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Introduction

This training manual is written specifically for GroupWise 7.0 users who have
Windows XP on their computers. This manual concentrates on the office features
available in GroupWise 7.0. Some of the topics covered in this training manual
include creating and sending mail, creating a checklist, handling junk mail; using
the calendar and address books; creating appointments, tasks, and folders, as well
as many other GroupWise features.

This manual assumes that you have a working knowledge of operating within the
Windows environment.

The Home View

When you start GroupWise 7.0, Novell GroupWise — The Home View is your
default screen. The Home View displays your important information in a column
view using panels. The default displays your Calendar, checklist items, and
unread messages.

F:J Novell GroupWise - Karen Roeckner Home

4 hl - | B =
| Display | <karen Roeckner Home Custom Settings:
R online X | (% karen Rosckner Home Fiter:
g} [Karen Rosckner Home
n Cal  Cherklist
& =, Maibox (2] e Checkls 3
& e
i Thursday April 24, 2008
D - — —
...... April 200 .
0 contacts G i B
@ Calendar
M Checklist 12345 5 0 I
@ S 57891011120 2 ) 1]
work In Progress 131415161718 19 &
20212223pas 26| | 6 s
= Junk Mail A 30 e
...... B Trash [186] 27282930 T Today (Thursday, April 24, 2008)

By default, the Home Folder displays a 2-column view. The first column displays a
graphical calendar in a week view showing only one day of the week. The second
column displays your Unread Items and Checklist items. You can modify the
number of columns and what is displayed in the Home Folder.
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1.

1.

2.
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mizing the Panels and Number of Columns

Right-click the folder that you want to modify the panels for, then click
Properties.

Click the Display tab.

Select Panels from the View By drop-down list.

Click Customize Panels.

Select whether you want to view the panels in one or two columns.

Select from the list of available panels, or create your own panels by
clicking New Panel.

Click Add next to the column you want the column to display in.

(Optional) Click Move Up or Move Down to position the column where you
want it to display.

Click OK.

Adding a Panel

Click the panel drop-down arrow, then click Add Panel.
Click New Panel.
Enter the panel name in the Name the New Panel field.

Select if you want the panel to display a folder or the Address Book. If you
select a folder, click Change Folder to select the folder to display the
contents of. If you select Address Book, use the drop-down list to select
the address book you want to display.

Select a display setting from the Choose Display Settings drop-down list.
Calendar: Displays the panel as a graphical calendar.

Checklist: Displays the panel as a checklist.

Details: Displays the details for items in the panel.

Discussion Thread: Displays the items in the panel grouped according to
threads or click More Display Settings for additional display settings.

Click OK, then click Add to display the panel.
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Navigation Bar/Appearance Scheme

The Navigation bar is a new functionality in GroupWise that will list your most
frequently used folders. By default, the Navigation Bar includes tabs for your
Home, Mailbox, Calendar, Sent Items, and Contacts folders.

F‘:) Hovell GroupWise - Mailbox

File Edit Wiew Actions Tools ‘Window Help

Hiome Calendar WEpii=li=® Contacts

To select the Mailbox or Home as your default folder, go to Tools, Options,
Environment and select your option.

Start ir:
(%) Mailbox Folder
) Home Folder

1. Right Click the Navigation bar to add other tabs or drag and drop items to
move them to the tabbed folder.

< Customize MNav Bar>

T ———

Put a check mark. nest to the falders you want ta

show it the Maw Bar.

Folder list:

= ’;" F.aren Roeckner Home

=y Mailbos
£ Sent ltems
O Old Sent lkems
M & Contacts
T Calendar
O M Checklist

O __" Documents
O Work In Progress
O Junk kai
O3 Trash [198)

O[] Cabinet

Colar Scheme:
Sky Blue |

2. You can also change the color schem® from the Navigation Bar
Customize Nav Bar screen.
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Listed below is a brief description of your folders:

"S'* Karen Roeckner Home
= Mailbox
E, Sent Tkems
D 0ld Sent: Ikems
Zontacts
1 calendar
[ Checklisk
'{ Documents
# Work In Progress

Mailbox: Receives all incoming e-mail
messages. Shows how many items in your
mailbox with a number next to “Mailbox”.

Sent Items: Shows you all the messages
you have sent.

Contacts: View, update, delete, and add
information to the contacts in your address
book.

Calendar: Displays your calendar and
views your daily schedules and tasks.

Checklist: Allows you to mark and organize items in your Mailbox which
require follow-up.
Documents: Contains folders of documents you have created.

Work in Progress: Keeps drafts of unsent messages until you are ready
to send them.

Junk Mail: Provides the ability to automatically filter unwanted e-mail as it
is received.

Cabinet: Holds messages you file for storage.

Trash: Contains items you delete, and shows the number of items in the
trash next to “Trash”.

Mailbox (space) Capacity

Page 5

You will now be able to see the percentage of mailbox space that you have utilized
in GroupWise. This information will appear at the bottom right-hand corner of your
GroupWise window. Once you exceed 75%, you will be notified at startup that you
need to archive/delete messages. Once you hit 100%, you will be unable to send
or receive mail. The current limit is 200Mb per mailbox, and the maximum
attachment size that can be sent is 25 Mb.

Mailbox Size: 43%)| Selected: 0 | Tokal: 3
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GroupWise Toolbars — Main (Mailbox) toolbar
1. Address Book: Open your GroupWise Address Book.

