GroupWise Handout

Main Menu:

When you start GroupWise, the first screen you see is the “Main Menu”. From here you can read
your messages, schedule appointments, view your Calendar, and much more.
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Main Menu lcons:

1 7
N=(z2a] giE b
al |

-
1. Address Book 7. Task
2. Properties 8. New Document
3. Print 9. View Details
4. Find in GroupWise 10. View Discussion Threads
5. Mail 11. View as Calendar
6. Appointment 12. QuickViewer
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Sending a Simple E-Mail

= Mail To: M{=1E3

Subject: |

1. Click on the “Mail” icon from the “Main Menu” (See #5 on prior page)

2. Fillin the “To:” (You can either type in the address right there, or click
on the “Address” icon on the right.)

3. Fill in the “Subject”
4. Type your message

5. Click Send
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E-Mail Icons
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The most commonly used items are icons that are on the toolbar, on your
screen:

Pt

Send
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RECEIVING AN EMAIL

From your inbox, double-click on the email.

Most useful icons:

Novell GroupWise - Mailbex
File Edit View ﬁctinnsAiindow Help

‘ BtewMal - Ghhewdppt ~ CfrMewTask - | = vi = -

(% Matthew Lambertson Subject
""" 7 Drafts i) MAEDS Annual Fall Conference "Ben Eggenberger” <begoenbe@aivesd.net>
""" | JDL_'maI i) Re: NWES Data file "Jan Helie" <heliej@baisd. net >
""" 59 [51#  Fud: Getting your MAP season starked Dalores YanSickle
..... {3l Wotes =1 forwarded calls Gisele Wagner
----- Sent Ttems 3
_____ = Calendar = set up Glenda weiss
----- & Contacts

£} [E] Documents

& Checklist
----- E Work In Progress
e [E] Cabinet

L < (& Junk Mail [13]
----- ﬁ Trash [75]

|
| Selected: 1 Total: 5 i

|

|~
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Address Book

Adding addresses to your Address Book:
1. Click on “Address Book” from the “Main Menu”
2. Click on the tab with your name

—~ Matthew Lambertson

= el Groupwise Ad ook For: |
= B Novel LDAP Address
- 7R

A sl Address Office Fhone... | Department

Mame 15l Addres:
&, Shermy Lamberts Zmslambert@chartermi net

=
=
o =

&
v

3. Click on “New...”

Select the entry ppe:

Group Carcel
Resource
Organizatian

4. “Contact” is already highlighted, so click “OK”
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5. Fill in the information — you don’t have to fill in everything, just make sure
you have their First Name, Last name, and E-Mail address.

6. After you type in the email address, make sure you click on Add
7. Click “OK”

M ame

Eirst |Meagan A\ Erefis | ﬂ
Middle |Eleene \ Suffiv | / ]
Last ||-EII'I'I|I'E“S'I'n Display feagan Lambertzon ﬂ
Email &ddresz Phone

®ofie |
" Harme I—
CoMoble |
" Fax l—
" Pager l—

mzlamberti@ichartermi.net

Instant Meszaging

=l

EK | Cancel

Cateqories: |
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Sending an email to people who are in your address book.

1. Click on “New Email”
You will see the following:

Eil= Edik s

Sckions Tools wtimnd o

Help
Tl s=nd . Cancel =2 address T L e ==
rail ] Send Options ]
From: - | [FMatthew Lamhe1tscln o |
To: Il | B |
Subject: | I

/

|

|

2. Click on “Address” to select names from your address book
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%% Address Selector

Look in addresz boak:

|@ MNovell Grouptwize Address Book LC | EC |
Type name or select from list; Selected: Raouting Slip [
| G- ®- o &Y Brian Jones
2 Mame E-b ail Address ~ a Charles Holzworth \
(3 Camille Bryan Camille.Brpant@mosdiztrict.c
m, career-path-hz career-path-hs MCSPO.MC
{g career-path-ms career-path-me.MCSPO.MO
(3 Charles Green Charlesz. Green@mcadistrict.
(3 Charlez Hancock,  Charles. H ancock @mcaedist
Christina Temy Chrigtina. T ermpieimoadistrict.
m, Co-Curriculars Co-Curiculars. MCSPO . MCE
A couns-sw-hs cnhs-zw-he MCSPN RCST
< | >
a {% Save Group ~ X

| k. | Cancel

\ 3. Double-click on the names of the people who you want to send this email

to. Notice how they become grayed out, and appear on the right side?
4. Click OK

When you are back to your email, you will see the “To” section filled in as
follows:

= Mail To: Brian Jones; Charles Hol=worth

Eile Edit e Sckions Tools whtirc o Help
Tl sSenda > cancel 2 Address = e
il | send cptions |

From: — | [Matthew Lambert=on == I

To: [Erian Jones; Charles Holzwveorth

[=T="1 I

Subjeck: [7use a2 Demol

5. Complete your email as usual
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Distribution Lists — Most you will need are already in the Novell
GroupWise address book. But you can make your own.

