Archiving GroupWise

Archiving E-Mail

* On the Main Menu, go to Tools
> QOptions > Environment

* Click the File Location tab.

* Click the folder on the right of
the Archive directory to browse
to where you want to store your
mail files. (Create a new folder
within My Documents called
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you have sent, you cannot track
the status of that item.

 The system administrator might
delete your items if you don'’t
archive on a regular basis.

* Click OK when done

Retrieve Archived Mail:

* Click the Online right above the
folder list

* Select Archive

* Navigate to the folder where
you have the mail saved.
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