
Archiving GroupWise Messages ( Windows Users ): 

Archiving messages is much simpler and faster with the “Check Mailbox Size” option. All 

messages regardless of which folders they are in are displayed in either the Received or Sent 

Items view. Without having to go into each folder individually, you can archive or delete them 

here. However, messages deleted here are NOT recoverable, so proceed with caution. 

 Login to our Novell network if you have not and start GroupWise client 

 Click Tools 

 Select Check Mailbox Size to display Mailbox Storage Size Information dialog 

 



 

To Act on Messages Larger than 50,000,000 bytes (about 48 Megabytes): 

1. Under View click Received Items to display its contents. 

2. Click on column header ( Size ) to sort it by size, click again to reverse the sort order 

3. To see the contents of a message, double click on it. Messages/ attachments several 

megabytes in size may take a few minutes to open.   

4. Important attachments should be saved outside your mailbox such as your H: drive or 

locally on your computer.  Be aware that messages/ attachments larger than 50,000,000 

bytes ( about 48 Megabytes ) will be deleted when GroupWise Housekeeping runs. 

5. To save an attachment, right click on it and select Save As and then browse to the 

location for saving. 

6. Warning: Any message deleted here is not recoverable. DO NOT delete until you 

have saved it or certain that it is not needed! 

7. To delete a message, highlight it and then click Delete.  

8. Repeat steps 1 through 8, but for step 1 click Sent Items instead.  

To Act on Messages Older than 7/1/2015: 

1. Under View click Received Items to display its contents. 

2. Click on column header ( Date ) to sort it by date, click again to reverse the sort order. 

3. Determine if a message older than 7/1/2015 is to be archived or deleted. Double click to 

see its contents if necessary. Warning: Any message deleted here is not 



recoverable. DO NOT delete until you have saved it or certain that it is not 

needed! 

4. To archive or delete a message, highlight it and then click Archive or Delete.  Archive 

only important messages. See notes below. 

5. Repeat steps 1 through 5, but for step 1 click Sent Items instead.  

Notes: 

a. Saving large attachments ( several megabytes ) outside your mailbox such as your H: 

drive or locally on your computer vastly improves not only your mailbox but overall e-

mail system response time. 

b. To select messages that are adjacent to each other, click the first and hold down the 

Shift key then click the last message. 

c. For those that are not next to each other, click the first, hold down the Ctrl key and click 

the next until all are selected. 

d. Archiving hundreds/ thousands of messages at once may freeze your computer.  Start 

with 100 or so, then increase or decrease accordingly depending on your computer’s 

response. 

e. You cannot do other GroupWise tasks while archiving but running other applications is 

possible if your computer is not sluggish. 


