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Displaying Mailbox Size 
 
 

The purpose of this guide is to assist with managing email volume in Outlook by setting up 
individual folders to display the total number of items contained within. This guide supplements 
existing policies, standards and practices related to the management of information in the 
Government of Alberta.  
 
NOTE: This guide is specific to Outlook 2010, but may be relevant to other versions. 
 

Setting Folders to Display Total Contained Items 
Knowing the number of items in a given folder supports prioritizing and assessing the impact of 
mailbox cleanup operations. 
 

Steps 
1. Modifying folders to display the number of items can only be done for one folder at a 

time. It is recommended that the display is altered for the Inbox, Sent Mail and Deleted 
Items folders—be aware, however, that changing the display of the Inbox folder will not 
include emails that have been moved to subfolders. Consider changing the display of 
other folders if they also contain a high number of emails. 

 
2. From the Home tab of Outlook, select Mail (typically located on the lower left side of the 

screen). 
 

 
 

3. Right-click on a folder and select Properties from the menu. 
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4. In the Properties window, click on Show total number of items. After selecting the 
correct display option, click Apply. With the display options successfully applied, click 
OK to close the properties window. 

 

 
 

5. The total number of items contained in the folder (not counting subfolders and their 
contents) will now be displayed next to the folder’s name. 

 

 
 

6. To return the folder back to the default setting of only displaying the number of unread 
messages in a folder, repeat steps 3 and 4 but select Show number of unread items 
instead of Show number of total items. 

 

Things to Remember 
 Individual folders must be modified separately to show the total number of items.  

 Showing the total number of items in a parent folder will not include items in subfolders. 


