Quick Reference Card for GroupWise 6.5

Start GroupWise by double-clicking on the GroupWise icon on your desktop.

Grouphwise

The GroupWise Main Window displays. From the Main Window you can open your Mailbox, Sent items,
Trash, Calendar, and Folders. You can also send and organize items such as Mail Messages, Appointments, Tasks,
Reminder Notes, Phone Messages, and Discussions.

Menu bar: All GroupWise Main Toolbar: Shortcuts to Item Context Toolbar: Shortcuts to
features are available commonly used GroupWise important GroupWise functions for selected
through the menus. features. items (i.e. Select an appointment and the

tool bar changes to Reply, Accept, Decline,
Delegate, Set Alarm, and Forward)

CEX

Envelope Icon: An envelope next
to any folder indicates new
unopened items in that folder.
The number of new unopened
items is displayed in brackets.

%Y Novell GroupWise - Mailbox
File Edit

@F\ddressﬁonk 5 Q, NewMaiI » EfyMew fppt  + CErhew Task ~ % g *
Reply + [A accept -~ [ Decline - Forward

% Online
(P Mancy MacBride From Subjeck Date

Wiew Actions Tools Accgunts  Window  Help

Sent Items: Displays all items you
have sent.

Calendar: Displays your calendar.

&2(:2;? \t((é;:eov:l l\?lﬁ Eﬁﬁ;g?EK' 5/"-') [5] | Mancy MacBride Mancy @ dentist 2/1
@ sent Items g MNancy MacBride Attendance letter session 271

Contacts: Use this folder to view, [0 Calendar &3 Nancy MacBride February newsletter 1/3

update, delete, and add ~{gll Conkacts = wadmind Re: Racks 121

information to the contacts in your +-[[E] Dacuments - ) '

Address Book. o[ Checklist Ele  xadminl Re: Rocks Lzl
@ Work In Progress =l MNancy MacBride Items for the newsletter 1/2

Documents: The District is not - [E] Cabinet =l MNancy MacBride MNew mail message 1/2

using this feature of GroupWise. < Junk, Mail e xadminl Lats of the word task 1f2c

. . - Trash [1] < 3

Checklist: Use the Checklist folder

to keep track of items requiring Mailbiox Size: 0% Selected: 1 Taotal: &

further action.

Work in Progress: Store items that

you have not yet completed and

would like to complete later.

Cabinet: Create folders to

organize your GroupWise items for

quick access.

Junk Mail: Right-click items in

your mailbox to mark them as junk  Folder List: Contains a list of GroupWise folders as well as any Item List: Contents of selected folder are

mail. Items you receive from those  you create. (See Create Folders) displayed here.

email addresses will now be sent
directly to your Junk Mail folder.

Novell GroupWise Toolbars

The default toolbars place the most-used icons within easy reach. Toolbars can be customized by right-clicking on a
toolbar, selecting Customize Toolbar..., clicking the Customize tab and dragging the desired icon to the toolbar.

%.ﬁ.ddressﬁunk & G B Mew Mail - Cfh New Appt ~  C@fMew Task - Yy B E- 8| -

A B C D E F G H I J K
A. Address Book: Open your GroupWise Address Book G. Create New Task: Select to create a new Task. (Ctrl+Shift+T)
B. Properties: Display the properties for the selected item. H. Create New Document: Select to create a new Windows
(Alt+Enter) Application Document. (Ctrl+D)
C. Print Calendar: Select to print your calendar. I.  QuickViewer: Displays the GroupWise QuickViewer in the lower
half of the Main Window. (Ctrl+Q)
D. Find: Select to perform a search in GroupWise (Ctrl+F) J. View By: Select to view your GroupWise Mailbox by Details,
Discussion Threads, as a Calendar, or as a Checklist.
E. Create New Mail: Select to create and send a new Mail K. Open Calendar: Select to view your GroupWise Calendar in a
Message. (Ctrl+M) new window.
F. Schedule New Appt: Select to create a new Appointment.
(Ctrl+Shift+A)
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Creating a New Mail Message
1. Click the New Mail icon on the Main Toolbar.

