A Step-By-Step Document on How To Determine GroupWise Archive Size

This document provides step-by-step instructions on how the determine the size of yur GroupWise archive.

1. In the GroupWise client, click on “Tools”

2. Select “Options”.
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3. In “Options”, click on “Environment”.
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4.  In Environment, click on the “File Location” tab:

a. Type the Archive directory here:________________________

b. Click “Cancel”

c. Click “Close” to exit.
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4. Select the “Start” menu.

5.  Select “Run”.
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6. In Run, “type in the Archive directory you wrote down earlier”.

7. Click “OK”.
d. Note: Enclose the archive directory with a quote if there are space in the directory name: ie. “I:\My stuff\email archive”
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8. In your archive directory, locate and right + click on the directory that resembles OFxxxARC where xxx are made up of some random characters
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9. In the folder Properties, write down the size:________________

10. Click “OK”.
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