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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. 

 
4. Click the File Location tab. 

 
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. 

 
8. Click OK. 
9. Click OK. 

Archiving GroupWise E-Mail
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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 Ctrl key while 

clicking each message on/off.  

(A block of messages) 

 

(Several messages not in a block) 
 

2. From the 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. 

 
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 
 

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

 
Note that you must be in the Archived Email view in order to search archived 
email. 


