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Recreating a deleted SENT ITEMS folder - GroupWise 5.1

Recreating a deleted “SENT ITEMS” System folder

(GroupWise 5.1)

If for any reason you should find that your GroupWise 5.1
disappeared, or you deleted it by mistake, follow the instructions below to recreate it :

0

Click on the Advanced Find button.

Sent Items Folder has

Go to the Tools / Find menu in GroupWise (or in your Calendar).

The Advanced Find window comes up with a drop-down list already opened.

Choose the All Fields option at the bottom of that list.

Source and click OK) :

All Filter Fields

FEields:

(Caller's Company
Caller's Name

Caller's Phone Mumkber
Cc

Document Creator
Document Number
Document Type

[2]x]

Due / End Date Size
Filename Extension Started

Frorn Subject

Itern Source Task Categany

ltem Status Task Priarity

\tebm Type E = Double-click on
ibra otal Recipien “ ”
Messr;ge Wersian Crgated Date Item Source
Message Class “ersion Creator

MNetwork 1D “ersion Description

MNumber Accepted Wersion Mumber
MNumber Completed
Mumber Deleted
MNumber Opened
Number Replisd
Opened By

Place

Priority

Send Options

Yersion Status
Wiew Name

o]

Cancel

A “Fields” window opens up; double-click on Item Source (or highlight Item
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|:| You should now be back to the “Advanced Find” window with Item Source

showing in place of the drop-down list. Continue setting up the window so that it
ends up exactly as shown below :

Set everything up
exactly as shown

Eilter

Include entries whers W /
>

— «
ltem Source ;I = = ISem

O Once you have finished setting up the “Advanced Find” window, click on OK.

|:| You show now be back to the initial “Find” window with the description “Find

items where Item Source is Sent” showing in the middle of the window. As
you may by now have started to guess, unlike the Mailbox folder, the Sent ltems
folder is simply one of the many GroupWise filtering rules that you can have. As
a result the process of recreating the vanished “Sent ltems” folder is simply the
process of creating a particular filtering rule that creates a folder that contains
solely those messages that you have sent.

Click OK.

O At this point GroupWise goes away and executes the find search and returns
the result, all your sent items, in a GroupWise Find Results window.

Choose the Files \ Save As Folder menu in that window.

|:| You should next be presented with the Create Find Results Folder which is

the point where you actually recreate your “Sent Items” folder. Follow the
instructions in the illustration below :
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. ________________________________________________________________________________________________________________________________|

Create Find Results Folder

MName the new folder and set its position in the falder list.

MNarme:
Replace this with “Sent Items”

IFind Results Folder (or with “Outbox” if you
prefer the old name)

Faosition:
% dichel Creppy
----- 5 hailbox
..... M Calendar Click anywhere in here to
. place your restored
""" % Task List “Sent Items” folder.
----- 4 Wiork In Progress
= H If you are not happy with
= B Cﬂ.blr]et where you first place it,
--{@) Find Results Folder simply click somewhere
else and that will
. reposition the folder
| Ac_m.dent at Mark Reynolds exactly where you
B[ Brigid clicked.

Click “NEXT” once you’ve
finished R I Meot > I Cancel

As shown above, click Next once you've renamed and positioned your
recreated “Sent ltems” folder.

|:| Click Finish on the next window.

O And, finally, close the GroupWise Find Results window.

|:| You’re done and your “Sent Items” folder has now been recreated.
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