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GroupWise.

GroupWise Main Window:

From the main work area in GroupWise you can access all of your GroupWise information
including your Email, Calendar, Appointments, Tasks, Notes, Folders, Documents and
Discussions. Each of the major components are described below.

Unopened Item icon: Mailbox Folder: Toolbar: Item List: The contents

The envelope icon All incoming items can The most frequently used of the selected folder

indicates that this folder be accessed in this GroupWise features can be  are displayed in the Item

contains unopened folder. To change the accessed from the Toolbar. List. You can sort the

items. The numbers to folder that specific See the Toolbar bellow list by clicking on the

the left indicate your items are routed to, see for more information desired column heading.

unopened items. Rules. concerning each item. A

Sent Items Folder: \

This folder displays all Howeall - Ml \ == =)

of the items you have Edi Vel mtom ook Wrcw hes \
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Calendar Folder: ———— ey & byl g AFEL e S

The GroupWise Calendar Tocklst

displays your calendar in Lda AR

either a Daily, Weekly, e D\

Monthly or Yearly format.

All your Appointments,

Notes, and Tasks assigned

on their designated

dates.

Documents Folder:

Documents stored in you

GroupWise Library can be al Seeoesii  fowis S

found here. Contains two

sub-folders.

Task List Folder: Proxy: Cabinet: Work in Progress:

Displays a list of all the Displays a list of all Create Personal, Shared, When you are in the

tasks assigned to you or users to whose mailbox Find, NNTP and other middle of the creation

that you have assigned you have Proxy access. folders here to quickly and of any GroupWise item,

to others. easily organize all your choose Cancel and save
GroupWise items quickly the item here so that you
and easily. can finish it later.

Main Window Toolbar:
The most commonly used features of GroupWise can be quickly and easily accessed from the
GroupWise Main Window Toolbar. These features include sending Mail and creating new Appointments.
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A. Display: Change the display of the Item Create Buttons:
selected folder’s Item List box. G. Create New Mail: Select to Create
B. Access Mode: Choose between and send a new Mail Message.
Online, Caching, and Remote modes H. Schedule New Appointment: Select to Create a
for connecting to your master new Scheduled Appointment.
mailbox. I. Create New Task: Create and send a
new Task.
Tool Buttons: J. Create New Document: Create a new
C. Address Book: Open your GroupWise Document.

Address Book.

D. Item Properties: Display the detailed
properties (date received, opened,
deleted, etc.) for the selected item.

E. Print Calendar: Print your calendar in L
one of several different formats.

F. Find in GroupWise: Search for any
item in GroupWise.

View Buttons

K. Select View Type: Choose display method for the
Iltems List, Details('#), Discussion threads (),
or Calendar (/).

. Turn QuickViewer On or Off: Displays the
GroupWise QuickViewer in the lower half of the
Main Window.

M. Open Calendar View: Opens a separate Calendar

window with the desired Calendar View.




Using the Mailbox

All GroupWise items, by default, are stored in your mailbox folder. You can read/open the
message, delete, forward, reply and perform other actions on each incoming item.

To organize your items further, you can create subfolders (See Folders) and manually or
automatically move items from your Mailbox to those customized folders.

Opening and Reading Items

S5 il Fron: Watt Harward IO 1. Select the Mailbox (& & [H3)
Fle Cdt Yew Actions Toos Accounts Window Help . .
Bag o sEainlan folder in the folders list.

2. Double-click an item in the

Frm; [Pt Farward co:  [TEma, Pod Matt Mailbox to open it.
o [rcasn, Tom oy [Pk emes or
Sybject: e 985 ranng sessons

Right-click the desired item

and select Open.

3. When you have finished reading
the item, select Close (), to close
the message and keep it in your
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e v e dorg i oo cnden sl var vl Mailbox.
, weh confererce traeeg, cemputer hased areg, portnl Or
BIIIU- !:d. and we'd MNUI{!\‘H ety fd WM{W! Provde o .
iyl o o mnabob o sl Select Delete (¥) to close the item
foste: 730 12w S and move it to your Trash folder.

