
How to request more email space 
                 
If you receive an email from HIT about running out of email space or after checking your mailbox size 
(from main Outlook screen, under File), you need to request more space, please see the instructions 
below.  
 

• From your desktop, click on the myHIT shortcut or go to https://myit.hscs.virginia.edu/ 
• Log in with your HS credentials 
• Click on HIT Help Desk – Submit a request for Help 
• Fill out the form (see example below) and click on Submit Request 

o Assistants can do this for DOs if needed – just edit the Request for: option on the right 
 
Please note the questions about cleaning up your mailbox, including deleting your deleted items. 
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