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Remember the Sent Items! 

 
Most GroupWise users are pretty good about keeping their mailboxes cleaned up – and 
we appreciate that very much!  But, and isn’t there always a but, sometimes we forget 
about the Sent Items.  Sent Items, as you probably already know, is the mail you send to 
others and it doesn’t show up in the Mailbox.  As far as GroupWise is concerned, it uses 
up server disk space just like your Mailbox items. So, here are steps to clean it up: 
 

1. In GroupWise click on the Mailbox size button in the lower right-hand corner. 
 
 

 
 



2. Select Sent Items from the list on the left: 
 

 

 
 

3. Highlight the items to be deleted and click on the Delete button.  Note:  This will 
permanently delete these items! 

 
 

 
 



 
4. You can also delete old calendar items by clicking on Posted/Draft items, 

selecting the items, and clicking on the Delete button. 
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