Performing Other Actions on Mailbox Items

1. Select the Mailbox (¢ #[H&zl) folder in the folders list or any other desired folder.
2. Right-click the desired item.

3. Choose the desired action:

Open the item into its own window.

Open View the item using the GroupWise Viewer.
Miew Save the item and/or attachment(s) outside of GroupWise.
3ave As... Print the item and/or attachment(s).
Print. .. Apply a Filter to the selected folder using the sender’'s name as
Filter.... the filter criteria.
Dial Sender Dial Sender’s phone number (only works if you have a phone
Reply connected to your computer).
- Send a Reply to the sender and/or to all other recipients.
Bl 25 AarmE Forward the item to any desired recipient. Message is Forwarded
Delete as an Attachment to desired recipient.
Delete and Empty Delete the item and move it to the Trash folder.
change ta... Delete the item and immediately Empty it from the Trash.
A Change the item to another type of GroupWise items so that it
Read Later displays differently (ie. Appointment, Note, Task, etc).
Move the item into your GroupWise Archive.
e Mark the item either Read or Read Later.
Navigate b Check a document back into the GroupWise Library
- Navigate to the next or previous Unread item.
Properties See detailed item Properties including the creation date,

file sizes, and other options.

Replying to a Message

1. Open your Mailbox by clicking the Mailbox folder
(¢#F&) or the folder where the desired message is found.
2. Double-click the desired message.

3. Click the Reply button ().

G [ e—
Reply |.i]
Ophions ok
= Reply ko sender l;
™ Reply ta all [sender and recipients] Cancel

¥ Includs message received fram sender

4. Select Reply to sender to send your reply only to the person who sent the
message to you. Select Reply to all to send your reply to the sender and all persons
who also received this message.

5. Compose your reply.

6. Click Send (*).




Forwarding a Message

1. Open your Mailbox by clicking the Mailbox folder (¢ # szl or the folder where the desired
message is found.

2. Double-click the desired message.

3. Click the Forward button (=).

4. Enter the recipient(s) you want to receive the forwarded message.

5. Add a message in the Message field (if desired).

6. Click Send (*).

The original message is sent as an attachment.

Opening an attached file

r@m From: Howard Spreg

LIEES 1. Open the message with the

HEE . =

attached file.

2. Attached files are displayed in

JHeward Spreg

the lower portion of the message

[parmey Fife

window.

From:
Te
Subject |uixdsted Patrol Scheckide
Memsage:

3. Right-click the attached file and

Baney.

Pleass review the nivdy revised patrol schedule.

Thanks
Howard

The Mayor wants us to implament this immediately.

select the desired action.
View Attachment: Use
GroupWise's viewer to see the
attachment.
Open: Open the attachment in

the associated application.
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Save As: Save the attachment to
your desired location.
Print: Print the attachment to

lpate: 1ufzsimz aaan |

Sending Email

Creating a new Email message

one of your printers.

1. Click the Send New Mail icon (£ ) on the Toolbar.

- - 2. Type the recipient’s name(s) in the
O SIEE 1o field (e.g., Andy Taylor), if the
BAEEDY. @ ar@mD recipient is an internal employee
_m...—pmmr:—_ - w [ or their entire Internet address
m' | i [ Pt (ataylor@mayberry.com), if the recipient
o rerd is outside your organization. Note: If you
woxe:  [[aom oS8 UlBIEE=®EL X desire to send the message to more
o than one recipient, type a comma (“,”)
after each recipient’s name.
& or
L Click the Address Book icon () to
7 open your address book and select the
= recipient(s) from the appropriate book
(See Address Book for details
concerning use of the GroupWise
i =3 Address book).

3. Press the Tab key to move to the Subject: field and enter the subject for your message.
4. Press the Tab key to move to the Message: field and enter the details of your message.
5. Click the Send button (‘) to send your message.

Spell Checking a Message

1. After finishing your message (Email, Appointment, Note, Task, etc.) click the Spell

Check icon (&) on the message Toolbar.

[frm—
‘Writing Tools

Siped Chezkis: |
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Close Help

2. When the Spell Check finds misspelled words, you can select one of the following options:

Replace word with the selected spelling of the word.

