Checking Available Storage in OneDrive

Overview

This article explains how to check the available, or remaining, storage within your OneDrive. The
article will also help you identify the largest files in your OneDrive so that you can review them
and clean them up as needed.

Checking Storage Using the Web

You can check your OneDrive storage on the web by logging in via https://livenmmuac-
my.sharepoint.com/

Once logged in, in the bottom left-hand corner, you’ll be able to see how much space that
you’re currently using
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Your navigation pane will need to be expanded -
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Checking Storage Using the OneDrive Sync Client

You can also check your OneDrive storage via the OneDrive sync client. To do so, locate the
OneDrive icon in your system tray (bottom right-hand corner of your screen on Windows, top
right-hand corner of your screen on Mac)
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https://livenmmuac-my.sharepoint.com/
https://livenmmuac-my.sharepoint.com/

Right-click on the OneDrive icon and select Settings

# OneDrive - Nelson Mandela University E{:B

@ Your files are synced

81 Settings

Send feedback

%

Get help

Pause syncing

X @ B

Quit OneDrive

On the settings page, in the bottom left-hand corner, you’ll be able to see how much space that
you’re currently using —

Storage

13.7 GB used of 100 GE (13%)

Manage storage

Identifying Large Files in Your OneDrive

To help you identify the largest files in your OneDrive that are taking up the most space, you can
go the following URL: https://livenmmuac-my.sharepoint.com/largestfiles

From there, you’ll be able to see your files, largest to smallest and can download or delete files
that you no longer need to free up space. Once a file is deleted, it will sit in your recycle bin for
30 days, so if you need to free up space more quickly, you can empty your recycle bin by clicking
the link at the top of the page -

La rgest files in your OneDrive To free up space, download and delete files you don't need, and empty you r recycle bin.

Delete files or folders in OneDrive

For more information on how to delete files and folders in OneDrive, please refer this Microsoft
article: Delete files or folders in OneDrive - Microsoft Support



https://livenmmuac-my.sharepoint.com/largestfiles
https://support.microsoft.com/en-us/office/delete-files-or-folders-in-onedrive-21fe345a-e488-4fa7-932b-f053c1bebe8a

Copyright Policy

All users must observe and apply the university copyright policy and the Copyright Acts of the
government. It should be specifically noted that software piracy is a criminal offense.
Additionally, all movies, series, and music must be removed from OneDrive, as sharing or
storing such content without proper rights may violate copyright laws.

Reviewing Teams Meeting Recordings

If you record a lot of Teams Meetings, these meeting recordings get stored in your OneDrive.
Teams meeting recordings typically take up a lot of space, it is good practice to occasionally
review these and clean them up if they are no longer needed. You can find your Teams Meeting
recordings in your OneDrive > Recordings folder.

More information can be found here -

Delete a meeting recording in Microsoft Teams - Microsoft Support


https://support.microsoft.com/en-us/office/delete-a-meeting-recording-in-microsoft-teams-b1ff8102-72da-4a6c-9979-d03a55d9b65d