= Mail To:

File Edit Wew Actions Tools ‘Window Help

il send 3¢ cCancel %Address o b, | ¥ @ i
Mail ]SendOpt\nnsl

Fram: - |NancyMacBr\da cc |

To: l B |

Subiect: |

2. In the To: field, type the name of anyone in your address
book or enter the recipient’s e-mail address. If you are
sending a message to multiple recipients use a comma or
semicolon between names or addresses.

Or Select the Address icon to open your address book and
select the recipient from the appropriate book.

3. Add your subject in the Subject: field.

4. Enter your message details in the Message field.

5. Click Send to send your message.

Replylng to a Message
Open your Mailbox by clicking the Mailbox folder.

2. Double-click on the desired message. (All unopened items
in the Mailbox are bolded to help identify items, which
have not been read.)

3. Click the Reply button.

Reply EHE

Optionz o
I FH |—I
Cancel |

" Feply to all [Sender and recipientz)

¥ Include message received from sender

4. Select Reply to Sender to send your reply only to the
person who sent the message to you. Make sure the
Include message received from sender box is checked.
Click OK.

Compose your reply.

6. Click Send.

6]

Spell Checking a Message

1. After finishing your message click the Spell Check icon on
the message toolbar.

2. As the Spell Checker finds misspelled words, 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.
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3. After the entire message is checked, (GroupWise will

indicate it is done) click Yes to close the spell checker.
Note: Spell check only checks the field where your cursor is
located. (i.e. Subject or Message)

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 and locate the file to be attached
using the Attach File dialog box.

3. Select the appropriate file by double clicking the file name.
The file will automatically be attached to your message and
the dialog box will close.

Openlng an Attached File
1. Open the message with the attached file.

2. Attached files are displayed in the lower portion of the
message window

3. Right-click the attached file and select the desired action.
View Attachment: Use GroupWise’s viewer to see the
attachment.
Open: Open the attachment in the associated application.
Save As: Save the attachment to your desired location.
Print: Print the attachment to the printer.

Forwarding a Message

1. Open your Mailbox by clicking the Mailbox folder or the
folder where the desired message is found.

2. Double-click on the 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.

Message Options
By selecting the Send Options tab (to the right of the Mail
tab) you can access several options for sending, prioritizing,
and tracking this item.
Classify your message as
Normal, Proprietary,
Confidential, Secret or
Top Secret.

Color code your messages by
Selecting the category button
and labelling your message as
Follow-up, Low Priority,
Personal, or Urgent.

Assign High,  [ESES

Standard, or  [ge Ed uew sty Tooks window telp
Low Priority. Ll serd 3¢ Cancel| Bpacdress o G
Mal  Send Options \
\ = Caegol: | = EdiCaegoies
Select Status Gend) " HighPririty I™ Eupiration date
Tracking to 9 Etar’\rd :’linrily P = (S
H Low Fyiarity
track delivery \\ Classification I Delay delivery
status.
Status Nomal - o [T = daps
Select Security i — Unid
to conceal the -
i i &
subject, assign e it [T = s
a password in serit ¥ Notiy ecipients
LG Ezai I™ Convert sttachments
Ordelr :O IE0 Default
complete
routing, and
digitally sign,
or encrypt your
message. I \

I \

Select if and when you Messages will not be delivered
would like to reply. until selected date.
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Managing Sent Items

To manage your Sent Items, select Sent Items in the folder list.
From here you can review whether a specific message has been
received, opened, accepted, completed, and/or replied to.

Folder item is
stored in

Date item
was sent

Recipients Subject of

Sent Item

Ta Subject Date # Recip... | Ope... | Del... | &ccep... | com... | Re... | Folder
= Mancy MacBride Ttems For the newsletter 1/21j2005 1:061 1 o [1} [1} Mailbax
= =adminl Re: Rocks 1/21j2005 1:411 1 1 [1} 1 IMailbax
=l CAMPBELL New Job 1/21/2005 1:441 1 o [t} [t} Mailbox
=i Admind Re: Racks 1HFzONG 71561 1 n n n Maihnw

How many recipients have: Received, Opened, Deleted, Accepted,
Completed, and/or Replied to the item sent.

