
Manage the size of your GroupWise mailbox – Best practices in 
archiving 

1 Introduction 
A mailbox that quickly increases in size can become a problem if not managed well.  A full mailbox results in 
long searches and sorting processes.  Using an archive can help manage your mailbox. 

2 Things to remember when you archive  
• Always keep in mind that the messages in your archive will typically be the messages that you don’t

often access.

• It is not possible to gain access to the archive via Web Access.

• Searching and sorting can’t be done over your mailbox and archive, it has to be done separately, either
in your mailbox or in your archive.  The smaller the mailbox, the faster GroupWise’s reaction time will be.

• You can’t forward to or reply on a message that is stored in your archive.   The message must be un-
archived first by right clicking on the message and then clicking on Archive (there will be a tick in front of
Archive).  The message will be moved back to the active mailbox where forward and reply will then be
available.

Very important:

• Your archive must be setup on your P-drive or H-drive where backup is taken automatically every
day.  This enables a faster restore (if necessary) from backup.

3 Archiving 

3.1 Specify the archive path  
In GroupWise Click on Tools, then choose Options, double click on Environment.  Choose the File 
locations tab and specify where your archive must be situated, for example P:\emailarchive or 
H:\emailarchive.  If the folder does not exist, GroupWise will create it. 

3.2 Activate automatic archiving  
In GroupWise choose Tools and Options.  Double click on Environment and then choose the Cleanup tab. 
You can vary the settings for your email and your telephone messages from the settings of your meetings, 
tasks and notes (please note that you can archive your messages one by one, or it can be archived 
automatically after a certain period.  Automatic archiving is recommended).   

In this example, GroupWise will archive all messages and 
telephone messages after 60 days, and all meetings, tasks 
and notes automatically after 14 days.  There is also a 
setting to delete your Trash after 7 days. 

This means that every message deleted from the Mailbox or 
Sent Items will still be accessible in your Trash for a period 
of 7 days before it is permanently deleted. 

All email messages older than 84 days will be available in 
the archive, and cannot be viewed in your normal GroupWise 
window. 
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3.3 Access your archive 
To view the archived messages, click on File and Open Archive.  It looks exactly the same as the normal 
GroupWise window, except for the Title Bar that will read Archive.  All archived messages can now be 
viewed.  To return to your active email, click File and Open Archive.  

3.4 Your archive size  
It is not advisable to let your archive database grow too big. A maximum size of 1G (1024 Mb) is 
recommended.  

• In GroupWise click on Tools and Options.  

• Double click on File Location and write down the path displayed against Archive (for example 
P:\emailarchive or H:\emailarchive).  

• Go to My Computer and to the drive as identified in the previous step (for example P:\ or H:\) where the 
archive is stored.  

• Right click on the folder (email archive) and click on Properties.  Against the Size the size will be 
displayed. 

If your archive is bigger than 1G, we recommend you to start with a new archive database. 

3.5 Start a new archive 
To start a new archive, click on Tools, then choose Options, double click on Environment.  Choose the 
File locations tab and specify where your new archive must be situated, for example P:\emailarchive2 or 
H:\emailarchive2. If the folder does not exist, GroupWise will create it. 

Important: If GroupWise gives you the option (at any stage) to copy the current archive, you choose NO, 
because this can result in the loss of the complete archive. 

4 Your mailbox  

4.1 Checking the size of your mailbox 
The easiest way is to sort your messages by Size:  

• Click on Mailbox Size at the bottom on the right hand side of the GroupWise screen. 

  
The following dialog box with your Mailbox information will be displayed. 

 
Here you can view the current size of your mailbox, as well as messages in Trash, Sent Items and 
Received Items depending on which view option is selected.  

• When you select Received Items all the received messages in all the folders will be displayed.   

• To see in which folders the messages are, right click on one of the headers, for example 
Subject and select Folder. 
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• Click on the Size header to sort the messages by Size so you can see which message is the 
largest and then decide if you should Archive or Delete it.  

• NB:  Be careful if you decide to delete a message because it is a permanent deletion. 

4.2 Deleting messages  
The simplest way to ensure that your mailbox stays small is to delete unnecessary messages.  The 
possibility exists however that you might need messages that you already deleted.  For this reason we 
recommend that you only delete your messages once you are certain that you will never need them again. 
Remember to delete messages from your Mailbox, all the folders as well as from Sent Items.  

After messages are deleted they are moved to Trash.  The Trash folder can be emptied periodically, but you 
can empty it yourself by right clicking on Trash and then select Empty Trash (after making certain that you 
will not need the messages again).  

4.3 Attachments  
You must keep as few attachments as possible in your mailbox.    It is recommend that you save received 
attachments on your P:-drive/H:-drive, because backups are taken daily instead of keeping it in GroupWise 
and archiving it:  Attachments are much more accessible when they are stored in a folder on a network/hard 
drive.  Just remember to delete the message from GroupWise after saving the attachments.  

 
Original details: Chrissie Blume(10062572) C:\documents and settings\administrator\my documents\GroupWise-Managing-Size-Mailbox – Best Practices.docm 
12 Junie 2012 
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