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WHAT IS MY CURRENT MAILBOX SIZE
1. Point your cursor to the Mailbox Size button in the lower right corner of your
Groupwise window.

2. A screen tip will pop up. Focus on Space Used:.This amount must be less than
the mailbox size allocations listed below.
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Mailbox sizes will be allocated and enforced as follows:
e Teachers — 250 MB
e Principal/Director Secretaries — 250 MB
e Classified/Auxiliary Staff — 100 MB
e District & Campus Administrators — 500 MB
e Cabinet-level Staff — 4 GB

FIND YOUR LARGEST E-MAIL MESSAGES

1. To display the Mailbox Storage Size window, click the Mailbox Size button located
in the lower right corner of your GroupWise window.

Mailbox Storage Size Information x|
‘You have used 2% of your mailbox starage limit. Once pou have exceeded the starage limit, vou will nat be able to send new
iterns until you either archive or delete some of your existing items.
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Trash B Cunent maibos size: 103 MEB
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& Recaived ltems
' Posted/Diaft items
Size Date | Subject ‘ From | AJ
Eﬂ@ I 57950303 0 1/12/2009 9:34 & End of 1st Semester Procedu  Melda Sandaoval . Archive |
E4 2246750 § 4/27/2009 5:0° FYL, eDiscovery/e-mail A Kelly Smith
1586474 5J8/2009 3:51 P 2009 METT Guide 1st Dry Rur - Adriana Carrilo Delete |
1505916 5/13/2002 1:00 P InsideMorthsideWweekly . 1chn Folks
649666 S5/11§2009 7:29 P FY1, for Cabinet discussion Kelly Smith Stop Huery |
630047 5/5/2009 2:00 Pl Reservation Request Accept MLC_Bldg_F_Conf_Rm
SES445 Si12/2009 4:44 P Aeed powr hedp: E-mail Fitr - Kelly Smith
540877 1/9/2009 3:02 End of Semester Grade ¥ Eric Larson
5i5/2009 4:11 P TEC-01 and AUP agreement | Kelly Smith ;]

2. Select the radio button in front of RECEIVED ITEMS. This will display all the

messages in your inbox.

3.

NOTE: Double-click a message to open it. Once the message is opened you can

save or print it as usual.
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Click the Size Column to sort the items from largest to smallest.