1. Click on the Sent Items folder in the Folder List Box.

2. Right click on any item and select the desired action.
Open: Open the sent item and view what you typed.
Save As: Save the item or any attachments.
Print: Print the item text or any attachments to your
printer.
Forward: Forward the item including original text as part
of the new message text.
Forward as Attachment: Send a message to a new
recipient including the original message as an attachment.
Delete: Remove the item from your Sent Items folder
and/or the recipient(s) mailbox.
Resend: Retract original message, make desired changes
then send the item as you normally would.
Properties: View detailed information about the status of a
sent item (date and time received, opened, deleted, etc.)

Routing Messages

Items can be sent to individuals in a specific order (person 1,

person 2, etc.) by using a routing slip. Once an individual has

read and completed the item, they select Completed and the
message will be sent to the next recipient automatically.

To route a message:

1. Select New Mail on the toolbar.

2. Under the Actions menu, select Routing Slip.

3. In the Route: field, enter the names of the recipients in
the order you would like the message delivered.

= Mail To:
File Edit Wew Actions Tools Window Help
Jil send 3¢ Cancel @Address &

Mail ]Send Options I

B . | ¥ O ”

From: - |Nancy MacBride

Route: ||

BEA TAVLOR
ANDY TAYLOR
EARMEY FIFE

Subiect:

4. Add a subject and enter your desired text in the appropriate
fields.
5. Click Send to send your message.
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Junk Mail Handling

Junk Mail Handling gives you the ability to automatically filter
unwanted email as it is received. Messages received from
specified email addresses or domains can either be moved to
the Junk Mail folder or blocked from your account all together.

1. Enable the
Desired Junk
and Blocked
mail settings
by clicking the
appropriate
boxes in the
Settings tab.

2. Select the
appropriate
tab (i.e. Junk
List, Block List,
Trust List).

Email from addresses
on the Junk List will
be placed in the Junk
Mail foldef.

Junk Mail Handling,

Email from addresses
on the Block List will
not be delivered.

Seltings | Jurk List | Block, List| Trst List|
Jurk Ml Handing provides he bty o deal with urinanted emai based on the address of the
sender, There ate several optons avaizble:

Jurk Mail
“You can specily that e-mail be placed in the Junk Mail folder. (If the Junk Mail folder does not exist
it will be created when either of these options are enabled

¥ Enable Jurk List
Mail ram adresses inthe Junk List will bz placed in the Jurk Ml folder

I~ Enable Jurk Mai using personal address books.
Mail from addresses not n a parsonal address bock (including Frequent Cortacts) vl be placed
inthe Jurk Ma folder

Junk Mai Folder

W Automalically deleteitems |14~ days after delivery (move to Trash)

Blocked Mail

3. Click New and
enter the
email address
or domain
name you wish
to add to the
list.

Click OK.

v Enable Block List :
#al o addresses i the Block Lt willnot be defivered;

Lo | oot | o

Organizing your Mailbox

GroupWise offers many features to manage your Mailbox. Items
can be color coded and customized. Folders can be created to
store messages from specific individuals or regarding a specific
subject, etc.

Customize the Subject Line of Received Messages
Messages can often have subjects that are not descriptive
enough. You can customize the subject line of a received item
so you can accurately identify the topic of the message and
find it quickly.

To customize a subject line for future reference:
1. Open the message and click on the Personalize tab.
2. Type your subject in the My Subject: field and click Close.

Checklist View for Mailbox

Select the checklist view by clicking on the View by icon and
selecting as Checklist. At the top of your list of messages in your
Mailbox you will now see items with a checkbox next to them.

