Logging in to GroupWise:

If the GroupWise Password box displays, enter your password. If it does not display, double-click the

GroupWise icon E28 on your desktop to display the GroupWise Main Window. If required, enter your

User Id and/or Password (they are the same as your Novell User Id and Novell Password) Press
enter.

Getting Acquainted with the Main GroupWise Window:

Your main work area in GroupWise is called the Main Window. From the Main Window, you can read
your messages, schedule appointments, view your Calendar, manage contacts, change the mode of

GroupWi se youor efolders,ropen doguments,,andonpcd more. The basic
components of the Main Window are explained below.
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Toolbar:

The toolbar lets you quickly accomplish common GroupWise tasks, such as opening the Address

Book, sending mail messages, and finding an item. The Display drop-down list on the toolbar lets
you change the display of your Item List.



Folder List:
The Folder List at the left of the Main Window lets you organize your GroupWise items. You can
create new folders to store your items in. Next to any folder (except for shared folders), the number

of unread items is shown in square brackets.

Your User folder:

This folder, indicated by your name, represents your GroupWise database. All folders in your Main
Window are subfolders of your user folder. Use folders to store and organize your items. A typical
user's Folder List might look like this:
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Mailbox Folder:

The mailbox folder includes all the items you have received, with the exception of scheduled items
(appointments, tasks, and reminder notes) you have accepted or declined. Accepted scheduled
items are moved to the Calendar.

Sent Items Folder:

The Sent Items folder displays all sent items from the mailbox and the calendar. All sent items reside
in this folder unless they are moved to a folder other than the mailbox or calendar. If a sent item is
moved to another folder it no longer display in the Sent Items folder. You can resend, reschedule,
and retract sent items from this folder. This folder also should be cleaned out weekly to reserve
space on the GroupWise server. To delete items for your Sent Items folder, highlight the first
message, then hold down the shift key, scroll down to the last message and highlight it. This should
highlight all messages, then hit the delete key on the keyboard. These items will be sent to the Trash
folder.



Calendar Folder:

The calendar view in the folder list shows several calendar view options. If you hide your Folders list
by clicking View, then clicking Folders List, the Main Window shows a better view of your Calendar.

Contacts Folder:

By default, represents the Frequent Contacts address book in the Address Book. You can change
the folder properties so that it represents a different address book in the Address Book. Any
modification you make in the Contacts Folder will also be made in the Frequent Contacts address
book. From this folder, you can view, create and modify contacts, resources, organizations and
groups.

Documents Folder:

Your document references are organized in the Documents folder so you can locate them easily. Any
document references you create or open will be added to the Documents folder. If you specify; any
document references you view or import will also be added to this folder. You can also specify that
none of these actions adds a document reference to the Documents folder. The Documents folder
can contain only documents. The Documents folder contains, by default, your 20 most recent
document references. You can manually delete document references from the Documents folder.

Checklist Folder:

Use this folder to create a task list. You can move any items (mail messages, phone messages,
reminder notes, tasks, or appointments) to this folder and arrange them in the order you want. Each
item is marked with a check box so that you can check items off as you complete them. If you want
another folder to work the way the Checklist folder does, click the folder, click the Display drop-down
list on the toolbar, then select Checklist. The folder will then have a Checklist area at the top of the
folder where you can drag items. To mark an item completed, click the check box next to the item in
the Item List. To set a due date, open the item, click the Checklist tab, then specify a date. To set
the priority of an item, drag the task to a new position in the checklist. Checklist items do not display
in the Task List of the Calendar. If a checklist item is due today, the check box in the Checklist is
green. If a checklist item is past due, the check box is red.

Work In Proqgress Folder:

This is a folder where you can save messages you have started but want to finish later (Drafts).
Cabinet:

Your cabinet is a container for all your personal folders. You can create your own folders with any
description you would like. To create additional folders, click on the Cabinet folder, right click and
select New Folder, | eave t he clclkred ndme théfélder click meat |
again, Leave the defaults and click Finished. Your new folder is created in the Cabinet folder.

