Archiving GroupWise E-Mail

Specifying an archive location

1. Create a folder in your Home (H:) drive called Archived Emails.
2. From the GroupWise menu, click Tools and select Options.
3. Double-click Environment.

s = 3
% 2
Enwiranment Send Documents

@l G

Security Certificates  Date & Time

Cloge |

4. Click the File Location tab.
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5. Click the folder icon next to the Archive Directory text box.
6. Locate your Archived Emails folder.
7. Click your Archived Emails folder to select it.

[Browse For Folder 2

Select Folder

(] 3% E027766 on "Techsves-siDataiHome’ (H) |
1) applications
123 Archived Email [
(=3
22 BCHS
2 cats
oo
|22 Core Competencies _'J

Folder: | Archived Emal

Make New Folder oK Cancel

£

8. Click OK.
9. Click OK.
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Archiving E-mail Messages
1. Locate the messages to be archived.

= One message: Click the message once.

= A block of messages: Click the first message, then hold down the
Shift key while clicking the last message in the block.

= Several messages not in a block: Hold down the Cir/ key while
clicking each message on/off.

Software Loadsek For new elementary sk 0&) 19006 2:25 PI
Sofbware For new campuses 0620006 9:30 A
Re: Software For new campuses 06/20/06 10:53,
Fwd: Re: Software For new campuses 06/20/06 11:59,
Group'Wise For new elementary campuses  06/21/06 10:07,
Saftware For Mew Schools 06f21/06 11:31,
Fwd: Software For New Schaools 06/21/06 11:38,
new schools 06/21/06 12:461
B Flid: new schools DEJZ1106 1117 Pl |

(A block of messages)

Re: lessons For 1 computer dassroom? 01713/06 9:54 A

Dana Fish Re: Lesson request 02114/06 9:06 &
Pam Albrecht Re: Lesson request 02114/06 9:36 A
Carrie Squyres Re: Lessan reguest 02114/06 12:00 |
Cynthia YWashington Fwd: Requested Students Samples 0z122/06 10:01
Jovyce Stevens Fwd: live broadcast fram Jay? 03107 /06 6;40 Pl

John Hawves Turning Pts Info 03/05/06 9:11 A
Johin Hawves Turning Points 03/03/06 9:19 A4

(Several messages not in a block)

2. From the Groupwise menu, click Actions and select Move to Archive.

3. The messages you selected will “disappear” from the screen. They have
been moved to the archived folder.
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Viewing Archived E-mail Messages

1. From the GroupWise menu, click File and select Open Archive.
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2. The messages that you have archived will appear in the screen.
3. If the messages you archived were in folders prior to being archived, the
folders will appear in the cabinet inside the Archive view.

Searching Archived E-Mail Messages

1. From the GroupWise menu, click File and select Open Archive.
2. From the GroupWise menu, click Tools and select Find.

Note: You must be in the Archived Email view in order to search archived email.
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