%3 Novell GroupWise - Mailbox

File Edt %Wew Actions Tools Accounts Window Help
B addressbook [ S QD | GEmMewmMal - Spnewaspst - GrMewTask - Py | B E- B -
¥ - Ereply - Glrorward -

(® Mancy MacBride From Subject Date ~
<> &7 [Malbo=] (71 Ol= OPIE TAYLOR School presentation 1/27/2005 10:03
kg Sent Items ) Job Opening 1}27/2005 9:47 AM
~-[E] Calendar Nancy MacBride Nancy @ dentist 2/14,/2005 1:10 1

il ;2:5:;;5 == Nancy MacBride Attendance letter session  2/1,/2005 10:00 4

& checkist =) Nancy MacBride February newsletter 1/31,/2005 12:00

7 WorkIn Progress ¢  BEATAYLOR Recipe 1/27/2005 9:28 1

- ] Cabinet = Nancy MacBride Re: New mail message 1/26,/2005 2:59 |
G2 Junk Mail Fle xadmint Re: Rocks 1/21j2005 1:25 PM

& Trash [1] < >

| | Mailbos Size: 0% | Selected: 1 | Total 11

Now you can drag and drop any messages you wish up to the
checklist section of your Mailbox. A checkbox will
automatically be placed next to these items. Use this view to
keep up with your messages, tasks, and appointments.
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Create a Folder

1. From the Menu Bar select File, New, Folder.
2. Select the type of folder you would like to create and click

N ext. Create Personal Folder, &‘
Your fOIder OptIOHS Mame the new folder and set its position in the folder list —
are: Nome

Personal - Used for [Rasss

your personal items. Decipi)

Shared - Allows you

to share, store, and oo

manage _items in the ® oo -

folder with chosen B St ems Down
participants. You B tr

have control over T i i
the access granted B

to participants. D] L

Find Results - This T

fo!der_ uses search ok [T owed |
criteria to self

populate. Each time the folder is opened, the search is
performed and new items are added based on the search

results.

3. Create a name and description for your folder and select

its desired location.

4. Select Next and Finish.

GroupWise Calendar
Display your GroupWise Calendar by clicking on the Calendar
folder in the Folder List box.

Click on a date in the
monthly calendar to
display the events for

Double-click any free
space to schedule a
personal Appointment,
Note, or Task.

Double-click a
note or task to
see detailed
information.

that day.

‘x% Novell GroupWise - Calendiir

Fle Edi View Actions Tools Afoucks Window Help

& A | GErewmal - ShNewsppt - GErhew

% address Back.

i Calindar ies I
@ Mancy MacBride
Mailbo
-y Sert Ttems
0

Appointments:

Carkacts Felruary 2005 A 30 o [t Nafey @ dentist
3 Documents g / ® Call credit union about
¥ Checklist 12345 A 30 new accaunt
k In Progress 0o
@Wﬂb’ o 57 5 aiiz| (10
2 L”Et‘ 1a[A]is 16 17 16 10| A 30 Tasks:
- (& ksl 22122 23 24 25 20 | WD

O | Schedule interviews
0O | Quarterly reponts

CUMER] [ Lunch with
150
1 - \
‘ \
Click the box to
mark a Task as

& Trash [1] 27 25

Click and drag any

Calendar days that appointment to

are in bold have

- reschedule it for a being
appointments, tasks, . .
different time or date. completed.
or a note scheduled. OR
To copy the

Right-click any item
to perform various
actions such as
Accept, Decline, set
an Alarm, etc.

appointment to
another day, hold the
Ctrl key down as you
drag-and-drop the
appointment.

4 Technology Training Services 2005

Scheduling Group Appointments
1. Select the New Appointment icon on the Main Toolbar.
EEX

£, Appointment To: Barbershop; Nancy MacBride
Eile Edit Wiew Actions Tools ‘window Help

[ilsend 3¢ cancel Fpaddress @ [ Busy Search e b

Appaintmsnt 1 Send Options ]

From: | [Mancy MacBride o |

T [Eisrbershop; Mancy MarBride: B |

Place: |Town hall

Startdste:  |2/14/2008 [11:00 am

Duration: [30 Minutes

Subject: Junch

Folder: Calendar

2. In the To: field type the names and resources desired for
the appointment OR open the Address Book and select the
users and resources from there.