Junk Mail Folder:

All e-mail items from addresses and Internet domains that come through Junk Mail Handling are
placed in the Junk Mail folder. This folder is not created in the folder list unless a Junk Mail option is
enabled. While Junk Mail options are enabled, this folder cannot be deleted. However, the folder can
be renamed or moved to a different location in the folder list. If all Junk Mail options are disabled, the



folder can be deleted. The folder can also be deleted if the Junk Mail Handling feature is disabled by
the system administrator. To delete items from the Junk Mail Folder, right-click the folder, click Empty
Junk Mail Folder, and then click Yes. All deleted mail and phone messages, appointments, tasks,
documents, and reminder notes are stored in the Trash folder.

Trash Folder:

The trash folder contains all the items you have deleted. Items in the Trash can be viewed, opened,
or returned to your Mailbox before the Trash is emptied. (Emptying the Trash removes items in the
Trash from the system). You can empty your entire Trash, or empty only selected items. Items in the
Trash are automatically emptied according to the days entered in the Cleanup tab in Environment
Options, or you can empty the Trash manually. You should empty your Trash folder weekly to
conserve space on the GroupWise email server.

Item List:
The Item List on the right side of the Main Window displays your mail and phone messages,
appointments, reminder notes, tasks, and document references. You can close your folder list to

leave more room for other views, such as the calendar, in the main window.

Quick Viewer:

The Quick Viewer opens below the Folder and Item List. You can quickly scan items and their
attachments in the Quick View rather than open each item in another window.

Understanding Your Mailbox:

All of your items, whether you send or receive them, are stored in your GroupWise Mailbox. You can
quickly display only received items, sent items, posted items, or draft items by clicking a setting on
the Display drop-down list. You can further restrict which items display in your Mailbox by using
filters. You can organize your messages by moving them into folders within your Cabinet, and you
can create new folders as necessary. You can organize your messages by assigning them
categories. Each category displays as a different color in your Mailbox. You can filter on categories.

Bolded Iltems in Your Mailbox:

All unopened items in your Mailbox are bolded to help you easily identify which items and documents
you have not yet read. The icon appearing next to an item also indicates if it is unopened. Sent
items are also bolded to show when they are queued but not uploaded, status information has not
been received about the item being delivered, or they have not yet been transferred to the Internet.

Viewing Options in Your Mailbox:

You can view the items in your Mailbox four different ways, depending on how you want the
information organized. Details, Discussion Threads, As Calendar, and As Checklist are all found on
the View menu.



Details:

Details displays a list of your items and information about them in columns, including Subject, Date,
CC, Priority, Document Type, Due Date, and Size. Details is the default Mailbox view if you have not
changed your Mailbox properties. For information about 1 Click on the toolbar to view by Details or

click on EZl - then click Details.
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Discussion Threads:

Discussion Threads shows the e-mail discussion of an original item and all its replies grouped in
hierarchical order. Click on the toolbar to view by Discussion Threads or click, and then click
Discussion Threads.

As Calendar:

As Calendar displays all scheduled items saved in a particular folder. This is useful if you organize all
your appointments and other items for a specific project in one folder. Click on the toolbar to view As
Calendar or Click, and then click As Calendar.
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Checklist:

Checklist displays a checklist area at the top of your Item List where you can create a checklist using
the items in your Item List. Each item that is dragged to the checklist area displays with a check box
so that you can mark it completed. You can assign due dates, priorities, and more to checklist items.
Any items you move to the checklist area will also display in the Checklist folder in the Folder List.
Click View, click Display Settings, then click Checklist.
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Using the Toolbar:

Use the toolbar to access many of the features and options found in GroupWise. The toolbar at the
top of a folder or item is context sensitive; it changes to provide the options you need most in that
location. You can customize each toolbar by adding and deleting buttons, choosing button order, and
placing separators between buttons.

