [OneDrive settings] > [More Settings] > [Storage Metrics] > Check storage
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@ OneDrive

2. Please backup your data and delete on Onedrive.
Choose your files on Onedrive, download for backup and delete on Onedrive.
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3. Check your storage.
Go to storage metrics to check if the storage is freed.
You must empty the Recycle bin to get storage space.
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& Outlook

1. Please check your storage.
[Settings] > [General] > [Storage] > Check your email storage
- You can delete all items at once if you click the ‘Empty’ button.
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2. Choose mails and delete them.
- Choose mails in your folder and delete them.
- Please move to ‘Deleted Items’ and empty the folder to get storage space.
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Q Sharepoint

1. Please check your storage.

Click your site > Site contents > Site settings > Storage Metrics > Check your storage.
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2. Backup your data and delete them on Sharepoint.
Choose your files and Click the button “Delete”.
Please move to the Recycle Bin and empty the folder to get storage space.
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