3. Enter the location of the appointment in the *Place: field.

4. Select a Start Date, Start Time, and Duration.

5. Enter the appointment subject and add appointment
details in the message field.

6. Attach any necessary files.

*Note: If you scheduled a Resource which is a place, then the
Place: field will be automatically filled in.

Recurring Appointments, Tasks, and Notes

When creating a new meeting, task or note, you can make

them recurring by following a few simple steps.

1. Select Appointment, Task, or Note from the Main Toolbar.

2. Select the Set Date icon in the Start Date: field.

3. Click on Select Recurring... at the bottom of the window.

4. Create the recurring item based on the following method.
Dates - Select the desired dates of the recurring item from
the displayed dates.

Examp\e] Formula  Dates 1

4@ 2006 o
February 2005 March 2005 April 2005
SMTWTFS([SMTWTFS|[sMTHWTFS|[sMT®WTF S
1 123458 123 48 12

2345 6 7 8|6 7 o8 9 wir|{e 78 4 wilf|3 456 7 & 3
9 10 11 12 13 14 15 []13 14 15 16 17 15 13 || 13 14 15 06 17 18 19 [| 10 11 12 13 14 15 16
16 17 18 1920 21 22 |[20 21 22 22 24 25 26 || 20 21 22 23 24 25 26 || 17 18 192021 22 23
22 24 % 26:27:29 29 (|27 22 27 I8 2930 21 24 5 26 27 2% 29 30
30 21

2005 June 2005 July 2005 August 2005
TWTF S SMTWTF S SMTWTF & SMTWTF S
@4 5 &7 12z 4 1z 12 2 45 ¢
0l iz 13 afle 6 7 o8 9 waf| = 4 5 & 7 o8 9f|l7 o8 9 0111213
15 16 17 18 19 20 21 |[12 13 14 15 16 17 18 || 10 11 12 13 14 15 16 || 14 15 16 17 18 19 20
22 23 24 25 26 27 28 (|19 20 21 22 23 24 25 || 17 18 13 20 21 22 23 (|21 22 23 29 = 2 7
29 20 31 26 27 28 29 0 24 25 26 27 28 29 30 ([28 29 320 31
31

September 2005 Octobar 2005 November 2005 December 2005
SMTWTF S SMTWTF S SMTWTF S SMTWTF S
12 3 1 1z 32 4 & 12 3
4 5 & 7 & 3 10
1112 13 14 15 16 17
13 13 20 21 22 23 24
25 26 27 28 29 30

345 6 7 6|6 78 3|4 s s Fos a1
0011012 12 14 15 13 14 15 16 17 12 19 |[11 12 12 14 15 16 17
6 17 13 19 20 21 22 |20 21 22 22 24 25 26 |[18 19 20 21 22 23 24
23 24 25 26 27 28 29 (|27 28 29 30 26 26 27 28 29 30 31
30 31

RN

oK Cancel | Besst |

5. Click OK to accept the selected recurring dates.
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Performing a Busy Search

When you schedule a group appointment, after selecting your
attendees and resources, you may perform a busy search by
selecting the Busy Search icon to view the schedules of the
attendees and resources. This allows you to select an
appropriate time based on attendee availability. Once you
have selected a time that meets the needs of all participants
select OK, complete your appointment details and click Send.

Click Invite to
Meeting to add
additional
users/resources to
your appointment.

Drag the Date/Time
1 selection box to the
desired date and
time.

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

[ Chaose Appointment Time

Available Times  Individual Schedules ‘

Individual Schedule Grid:
Monday Februsry 14,2005 | JafedeyF

8 [91o[n12[1]2]3] a3 101
O o

Invite To Mesting..

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

(T Nancy MacBride [ | |

A IS

Tovieni i Click Auto-Select to

o view information, move the time cursar, or click the

rouse on & shaded rectangle above ave Groupwise
automatically select
the first date and

time when everyone

is available.