Customizing the Toolbar Display:

Right-click the toolbar, click Customize Toolbar, Click the Show tab. Click how you want the toolbar
to display. To remove or show the display settings drop-down list, deselect or select the Show
Display Settings Drop-Down List check box. To show the buttons that are most useful for the
selected item, select Show Item Context Toolbar. To show the buttons that are most useful for the
selected folder, select Show Folder Context Toolbar. Click the Customize tab. To add a button, click
a category from the Categories list box, click a button in the Controls box > click Add Button.
Categories are menu titles in the Main Window. The buttons in the Controls box correspond to
features found under the menu title. For example, the buttons for the File category are actions under
the File menu (opening views, printing, saving, and so on). To remove a button, drag it off the
toolbar. To change the order of a button on a toolbar, drag it to where you want it to display. To add
space between buttons, drag one button away from the other button. To remove space between
buttons, drag one button toward another button. Click OK.

Understanding GroupWise ltem Types:

Every day you communicate in a variety of ways. To accommodate these needs, GroupWise delivers
your items using a variety of item types. Each item type is explained below.

Mail:
A mail message is for basic correspondence, such as a memorandum or letter.

Appointment:

An appointment lets you invite people to and schedule resources for meetings or events. You can
schedule the date, time, and location for the meeting. You can use posted appointments to schedule
personal events such as a doctordéds appointment,
and so forth. Appointments display on the Calendar.

Task:

Ataskletsyouplaceato-d o i tem on your o wnsQCalenda.nYowcansthedelea per
due date for the task and include a priority. Uncompleted tasks are carried forward to the next day.

TIP: You can also create a checklist that is not associated with your Calendar. In this type of

checklist, any item type (mail, appointment, task, reminder note, phone message) can be used.

Reminder Note:

A reminder note i s posted on a speci fi c Yduxdneaseo n
reminder notes to remind yourself or others of deadlines, holidays, days off, and so forth. Posted
reminder notes are useful as reminders for birthdays, vacations, pay days, and so forth.



Phone Message:

A phone message helps you inform someone of a phone call or visitor. You can include such
information as caller, phone number, company, urgency of the call, and so forth. You cannot answer
your phone from a phone message.

Changing Iltem Types:

You can use Change To convert an item in your Mailbox to another type of item. For example, you
can change a mail message in your Mailbox to an appointment in your Calendar. The new
appointment contains all the information from the mail message (such as To, CC, and BC lists,
subject, and message text) that is applicable in the appointment. When you change a mail or phone
message to another type of item (such as an appointment or task), the original item is removed from
your Mailbox and the new item is added in the appropriate location, such as the Calendar. When you
change an item, GroupWise displays the default item view selected in Environment Options.

Changing an ltem in Your Mailbox to Another Type of Iltem:

In your Mailbox, click the item you want to change. Click Edit, click Change To, then click an item
type or Click Edit, click Change To, click More, then click an item type. You can choose posted or
group items.
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Posted items are sent directly to your Calendar. Group items are sent to the Mailboxes of individuals
and groups the message is sent to. Type any necessary information. Click Send or Post on the
toolbar. When you change a mail or phone message to another type of item (such as an appointment
or task), the original item is removed from your Mailbox and the new item is added in the appropriate
location, such as the Calendar.

Changing an Item in Your Calendar to Another Type of ltem:

Click Calendar in the Folder List. Click the item you want to change in the Appointments, Tasks, or
Reminder Notes List. Drag the item to the list that corresponds to the type of item you want to



change it to. For example, drag a task to the Appointments List to change it to an appointment. To
copy an appointment, task, or reminder note, press Ctrl while you drag the item. Type any necessary
information. Click Send or Post on the toolbar.

Changing a Posted Item to a Group ltem:

In your Calendar, click a posted item. Click Edit, click Change To, and then click More, Click Group,
and then click OK. Type any necessary information.5 Click Send on the toolbar.
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Sending Mail Messages:

A mail message has a primary recipient, subject line, date, and can be carbon copied and blind
copied to other users. You can also attach files, document references, sounds, movies, and OLE
objects to your mail messages.

CC (Carbon Copy):

Carbon copy recipients (CC) receive a copy of an item. CC recipients are users who would benefit
from the information in an item, but are not affected by or directly responsible for it. All recipients can
see that a carbon copy was sent. They can also see the names of the CC recipients.

BC (Blind Copy):

Blind copy recipients (BC) receive a copy of an item. Other recipients receive no information about
blind copies. Only the sender and the blind copy recipient know that a blind copy was sent. If a
recipient replies and chooses Reply to All, the blind copy recipient will not receive the reply.