1. Get into the Address Book (One way is to click on the “Address Book”
icon on the “Main Menu”.

2. Notice which tab you are at

3. Double-click on the nameg/that you want in your distribution list. Notice
how they go over to the pright section.

%% Address Selector

Look in address book:
|§ Wovell Grouphfize Address Book j | Io CC | BL |
Type name or select from list: Selected: Raouting Slip [
| G- ®- o &Y Brian Jones
8 Mame E-Mail Address ~ a Charles Halzwiorth

a Diare Sebert Diare.Sebert@mcsdistict.c a Barbara Andrews

(3 Diane Simon Ciane. Simon@mesdistrict. a Donna Osharn

a Dalores YanSickl  Dalores ManSickle@mesdis

(3 Donna Mcintozh Donna. MeointozhiE@mesdist

(3 Duane Munzon  Duane Munson@mczdistric

& Eighth Grade Te:  Eighth Grade Teachers.MC

(3 Elaine 2wernican  Elaine. Z2wenican@rmosdiztr

S Flizahath Nrioke  Flizahath Mook et@mesdis

£ >

a iz {ﬁ Save Group |« W

| ] | Cancel
4. Click on “Save Group...”
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&% Mew Group: (Frequent Contacts)

Surmmary  Details ]

Hame |

Comments

3 To: Brian Jones

(3 To: Charles Holzworth
(3 To: Barbara Andrewves
3 To: Donna Osborn

I Cancel

5. Enter the name for your distribution list
6. Click OK

Notice how your distribution lists show up in your address book.

% Address Selector

Look in addrezs book:

|Q Frequent Contacts j | Ino CC | EC |
Type name or zelect from list: Selected: Routing Slip [
| G- ®- e &Y Brian Jones
A Mame E-Mail Address ~ a Charlez Holzworth

a szimmen@zimco.r  szimmer@zinco. net 6 Debra Bott

(3 tac{Rcizco. com a Deb Simaon

a Tammy Rhyndres  tthpndreszs@lak evillezchool

a tballard@uboc.or  thallardi@ubeoc, org

a tecfa3d@pahoo. . tocfa34@pahoo, com

o, Tech Team

;3 techi@jacksonco tech®@jacksoncorp.com

3 techi@listzery.me  techi@listzery. melg.org

.-13 terhrElisterre m o tech@listzary mde state moF

23 Mew Contact Details {% Save Group -~

Ok, | Cancel
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Attachments

Adding an attachment to an email
1. Create an email as usual
2. Click on “Attach”

Mail To: Brian Jones; Charles Hol=worth

Eile Edik wis actions Tools wtird o Help

Lul send 3¢ cancel B address @2 LY. FFF I o = F >
rail | Send options |

From: - | [rMatthew Lambertsan Ll et} |

To: |Eiriar| Jones; Zharles Holzwworkh B I

Subjeck: IJust a Demo

3. Find your file — you need to know where you saved it!! © You may need
to click on the drop-down arrow to change drives.

Attach File

) ) MCS Training

Look j: ( - ’ﬂ:' = Ef-

IE_IJExu:EI -LewelI-F

B Excel Class Exer
I3 Handouts W Ewcel Level I1.de
|5 Signin Sheets IEIJE)(::EII Lewvel II11.d
¥ 4ccess Student Direckories, doc B crouptise Caler
¥ Email and names. doc

r
Type: Microsaft Waord Docurnent
< | Size: 99.5 KB

= Date Modified: 11/28/2006 3:26 PM |

File: name: | oK.
Files of tupe: |,-'.‘-.II Files [*7] j Cancel |

Document Reference. .. |

4. When you are at the right folder, double-click on the file.
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Notice how the file shows up as an attachment:

= Mail To: Brian Jones: Charles Hol=worth

Eile Edit iews Actions Tools Windows Help

J Tl send » Cancel I%v.ﬂ\.ch:lress T I L. | == = | FFF [ =% o = | E”|

rail | Send options |
From: I |ratthew Lambertson Lt et 1
To: IBrlan Jones; Zharles Holzwworkh B I
Subjeck: IJust a Dermo

Illg

EDE

Ernail and

5. Click on “Send”

Receilving An Attachment
When you open your email, the attachments show up at the bottom. (This email

has 1 attachment.) Right-click on the icon and select open.