Desired Time:
Start Date:  2/14/2006 Duratior: 1 Hour
Start Time: 500 AM / Status: Aualable

7
0w 0t Office. [ Busy /:‘Tentalwe oK. Concel | Auoekeat |

Currently selected date and time for your appointment.

Multi-User Calendar

Like sharing folders, you can share your calendar with others.
To share and view the calendars of other individuals follow
these steps.

Click the

arrows to
Click to select a Click to jump move forward
specific date. to the current day. or backward a

4% Novell Groupis> - Calendar @@E! day» month ]
Flo Edt View Actons or year.
@ address Book
Click to
m add/remove
(9 ancy MacBrids users.
& 67 Maibox [1]
dp sen ems Click + or - to
[ [Cdendar] BEATAYLOR \.
- gl Contacts ~| Increase or
e [ s
B s o decrease the
% E/Ub’k]: Proaiess 9900/ & Lunch 7emnbad) | | [ Lunch (Town hall) | number of
b abinel
Qe (i TR columns
STl ol // «| displayed.
/ Select to view

Double-click on any
items to open the
details for that item.

Double-click any free area
to schedule a personal
Appt., Note, or Task for
that person if you have
rights to do so.

Appts., Notes,
or Tasks.

[y

. Select Calendar from the folder list.

. Select the Multi-User icon.

3. The first time you select Multi-Calendar view, you will be
prompted to select individuals whose calendars you would
like to view. Using Proxy rights you can allow others to view
your calendar. (See the Proxy section for more details.)

N
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Accepting Appointments, Notes and Tasks

When you receive an appointment, task or note, you can
accept or decline the item. (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 on the Appointment, Task or Note.

3. Click Accept or Decline.

If you are accepting an appointment, select an option in the
drop down box to the Accept icon and choose your option.
Free: You add the event to your calendar, but show you can
be scheduled for other events.

Tentative: You may attend the event, but other events may
take precedence.

Busy: You will attend this event and will not be available for
other appointments.

Out of Office: This event is off-site.

The sender can read your comments in the Properties view.

Printing your Calendar

1. Select Print Calendar on the Main Toolbar.

2. Select format. (Day, Week, Month, etc.)

3. Select Form size. (Letter, etc.)

4. Select Form orientation. (Portrait or Landscape)

5. Select Available forms: By clicking the different forms, you
can see thumbnails in the Selected form: field.

6. Under the Content tab in the Starting Date: field, specify

the date you would like the calendar to begin with, then
specify the number of days (weeks or months) you would
like to appear on the calendar.

7. To add headers and footers to the calendar, select the
Options tab.

8. Once you’ve selected all desired options, you can preview
the calendar by choosing Preview.

9. From here you can select Print to print your calendar or
select Close.

Proxy

Using Proxy will allow you to grant someone else in your
organization the rights to read/write to your Appointments,
Notes, Tasks, Mail Messages, etc., as well as send items out as
if you sent them yourself.

To grant an individual rights to your Mailbox:

1. Click Tools, Options, then double-click the Security icon.

2. Select the Proxy Access tab.

3. Select the individuals you would like to grant access to
your account by typing their name(s) in the appropriate
field and selecting Add User.

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

5. Click OK and Close.

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

v (®Nancy MacBride 1. Click the Proxy icon.

% trchive 2. Click on Proxy... and enter the
name of the person and choose
& provy... OK. Their mailbox will appear.
& ANDY TAYLOR 3. From here you can view the
& BEA TAYLOR items to which you have been

granted access to view.
& opIE TavLOR

To return to your Mailbox, select Proxy and click on your
name. 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.
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Address Book

The Address Book can be used to quickly select users,
resources, and groups when addressing items. The Address
Book is also a great place to manage contact data for easy
access.