Click on the toolbar. You can select a different mail view by clicking the down arrow.
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In the To box, type a username, and then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes. To select usernames from a list, click Address on the toolbar,
double-click each user, and then click OK. To change the From name (to another account or proxy),
click, then click a name. Type a subject. Type a message. You can specify many options, such as
making this message a high priority, requesting a reply from recipients, and more, by clicking the
Send Options tab (see below), when you are finished Click Send on the toolbar.

Requesting a Reply for All ltems You Send:

To request a reply for one item, open an item view, click the Send Options tab, and then click
General. To request a reply for all items you send, click Tools, click Options, double-click Send. Click
Reply Requested, and then specify when you want to receive the reply. The recipient sees & next to
the message. If you select When Convenient, "Reply Requested: When convenient" appears at the
top of the message. If you select Within x Days, "Reply Requested: By xx/xx/xx" appears at the top

of the message. Click OK.
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Getting a Return Receipt for Iltems You Send:

To get a return receipt for one item, open an item view, click the Send Options tab, then click Status
Tracking. To always get a return receipt for items you send, click Tools, click Options, double-click
Send, then click the tab for the item type. In the Return Notification group box, specify the type of

return receipt you want.
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Changing the Priority of Iltems You Send:

To change the priority of one item, open an item view, click the Send Options tab, then click General.
To change the priority of all items you send, click Tools, click Options, then double-click Send.

Sending Phone Messages:

A phone message is a note you can send to notify other GroupWise users of calls they received while
they were out of the office or unavailable. Phone messages are stored in
You cannot answer your phone from a phone message. You can change the phone messages you
receive into tasks, reminder notes, or other posted item views. This way, you can leave a record of

the conversation on the date it was held (reminder note) or create a to-do item to complete at a later
date. Click File, click New, and then click Phone Message. You can place a New Phone Message
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In the To box, type a username, then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes. To select usernames from a list, click Address on the toolbar,
double-click each user, and then click OK. Type the name, company, and phone number of the
caller. Click the check boxes that apply to this phone message. Type the message in the Message
box. To change the From name (to another account or proxy), click, then click a name. Click Send on
the toolbar.

Adding a Signature or vCard to ltems You Send:

Use Signatures to insert a signature or tag-line at the end of items you send. For example, you can
have GroupWise automatically list your name, phone number, and e-mail address at the bottom of
every item you send. You can also have GroupWise automatically add a vCard*, or virtual business
card, to the end of messages. GroupWise searches the Address Book for your user information and
places it at the end of any messages you send.

Understanding .vCard Files:

vCards are electronic business cards formatted according to standards set by the Internet Malil
Consortium. A vCard file has a .vcf extension, and you can add the file to your outgoing e-mail items.
Third-party companies create software you can use to create vCards that include text, graphics, and
sound. When you use GroupWise to generate your vCard, it uses the information from the fields in
your Address Book listing. To view a vCard that has been attached to an item, right-click it, then click
View Attachment.

Adding a Sighature or vCard to ltems:

To specify a general signature for all items, click Tools, click Options, then click double-click
Environment. Click Electronic Business Card (vCard) or Signature (see below).
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If you selected Signature, type the text you want as a signature in the Signature box. If you selected
vCard, either specify a .vcf file or leave the field empty to have the vCard use information from your
listing in the Address Book. Click a signature option. Click OK. You can have both a signature and a
vCard at the same time.



Spell-Checking Items You Send:

Use Spell Checker to check for misspelled words, duplicate words, and irregular capitalization in
items you are creating. When Spell Checker finds a misspelled word, you can replace it with a word
Spell Checker suggests, edit the word manually, or skip the word. You can also define an automatic
replacement for the word, or add the word to a user word list. You can use Environment Options to
set up Spell Checker to automatically spell check your messages before you send them.

