Managing your Mailbox

Online info on GroupWise and other CCSF Computer resources is at www.ccsf.edu/techdocs
1. How can you manage your mailbox size?
a. Delete stuff you don’t need!

b. Save attachments to your computer; then delete the message and attachment from your email

c. Remember: only your Trash folder is managed by the system (after 7 days messages are deleted from Trash). Your Sent Mail stays until you delete it.
2. How big can your mailbox be? 250 Megabytes Max
3. How can you tell how full your mailbox is? 
a. In the Web version: you can’t!

b. [image: image1.png]Mailbox Size: 10%

Mailbox Limit:
|Space Used:
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|Space Available: 223 MB (30%)




In the Windows program, look at the lower right of the screen and you’ll see the % full. If you float your cursor over the area, you get your stats.
4. What happens if your mailbox fills up to 100%? 
a. You can’t send or receive mail and you keep getting annoying messages about the situation.
5. Does sending messages to GW folders free up space?
a. No. Making folders and moving messages into them in either the Web or Windows versions is a great way to organize messages, but they are still on the server, so they take up room.
6. How can I reduce my mailbox size? 
a. Delete!

b. Archive to your hard disk (see separate Handout)

c. Save messages from the File ( Save As menu item.
Quick and dirty deleting

Select many messages to delete at once:

In the Web version, you have to (tiresomely) click the selection box beside each one before you click the Delete button. And, besides, the screen only displays 20 messages at once unless you choose otherwise on the options screen.

In the Windows version, you can scroll to see all messages in any folder and you can use the normal Windows selection techniques.
Tip: Click the Date header to reverse the message display – and watch the slider at the right to tell if you are at the bottom or top of your message list.

Click and then Shift-click

1. Open any folder where you have messages to delete. 
2. Click the first message you want to delete. 
3. Scroll down if necessary and hold down the Shift key as you click the last message you want to delete: presto—all messages from the top click to the bottom shift-click are selected. 

4. Now you can press the delete key to move all selected messages to the trash.
Tip: If you hold down the Shift key as you press Del or Delete, the messages bypass the trash and really empty out from your mailbox. But be careful! You can’t retrieve anything from the trash.

Control-Click

Holding down the Control (Ctrl) key as you click messages selects messages that aren’t all in a row—so it’s more versatile than using the shift-click method. Again, press Del or Delete to delete selected messages.

Delete your largest messages

Click the Mailbox Size button lower right and a special window appears. You can choose among your trash, Sent Mail or Received mail using the buttons beside their names.
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What’s special about this display is that it shows you the messages sorted by size, with the largest messages first. 

Use the Shift-click or Control-click methods to select, and click the Delete button at the right to delete selected messages.
Note: Messages deleted using this window are completely gone – you really can’t get them back!
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