“ fddress Book
File Edit ¥iew Help

% Action -

: Motsearched @»

Novell GroupWise AddresMame Completion Positi

S Look For: | |jns|de ‘Name ﬂ

w BE Novell LDAP Address =

& Frequert Contacts Hame First Mame Last .Name Usel.ID

& Nancy Mackide &3 xadmint xadmin wadmir’ A
&3 BARNEY FIFE BARNEY FIFE BARME
&Y BEA TAYLOR BEA TAYLOR BEATR
&Y BOE WHATHISFACE BOB wWHATHISFACE Baob
& FLOYD LAWSON FLOYD LEWSEON FLOYD
& HELEN CRUMP HELEM CRUMP HELEM
& HOWARD SRPAGUE HOWARD SRPAGLE HIA,
a Nancy MacBride Mancy MacBride Mancyk a

< baI B ¥

Address Book Features

GroupWise Address Book - Contains all of the GroupWise Users and
Resources in your organization.

Frequent Contacts - Your most frequently used contacts are
automatically kept here.

Personal Address Book - Create and customize personal address
books.

Novell LDAP Address Book - The district does not use this feature.

Groups

GroupWise provides two types of groups - public and personal

groups. Public groups are created by the system administrator

and include sites, principals, etc. You create personal groups

that contain users you e-mail or schedule frequently.

Creating a Personal Group

1. From the Main Window select the Address Book icon from
the toolbar or select Tools, Address Book.

2. Select the personal address book where you want the
group to be added.

3. Click the down arrow in the New icon and select Group.

4% New Group: (Nancy MacBride) 3]
Summary Detail |
Mame: fi
Comments:
Members: 0 Contacts, 0 Groups, 0 Resources
@uidd
®
Cancel |

4. Type in a group name and add any comments to the
Comments field.

5. Click on the Members Add... button. Double-click on the
usernames you want to add. When finished, click OK.

54 Seloct Group Members

Lokt [ Noved Grgilor AddbessBock. =] | I¢ _E | _0F
Lack fot Match | Nasre =] Selected
[IHamas  TEMa~ | & BARNEYAIFE
a A FLOTD LawsoN
I3 wevew caume HELE £ HOWSRD SRRAGUE
IQ 4 OIS CAMPBELL
& Wancy machrida e 8, OFIE TAYLOR
!g
[ v
I »
3 & *
5] e
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Editing a Personal Group

1. From the Main Window select the Address Book icon from
the toolbar or select Tools, Address Book.

2. Right-click the group you want to edit and select Details.

3. Select the Details tab and click on Members.

4. To add a user, type in their name or select from the list
and click To. To remove a user, double-click their name
from the list on the right side of the window.

5. When finished editing, select OK.

Managing Your Personal Contacts

GroupWise makes it easy to record the personal information
of your contacts as well as track your communications with

them. The Contacts folder displays your Frequent Contacts

address book.

Tracking Communications with Contacts

To view communications you’ve had with a contact:

1. Double click the contact and select the History tab.
& ANDY TAYLOR (Frequent Contacts)

Summalﬂ Eﬂntact] Office ] Persnnal] Enmments] Advan:ed] Certificate  Histom I

Item Type: Al Iterns - [ From:
Item Source: | Al ltems - T
| Marne | Subject ‘ Date ‘ Ver... | Diocurn
| AMDY TAYLOR, Job Opening 1/27[2005 9147,
=1 AMDY TAYLOR, | Re: Potluck supper  1J27/2005 2:32 |
[S1#e AMNDY TAYLOR  Fwd: Recipe 1427/2005 2:31 |
< 3

Subject: Re: Potluck supper

Categaries | Cancel

Note: The Comments tab allows you to add a time and date stamp
along with any comments regarding communications with this
contact.

The History tab shows you all the items that have come from
or have been sent to this contact.

The Frequent Contacts book can automatically add Contacts

as you use GroupWise. To configure how your Contacts are

added:

1. Right-click the Frequent Contacts book and choose
Properties.

2. Click on the Options tab.

3. Specify your desired settings and choose OK.

Sharing Personal Address Books

1. Create a Personal Address Book by selecting File, New
Book. Name the book and click OK.

2. Add desired names to the address book by dragging the
names from another address book or by creating new
entries by selecting New, Contact. Enter information and
click OK.

3. Highlight the book that you would like to share and select
File, Sharing.

4. Add the users that you would like to share the address
book with and select OK.
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