Spell-Checking an ltem:

Click the Subject or Message box or select the text to spell-check. Click Tools, then click Spell
Check.
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To specify a user word list to add words to, click the Add To drop-down list and select an option. To
specify a range of text to check, click the Check drop-down list and select an option. When Spell
Checker stops on a word, click any of the available options, or edit the word manually. You can
choose from the following options:

¢ Replace: Replaces a misspelled word with a word Spell Checker suggests. To replace a
misspelled word, double-click the word or click the word, then click Replace. To make your
own corrections, edit the word in the Replace With box, then click Replace.

e Skip Once: Skips the word one time. Spell Checker will stop the next time it encounters the
word.

e Skip Always: Skips every occurrence of the word throughout the document. Spell Checker
ignores the word until the next time you spell-check.

e Add: Adds the word to the current user word list, which stores supplemental words so that
Spell Checker can recognize the word in future spell-checks.

e QuickCorrect: Defines an automatic replacement for a word or phrase. When Spell Checker
stops on a word, click QuickCorrect to replace the word with the text in the Replace With box
and add the replacement to the user word list QuickCorrect* uses. Next time you type the
word, QuickCorrect automatically replaces it.

e Suggest: Displays additional words or phrases in the Replacements list box. Click Yes when
spell-checking is complete.

Spell-Checking Items Automatically:

You can spell-check items automatically every time you click Send. Click Tools, click Options, and
then double-click Environment. Click Check Spelling Before Send, then click OK.



Editing Your User Word List:

Changes you make in a user word list are effective only if you have QuickCorrect turned on. In the
Message box of an item you are creating, click Tools, click QuickCorrect, and then make sure the
Replace Words as You Type check box has a check mark. For more information about user word
lists, click Tools, click Spell Check in an item you have created. In the Writing Tools dialog box, click
Customize, click User Word Lists, and then click Help.

To make changes in your user word list:

In the Spell Checker, click Customize, click User Word Lists, then click the list you want to modify. If
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To add a new entry, type it in the Word/Phrase text box, and then click Add Entry or To delete an
entry, select it, then click Delete Entry or to change an entry, select it, make the changes, then click
Add Entry. Click Close when you have finished making changes.

Undoing the Last Text Action:

You can undo the last text action in the Subject or Message field of a message you are composing.
Click Edit, and then click Undo. You can also undo an action by pressing Ctrl+Z.

Using Routing Slip:

Use Routing Slip to send a mail message or task to several users consecutively. You determine the
order of the route. When a user marks the routed item Completed, it is sent to the next user on the
route. If there are attachments to the routed item, each user on the route can view and add
comments to them. When comments are added to an attachment, all subsequent users on the route
will see the comments. The final user on the route will see all the comments that were added. You
can track the status of a routed item you have sent by checking the item's Properties. When you
send a routed item to an external address, the item is automatically marked Completed (because the
external recipient will not be able to mark it) and sent to the next user on the route. If you want to
prevent a proxy from marking routed items Completed, you can require a password to complete a
routed item.

t



Creating a Routed Item:

Open a mail message or task. Click Actions, and then click Routing Slip.
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In the Route box, type a username, then press Enter. Repeat for each user included in the route or
click Address on the toolbar to select usernames from the Address Selector dialog box. You can also
specify personal groups as recipients of a routed item. When you use the Address Selector dialog
box, the group is expanded into its members so that you can specify the order of the users in the
route. Type a subject and message. If you want to prevent a proxy from marking routed items
Completed, you can require the recipient's GroupWise password to mark the item Completed. Click
the Send Options tab; click Security, then select Require Password to Complete Routed Item. Click
Send on the toolbar.

Requiring a Password before Marking a Routed Iltem Completed:

To require a password for all routed items you create, click Tools, and then click Options. Double-
click Security, and then click the Send Options tab. Select Require Password to Complete Routed
Item. Click OK.

Completing a Routed ltem:

When you are finished with the assignment or instructions in the routed item, open the item. If you
need to view and edit an attachment to the routed item, open the attachment in its associated
application, make your changes, then save the file. The file is saved to your computer's temporary
files directory. Do not change the path, or your changes will not be included when the routed item is
sent to the next recipient. Close the application. IMPORTANT: To be able to edit attachments in a
routed item, you must have the GroupWise 5.5 Enhancement Pack or higher installed. In the item,
select Actions, click Mark Completed, and then click OK. You can also select the Completed check



box in the item header. If the sender has required a password to complete the item, type your
GroupWise password, and then click OK. The item is sent to the next user on the route. Click Close.

