] @ VALFO GroupWise: Archiving

Why Archive?

There are good reasons to archive items in GroupWise:

e It saves network space; the mailbox quota for students is 250MB
and 500MB for faculty and staff.

e It organizes all categories of items from the Mailbox, Calendar,
Tasks, etc.
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Archiving an Item
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e In the File menu click on Open Archive. Open Archive
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e A checkmark will appear next to Open Archive and
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GroupWise will be in Archive Mode. ;T:::I.Isopsnmp.“
e To exit Archive Mode return to the File menu and click ropertns T
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¢ Notice the checkmark disappears: GroupWise is now S0
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