Skip Once to skip this instance of the word without change.

Skip Always to skip every instance of this word in this message.

Add to add this spelling to the GroupWise dictionary.
3. After the entire message has been checked, (GroupWise will indicate completion of the task)
click Yes to close the Spell Checker.




Attaching a File to any Message

1. Open the type of item you wish to send (New Mail, New Appointment, New Task, etc.)
2. Click the Attach button (#).

3. Locate the file to be attached using the standard Windows Attach File dialog box.
When the file is located, select the file using the left mouse button.

4. Click the OK button to attach the file.

5. Repeat steps 2 through 4 until all desired files are attached.

Creating a Routing Slip

1. Click the Send New Mail icon (=
2. Select Actions menu.

3. Select Routing Slip.

=) on the Toolbar.

G i n Hﬁﬁ 4. Enter each recipient’s name in the
P £ Vew Acto Tods Wndow b 1 order you want the message delivered, fol-
FAEB . 8 aR @3 lowed by a comma (“,”). Note: To change
N ol the recipient order, click and drag the
e st name to the new location.
B - 5. Complete the message and click
Hessage: iy — ® r g BliEEEE| x r
o St AEECE) . | Send (i)
PE— The message is delivered in the order
o] appearing in the route. Once a recipient
e has completed the item, they must mark it
& “Completed’ so that it will be moved on to
Ah the next recipient. Deleting a routed item
prior to marking it completed terminates
i ~w, the route and the item will not move on to

the next recipient.
Message Priority and other Options

1. Click on the Properties icon (f) on the toolbar.

D T Y =
Change tracking level that is — .
displayed in Sent Items. | SO [ i Teacking | Secunt |

1 Classheation ™ Espmation dote

e

Set Classifications such as “Top Secret”,
“Proprietary”, etc. i 7 e i

LAl e bt
Set Priority Level: High, Standard or Low. /

7 otip emcgierats

| =
[ MIME §rten

150 Defakt -

Recipients are requested to reply before —
deleting the item.

™ Corwert attachments

Message will not be delivered until
selected date.

e

GroupWise Calendar

1. Display your GroupWise Calendar by clicking on the Calendar folder ([T Calendar)
in the Folder List box.

Select date to display Click and drag any appoint- Padlock icon indicates Double-click any item to
Appointments, Notes ment to a new time or date that the item has been open the details for that
and Tasks for that day. to reschedule. marked Private. item.
& Novell GroupWine - Cobmddar ‘i
Pie Pt Vew Attorm Took Window e
=] || owplay [ ccatendar = - - 0| M AT
Day
Ju? -~
Hevember 15 2002
£ Ociober D_Z
ety
670 S W2
s 17E

SMTWTFS

12
3456700
{CRERFERETY - (T
7 18 16 20 11 32 2
24252627 18 2030

A1 Fid Ballet
"B 1 eshiy Rapon____
# Lipdate

,nn.ni

<

2% 3 '-
<l y 30
a| / 1/ s
I/
Right-click any item to perform Double-click any free space to Check box to mark a
various actions, such as Accept, schedule a personal Appointment, Task as being completed.

Decline, Delegate, set an Alarm, etc. Note or Task.




Scheduling Group Appointments

1. Click the Schedule New Appointment icon (%l-) on the GroupWise Toolbar.

2. Type the names and resources you want to schedule in the To: field or click the Address
button (') to open your Address Book and select the users and resources you want to
schedule for your meeting. (See Address Book for additional information.)

3. Press the Tab key to move to the Place: field and enter the location of the appointment.

NOTE: If you scheduled a Place Resource, the Place field will be automatically filled in.

4. Select a Start Date and Start Time for the appointment. You can click the appropriate
icons to bring up the Start Date and Time Input windows.

5. Press Tab to move to the Subject and enter an appropriate subject for the meeting.

6. Enter any necessary information in the Message field and add any necessary
Attachments, then click Send (“*). (See Attaching a File to a Message for more information).