Addressing a Routed ltem with an Address Book:

In a mail message or task, click Address on the toolbar. Select the Routing Slip check box.
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Ctrl+ left mouse click the names in the order you want to route the item, then click Route or double-
click names in the order you want to route the item. Use drag and drop to change the order of names
in the list of addresses. Click OK.

Attaching Files:

Use Attach File to send one or more files to other users. You can attach a file that exists on your
hard disk, diskette, or network drive. The recipients can open the attached file, save it, view it, or
print it. If you change the attached file after you have sent it, the recipients will not see the changes.
If you attach a file that is password-protected, the recipient cannot open or view the attachment
without entering the password.

Attaching a File to an ltem:

Open a new item. Fill in the To, Subject, and Message boxes. Click Attach a File on the toolbar, then
browse to and select the file or files you want to send.
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To remove an attached file, right-click the attachment, then click Delete. Click OK. Moving or

del et i a file on a
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you delete an attached file, it is not erased from disk or network drive; it is simply removed from the

attachment list.

Displaying Sent ltems:

You may want to display items you previously sent. For example, you can read a sent item, resend it
with or without corrections, and in some cases, retract it (if it has not already been opened by the
recipient). Click the Sent Items folder. All sent items reside in this folder unless they are moved to a
folder other than the Mailbox or Calendar. If a sent item is moved to another folder, it no longer
displays in the Sent Items folder. To display sent items that have been moved to other folders, open

those folders.

Resending ltems:

Use Resend to send an item a second time, perhaps with corrections. Click the Sent Items folder in
the Folder List. Right-click the item you want to resend, then click Resend. If the item was an auto-
date item, click This Instance or All Instances. Make any changes to the item, if necessary, and then
click Send on the toolbar. Click Yes to retract the original item or click No to leave the original item.
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College email users. You can retract a mail or phone message from those recipients who haven't yet
opened the item. You can retract an appointment, reminder note, or task at any time. Click the Sent
Items folder in the Folder List. Right-click the item you want to retract, then click Delete. Select the

appropriate option. | f you have

s el
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type a comment to the recipients, explaining why the item was retracted. Click OK. To see which
recipients have opened your message, right-click the item, then click Properties.

Checking the Status of Your ltems:

Propertieslety ou check t he
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was delivered and when the recipient opened or deleted the item. If a recipient accepted or declined



an appointment and included a comment, yo¥Youdl ke

also see if a recipient marked a task Completed. Properties also show information about items you
receive. You can see who else received the item (except for blind copy recipients), the size and
creation date of attached files, and more. You can save and print status information for an item.
For information about a document, use the Activity Log in Properties.

Checking the Status of an ltem:

Right-click an item in your Mailbox or Calendar, then click Properties. The icons next to an item can
give also you helpful status information

Saving the Status Information of an ltem:

Right-click an item, then click Properties. Click File, then click Save As. GroupWise gives the item a
temporary filename. You can change the filename and default folder to save the file. Click Save.

Printing the Status Information of an ltem:

Right-click an item, then click Properties. Right-click in the Properties window, then click Print.

Changing the Subject of a Sent Iltem:

Open an item from your Mailbox or Calendar. Click the Personalize tab. Type a new subject in the
My Subject text box. This personalized subject will display in your Mailbox and/or Calendar and in
the Mailbox and/or Calendar of anyone who proxies for you. If you change the subject of an item in a
shared folder, other users of the shared folder will see the original subject.
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The Bockstore is having a 40% off all apparel & gifts for the faculty & staff. The 40% off is =
from the original price not the clearance price. This sale will end on May 12th, 2006, So come
on down and get some gifts or same MC clathing.

To see the original subject, open the item and look in the Subject field in the item header. When you
create a basic filter or perform a Find with a specific word in the Subject field, the filter/ Find results
will show items whose original subject or personalized subject contains this word. When you create
an advanced filter or find, use the Subject field to search for the original subject, and use the My
Subject field to search for the personalized subject. When you create a rule that looks for a specific
word in the Subiject field, the rule will only look at the original subject.