== Mail Erom: Dolores VanSickle

Fil= Edit Miews Actions Tools ‘Windows Help
J 3 Close SRS Reply - EJ Farward - S - | = = JI=h | EA L. | 5 >>|
rAaail
T SIS5:109 P
Fwed: Getting wvour dASMP season started
Bust thought wou might like the link Eo Ehe roster info so Ehak wou can save yourselF From hawving ko redo the info.
De=s
= S
[=H =
Message Gekking wour P
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Organizing Your Email Messages
Through the use of folders...

tions  Tools window Help

w [E &5 Ca | CEMew Mal - CfhMew Appt - OBY Mew Task - Y

To add a folder:
1. Right click on “Cabinet”
2. Click on “New Folder”

3. “Personal Folder” should already be selected, click on “Next”

Create Personal Folder

Select the kind of folder you want ta create
] 8
@ Find results folder

& (Coistarm Fird results falder
€ Gostonmfind Gy erample folder
€ Bredefined findiresilts folder

Dretault Library
Incomplete Task List
Sent ltems

Task List

I | ity pre-defined find results felder

< Back I Meut » I Cancel

Type in the name of your new folder
Click on “Next”

You will see a screen with lots of options regarding the new folder you're
creating, no need to change any settings, just click “Finish”
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TASKS

Adding a Task
Toolbar from the “Main Menu”:

= 5|1 B =i

| Digplay I <M ailbox Custom Settings}j | | @l gl&l Ckl %-|v

You can either E-Mail a task to someone, or add a 3dsk to your own task list.

You may need to click on the drop-down arrowto get the result you want.

1. Click on the “Task” drop-down arrow
2. Click on Post Task
3. Minimally, fill in Subject, Start and Due Date.
4. Click on “Post”
& Posted Task
Eile Edit Yiew Acton: Toolz ‘Window Help
[ P = 12 o P o N D0 A - e N P
Subject: IGrant infa mailed Pricrity: I,-'E-] \/@
Start date: 3/14/01
I —I Puozt
Due on: {31401
Meszage: x
Cancel
Attach
il |F|:|I|:|er: Task List ||_ Completed |CF g
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Viewing Your Task List:

From the “Main Menu”, click on “Task List”

&% GroupWise - Mailbox
File Edit “iew Actions Tools ‘Window Help

JDispIayI(Mailhux CuslnmSetlings)j |M|Q'|&|Qsl %|v|%|v|%|v|’ﬁ| = %l—ﬁ_l EI @|v|
(&) zimmer | From | Subject | Date |
""" ﬁ =] | zimmer Meeting Mext Wednesday 03414,
(] Sent Items = zimmer Web Page Info 0314,
M Calendar

Daocuments
Taszk List

ﬁ Trash
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CALENDAR

1. From the “Main Menu” click on “Calendar”.
2. In this example, “Appointments” and “Tasks” are highlighted — and
therefore they are selected to be shown

&% GroupWise - Calendar

File Edit View Actions Toolz “Window Help

JDispIayI(CaIendal Custom Sellingsj H @lgl&l%l %-|'|%|'|%|' 3

Day | YWeek Month |Y | Multi—Userl
@ Appointments B Reminder Motes & Tasks B Today March 2001

Sunday Monday Tuesday W 1y Thursday Friday
25 25 27 28 1 2 3

Saturday

4 |5 3 7 8 9 10
730 AM Mo Students)
E:00 P Board Mtg.

1 12 13 ; 15 16 17
O Check on TLCF Grai
18 19 20 21 22 23 24
300 &M Training at 1910:00 &M “web Page
25 26 27 28 29 30 n

O Grant info mailed

Adding an Appointment:
Just like tasks, you can either email an appointment — or add an appointment to
your own calendar.

1. Click on the drop-down arrow by Appointments, so you can select “Posted
Appointment”

| Digplay I <M ailbox Custom Settings}j | | @l gl&l Ckl %|@|vl 31‘_-||
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You will see the following window:

€> Posted Appointment
Eile Edit Yiew Acton: Toolz ‘Window Help
F=lals.| = =S mEsE]
Subjeck: ITraining at 150 /@
Place: I|SD T raining Foom —_
Post
Startdate:  |3/19/01 = | | 2
_v
Duration: IE Hoaours El x
Mezzane: Cloze
Delete
Al &

2. You wilivant to enter the date and length of appointment. Click on the
iconsto easily select the date, start time, and end time

3. Click on “Post”
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Printing your calendar

1. Click on Print
2. Select the “Type” (Day, week, or month)
Pnnt Calendar [ 2] |

Selected form; rF;_':'”'L“;t'tZEE: - st
© EEx8Gjn AR
+ Moanth " Custom
& List Yafidth: Height:
= pulti-User J850 in [11.00 in.
%I ' Franklin sizes

tvailable forms: [Monarch (85:11in] x|

E wpandable Month Calendar
Frarklin taonth Calendar — Form arientation
Ralling Mornth

& Portrait " Landscape

Pritt I Prewview. .. Frinter Setup... Cloze

3. Click on the “Content” Tab

Print Calendar

Starting date: MNumber af months:
|3;1 4401 |1 j
— Content
¥ Appointments ¥ Tazks v | Motes
¥ | Start time [~ Pricrity [ Message
v End time [ Start date
[ Place [~ Due date
[ Message [ Completion date
[~ Message Eont.. |
— Dizplay
V¥ weekend days V| Private calendar items [ Completed tasks

Frirt I Fresiew... | Printerﬁetup...l Cloze
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. Click on the “Tasks” and “Notes” check marks if you don’t want to print
those items.

5. Select the number of months you want to print.
. Click on “Print”.
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