Performing a Busy Search
1. Individually select the people or resources that you want to scheduale an appointment
with, then click the Busy? button to show available dates & times.

Available Times Click Invite To Meeting Drag the Date/Time

displays those times when all
selected persons and
resources are free.

to add additional
users/resources to this
appointment.

selection box to the
desired date and time.

If you have been given
“Read” rights to an
individual’s appointments,
details will be displayed here.

Currently selected Date
and Time for your
appointment.

1
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Click Auto-Select to have
GroupWise automatically
select the first date and time
when everyone is available.

2. After selecting an ideal date and time for your meeting, click OK to close the Choose
Appointment Time window and continue scheduling your appointments (steps 3 - 6 covered
in the Schedule a Group Appointment section).

Scheduling recurring Appointments, Tasks and Notes ) )

1. Create a new Appointment, Note or Task from the GroupWise Toolbar (/=] Sb[=|S[+)),
2. Click the Set Date icon (Zl) to open the Set Date window.

3. Click the Auto Date button to open the Auto Date window.

4. Create the recurring item based upon the following methods:

Example method allows you illustrate \!*“*"" e
the autodate. This example creates an st
appointment. on every Mon., Wed., Fri. : | Ly o
from May through August. Dysiimeest 3
eI
[ T | ]
The Formula method requires you to ’m“ S
create a formula to generate the s ":'];i'; = = e
desired dates. [ETaTs]| ™ > ™ mn wn i
Choose the Dates method to select
the desired dates of the recurring
appointment. Lo e e ]

5. Click OK to accept the selected recurring dates.




Multi-User Calendar

1. Display your GroupWise Calendar by clicking on the Calendar folder (T Calendar)

in the Folder List box.

2. Select the Multi-User tab.

3. The first time you select the Multi-User calendar view, you must select the users whose
calendars you wish to view (See Proxy for details concerning what needs to be done for
you to see others’ calendars, as well as for others to see yours).

Select the items you Click to jump back Click the arrows, Click to add/remove users
want to see. to the current date. month, day or year from your Multi-User
to change dates. Calendar view.

.2
]
7 ool
|
4] i o =
2 = . dE =
Double-click any free area to schedule Double<click any item to open Click + or - to increase or
a personal Apptointment, Note or the details for that item. decrease the number of
Task for that person. columns displayed.

(NOTE: They must have given you
“Write” rights to do this.)

Accepting Appointments, Notes and Tasks

When you receive an Appointment, Task or Note, you can accept or decline the item to let
the sender know if you will be able to fulfill the request. (All Appointments, Tasks and
Notes appear both in your Mailbox and on the scheduled day.)

1. Click the Mailbox or Calendar folder.

2. Double-click an Appointment, Task or Note.

3. Click Accept () or Decline ().

4. If you are accepting an appointment, select an option under Show As.
Free: You want the event on your calendar, but you show that you are available to be
scheduled for other events.
Tentative: You will probably attend the event, but other events may take precedence.
Busy: You will attend this event and are not available for other appointments.
Out of Office: This event is off-site.

5. Type a message in the Comment text box and click OK.

The sender can read your comments in the Properties view.

Printing your Calendar

1. Click Print Calendar (=) on the GroupWise Toolbar.

2. Select the Desired Calendar Format.

3. Select a Form size. Available options depend on the calendar type selected.

4. Select the desired form from the Available forms list box. Available options are
dependent upon the selected format.

5. Select a Form orientation.

NOTE: You will see a thumbnail sketch of the calendar in the view box on the right. You
can also click Preview to see the layout in detail.

6. Select the Content tab

7. Specify the first date you want to print in the Starting Date box, then specify the num-
ber of days you want to print in the box to the right.

8. Select what information you want printed in the Content section.

9. Specify the Display options you want printed.

10. Select the Options Tab and specify the options you want.

11. Click OK twice and then click Print.




Address Book

The GroupWise Address Book is used to quickly select users, resources and groups from a
list when addressing items to send. The Address Book is also ideal for looking up details like

phone numbers, addresses and other pertinent individual information.