Managing Received ltems:

GroupWise stores all the mail messages, appointments, and other items you receive in your Mailbox.

FromyourMai | box,

you

can

read

t ems,

reply

tYoucat e ms |

organize items by assigning them with categories or by creating a checklist. You can delegate tasks
and appointments to other users. You can handle unwanted Internet e-mail with Junk Mail Handling.
You can even change an item, such as a mail message, to another type of item, such as an

appointment.

Reading ltems You Receive:

You can read items you receive in your Mailbox or Calendar. Your Mailbox displays a list of all of the
items you have received from other users. Posted appointments, tasks, and reminder notes appear
in your Calendar, not in your Mailbox. You can open and read all types of new items in your Mailbox.
However, you might want to read, tasks, and reminder notes in your Calendar so you can view new
messages while looking at your schedule. Phone and mail messages stay in your Mailbox until you
delete them. Appointments, reminder notes, and tasks stay in your Mailbox until you accept, decline,
or delete them. When you accept an appointment, reminder note, or task, it is moved to your
Calendar. All Mailbox items are marked with an icon. The icons change depending on whether or
not the item has been opened. In addition, all unopened items in your Mailbox are bolded to help you
easily identify which items and documents you have not yet read.

Reading Items in Your Mailbox:

Double-click the item you want to read.

Reading Items in the QuickViewer:

Use QuickViewer to scan the contents of youritems. Qui c k Vi ewer
need to open each item; you simply click an item or press the Down-arrow to read your items.
click a document reference, the document will display in the QuickViewer. Y o u

save

can

s time be
If you
di spl ay

attachment by clicking the attachment in the drop-down list on the QuickViewer toolbar. OLE
attachments, however, do not display in the QuickViewer. When you read an item in the QuickViewer,
the icon changes to the opened status. For example, the closed envelope representing a mail
message changes to an opened envelope. You can specify that some folders show QuickViewer

every time you open them, while others never show QuickViewer. Click on the toolbar.
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Select to turn the QuickViewer on in all folders or just the selected folder, and then click OK. (You
can also set this option by clicking Tools, clicking Options, double-clicking Environment, clicking
Default Actions, then clicking an option under Show or Hide QuickViewer On.) Size the QuickViewer
by dragging a corner of the window or by dragging the horizontal dividing line up or down. If you size
and close the QuickViewer, it will be the same size when you open it again. Size it by dragging a
corner of the window, not by clicking the maximize button. In the Mailbox, click each item that you
want to read. To view an attachment, click the drop-down list on the QuickViewer header, then click
the attachment. You cannot open OLE attachments in the QuickViewer. Right-click the QuickViewer
window to choose other options. To change how information displays in the header, right-click the
header and choose options.

Marking an ltem Unread:

If you open an item to read it, and then decide you want to read the item later, you can mark the item
unread. Marking the item unread changes the item
so you will know you still need to read the item. In the Main Window, click the item in the Item List.

Click Actions, and then click Read Later. Marking an item you have opened unread does not change

the status of the item in Properties. For example, if you have opened an item, then marked the item

unread, the sender of the item still sees the item status as Opened in the Properties window.

Replying to an ltem:

Open the item you want to reply to. Click Reply on the toolbar.
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Click Reply to Sender or click Reply to All. To include the message text in your reply, make sure
Include Message Received From Sender is selected. Click OK. Type your message, and then click
Send on the toolbar. If the original item included BC or CC recipients and you selected to reply to all,
your reply will be sent to the CC recipients but not to the BC recipients.

Forwarding Items to Other Users:

Use Forward to send items you receive and document references to other users. When you forward
an item, it is sent as an attachment to a mail message. The mail message includes your name and
any additional comments you have made.

Forwarding an Iltem:

Open the item you want to forward. Click Actions, then click Forward or click Actions, then click

Forward as Attachment. Add the names of the users to whom you want to forward the item. Type a
message (optional). Click Send onthetoolbar. | f you candét accept an appo
note, you can delegate the item instead of forwarding it. Delegating places a Delegated status in the
itembébs Properties window, l etting the fer¢haitkmto kno
another person.



Forwarding Multiple ltems:

Ctrl+click left mouse button on the items you want to forward in your Mailbox. Click Actions, and then
click Forward as Attachment. Add the names of the users to whom you want to forward the item.

Type a message (optional). Click Send on the toolbar. | f vy otacceptaam appointment, task, or
reminder note, you can delegate the item instead of forwarding it. Delegating places a delegated
status in the itemds Properties window, | etting
the item to another person.

Using Cateqories to Organize ltems:

Categories provide you with a way to organize your items. You can assign a category to any item,
including contacts. You create and add categories and can give each category an identifying color.
The colors display in the Item List and in the Calendar. You can assign more than one category to an
item, and specify which category is the primary one. The color of the primary category will be used to
identify the item. When you reply to an item that has been assigned a category, the same category
(or categories) is assigned to the reply message. Four default categories (Follow-Up, Low Priority,
Personal, and Urgent) are available for you to immediately assign to items. You can modify and
delete them if you choose, as well as continue to create new categories. You can filter on categories
by using the Show menu next to the Filter icon. You can add a Category column heading and sort
your Item List by category.

Assigning a Category to an ltem:

To quickly assign a category to an item. Right-click an item in your Mailbox or Calendar, then click
the category. The 10 most recently used categories are available from this right-click menu. (If you
have not yet used categories, they are displayed alphabetically.)
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To assign multiple categories to an item, assign a category to a new item you are composing, or

assign a category that does not display on the right-click menu, Right-click an item in your Mailbox or
Calendar, click Categories, and then click More. Open an item in your Mailbox or Calendar, click the
Personalize tab, and then click Edit Categories. Open a new item to compose, click the Send

Options tab, and then click Edit Categories. Select the check box of the category you want to assign

or type a new category name in the text box next to Add, then click Add. If you assign one of the

default categories (Follow-Up, Low Priority, Personal, and Urgent) to an item you are sending, the

item arrives in the recipi ent OlsyouMssigr alcategorywhatybu t h a
created to an item you are sending, the itemarrive s i n t he recipientods Mail'
assigned. To change the color of an existing category or assign a color to a new category, select the
category name, click Edit Color, click a color, and then click OK. To assign additional categories to

this item, select the check boxes of those categories. When you assign multiple categories to an

item, the color of the primary category is the color that will show in the Item List. When you sort the

Item List by category, items are sorted by their primary category. By default, the first category you

assign is the primary category. Or, to set the primary category for this item, select a category, then

click Primary. Click OK.

Adding a Category:

Right-click an item, click Categories, and then click More.
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Type the category name in the field at the bottom of the Categories dialog box. Click Add. The Add
button becomes active when you begin typing a category name. To assign a color to a category,
select the category name in the list, click Edit Color, click a color, and then click OK. To assign this
category to the selected item, select the check box to the left of the category name, and then click
OK.

Deleting a Cateqgory:

Right-click an item in your Mailbox or Calendar, click Categories, and then click More. Select the
category name, and then click Delete. Click Yes, and then click OK. The category is removed from
the list, and from all the items to which it was assigned.

Renaming a Cateqory:

Select the category name, then click Rename. Type the new name, and then click OK. The category
is renamed in the list, and for all the items to which it was assigned.



Seeing All Items in a Certain Cateqgory:

In the upper-right corner of your Mailbox or Calendar view, click the Show menu, then click the
category name. The 10 most recently used categories are available from the Show menu. (If you
have not yet used categories, they are displayed alphabetically.) All items that have been assigned
this category will display. To clear this selection, click Show, then click All Categories.

Changing the Subj e c t of an |ltem Youdbve Received:

Open an item from your Mailbox or Calendar. Click the Personalize tab. Type a new subject in the
My Subject text box.

This personalized subject will display in your Mailbox and/or Calendar and in the Mailbox and/or
Calendar of anyone who proxies for you. If you change the subject of an item in a shared folder, other
users of the shared folder will see the original subject. To see the original subject, open the item and
look in the Subject field in the item header.