The Novell GroupWise Address You can create, edit, and save any number of Use the Frequent
Book contains all the users personal address books. You have full rights to add Contacts tab in the
within your organization. Only and delete name and address information for any Address Book to access
the system administrator can person, company, or resource you want in your your most frequently
modify this information. personal address books. used addresses.
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Double-click user, group or Information provides If you send regular messages to the same
resource entries to add them to specific user details.

group of people, address those people,
click Save Group, then name the group.

If you need to remove a name from the Address Listbox, simply double-click on
the name.

your address list.

Sharing GroupWise Folders

1. Right-click on your Cabinet and choose New Folder.
2. Select Shared Folder and click Next.

3. Give the new folder a name and click Next.

4. Enter each user’s name with whom you want to share this folder and click Add User.
Repeat until all desired users are in the Share list.

Create Shared Folder &

Enter the names of peopls to share this folder

M ame: Add User
I}

Select to add users using

the Address Book.
Share list:
Name [ Status [ acecess ]
[ Andy Taplor Pending Read, Add. Edi. Del
Howard Spreg Pending Read, Add
Otis Campbell  Pending Read, Add
Thelma Lou Pending

Flead. Add Edi Remove a user from the
\ Share List.

Select a user and
Additional access for Thelma Lou i H

modify his/her
’V g [)Edk [Josise Additional access

rights.

cBack | Mews | cacel |

5. Click Next.

6. Define the Display settings for this folder and select Next.

7. Enter desired Message to the recipients of the newly shared folder.
8. Click OK.

Shared Folder Notification (2B NOTES: Any item in this folder is available to
T everyone with access rights granted to them.
You can right-click the folder and choose
These participants will each receive a nalification that you have shared . .
this andalhwi‘th ll'_v'am Tou ‘cdaI[mevide additional irformation in the: sha"ng to grant new users access, mOdIfy
::Ej:m:”m”“w”“ e existing users’ access or remove
ndy Tayior Subject [Ghared folder nliostion a user from the access list.
O ot
I 3 . .
Thelia Loy R ‘ You can also change the View by: settings

to Discussion Threads to clearly view
discussions that take place in this new
& shared folder.

Cancel




Creating and Using Discussion Threads

To Create a New Discussion:

1. Create or open a Shared Folder (See Organizing Messages for details).

2. Select File > New > Discussion .

3. Enter a Subject for the discussion.

4. Press the Tab key and enter details in the Message field.

5. Click Post ().

All persons who have access to the selected shared folder will instantly see the new discus-
sion item.

To Display items in a Folder as a Discussion:

1. Right-click the desired Folder.

2. Select Properties, then click the Display tab.
3. Change the View by list to Discussion Thread.
4. Click OK.

Proxy

Proxy allows you to grant someone else in your organization the rights to see your
Appointments, Notes, Tasks, Mail Messages, etc., as well as send items out as if you sent
them yourself.

To Grant Someone Rights to your Mailbox:

1. Click Tools > Options.

2. Double-click the Security icon (El) and select the Proxy Access tab.

3. Select the persons you want to receive access by typing their name(s) and clicking Add
User or by using the Address Book (),

4. Place a checkmark next to the right(s) you want to grant.

5. Click Apply then click OK.

To access someone’s mailbox who has granted you Access:

1. Click the Proxy icon (.&l).

2. Click Proxy...

3. Select the user whose mailbox you want to access from the Proxy List or add a new user
to the list by entering their name and click OK.

Your GroupWise window(s) will now reflect what is in the other person’s mailbox. NOTE: You
will see only those items you have been granted rights to see.

Notify

The GroupWise Notify program informs you of incoming items and sound alarms for
upcoming appointments. When Notify is running and you receive a new item, an envelope
displays over the Notify icon on the Windows System Tray (& 1084

Running Notify:
1. Click the Windows Star t menu (#4)) then select Programs > GroupWise > GroupWise
Notify.

Specifying How You Are Notified:

1. Right-click the Notify icon (&) on the taskbar and select Options.

2. Click the tab you want to change and customize Notify to your liking.

If you click the Notify tab, you can specify how Notify alerts you when you receive different
types of items in your Mailbox.
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