2. Properties: Displays the properties for the selected item. (Alt + Enter --
shortcut to display properties.)

Print Calendar. Print your calendar.

Find: Performs a search.

Create New Mail: Create and send a new mail message. (Ctrl. + M)
Create (Schedule) New Appointment: (Ctrl + Shift + A)

Create New Task: (Ctrl + Shift + T)

Create New Document: (Ctrl + D)

© © N o 0 &~ W

Quick Viewer: Displays the GroupWise QuickViewer in the lower half of
the main window (Ctrl + Q)

10. View By: Select to view your GroupWise Mailbox by Details, Discussion
Threads, as a Calendar, or as a Checklist.

11. Open Calendar: Opens your GroupWise Calendar in a new window.

1 2 5 6 7 8 910 11

3 4
'{-ﬂ Address Book, |:, ,)._) :’;,',\: Mew Mail - = @New Appk - |E| Mew Task = | | - -

Toolbar Shortcuts

The main default toolbars in GroupWise contain the most commonly used icons.
Toolbars can be customized

1. Right-click on a toolbar

2. Select Customized Toolbar
3. Click the Customize tab
4

Drag the desired icon/picture to the toolbar.
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Ctrl/Alt + letter functionality

There are now many Ctrl/Alt + letter combinations that allow for quick short cuts

to menus.
Function Shortcut
Properties Alt + Enter
Find Ctrl + F
Create New Mail Ctrl + M

Schedule New Appointment

Ctrl + Shift + A

Create New Task Ctrl + Shift+ T
Quickviewer Ctrl + Q

Send Alt+D

Cancel Esc

Attach a File Ctrl+ L

Save Ctrl+S

Font F9

Spell Check Ctrl + F1
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QuickViewer

QuickViewer displays all three panes at once. You can see your folders, list items,
and the contents of the selected item.

1. Click on anitem in your Item List (For example: an incoming mail message).

2. Click on the QuickViewer button.

A Novell GroupWise - Mailbox

Fle Edit Wiew Actions Tools ‘Window Help

Mallbox & :
‘C?Enddressﬁnnk |:| ﬁ‘) ‘ |

i Display iReceived Items

L_BOnhnev i = Mailbox

ﬁ‘. Karen Roackner Home Frarn Subject Date =
Mailbo: 9¢ Judith Pethes Re: new screen shat - letters unsent 5/1/2008 12:47 PM
= SOTStSIet:tmIiems @¢ Barbara Devereux Re: Clinician Order Entry Si1/20086 12:11 PM
'EI Contacts [%h Elizabeth kapugi help 5/1/2008 12:07 PM
= calendar i) Cindy Fellencer Fwd: Epic Rehab Super User Session May 6th 5/1/2008 11,57 AM
[ Checklist =] Cindy Fellencer Epic Rehab Super User Session May 6th 5/1/2008 11:53 M
1+ =I.- Daocuments Q Moah Yalenting Tomorrow's 10:30 Conf, Call Si1/2008 11135 aM
7 work In Progress =] Rhonda Stuck Re: April Invoice 5/1/2008 11:22 &M
| Junk Mail = { Rhonda Stuck. Re: Heat ticket 216704 5/1/2008 11:21 AM
i Trash [191] )4 Maureen Hicks addendum 5172008 11:16 AM
@ Cabinsk @ "Wiss, Bernadette” <Bernadette. Wiss@d300,0rg> Dundee Middle Schoal Marning Announcements For 5/1j08 5/1/2008 11:15 AM

o
| & -

‘ = % o (‘t_," Reply = Ei Forward =
Msil | properties | Personalize |
Froni: Fhonda Stuck
To: Roeckner, Karen
Subject: Re: Heat ticket 216704

Thanks, Karen!

=== Karen Roeclner 5/1/2008 248 AWM =5>
Please close this ticket, called user.

Karen Roeclner
Mdanager of Education and Tramng

3. Notice the information displayed in all three panes.

4. Click on the QuickViewer button to close QuickViewer.
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Using the Mailbox

All incoming items in GroupWise are received in your Mailbox. In the Mailbox
folder you can open, read, delete, and perform many actions on your GroupWise
items.

FJ Hovell GroupWise - Mailbox
ile Edit  view Actions Tools Window Help

Menu bar

Navigatio
Main Tool

Folder Context Toplbar =1

\Eﬂ Address Book. |:| _;-J

8 » 457 Reply ~ L Forward -

(=] Mew Mail  +

D Mew Appt - |E| Mew Task -

EE D -

Display ]Received Ttems

"--ROnImev X

= Mailbo:

f;‘- .K;ren Rﬂeci{nar:.Hama I From Subject

i Mailbox I = Judith Pethes Re! new screen shot - letters unsent

= St ety (He  Barbara Devereux Re: Clinician Order Entry

. @“ glodnts:cr::sltems e Elizabeth Kapugi help

s el = Cindy Fellencer Fwd: Epic Rehab Super User Session May 6th

cocee|] Checklist =] Cindy Fellencer Epic Rehab Super User Session May 6th
[l : Documents Q Moah Yalenting Tomorraw's 10:30 Canf. Call

. # Waork In Progress L;. Rhonda Stuck Re: April Invoice
FOIder List | & Junkmai { Rhianda stuck Re: Heat ticket 216704
i B Trash [191] (Fe  Maureen Hicks addendum
& {8 cabinet Q "WWiss, Bernadette" <Bernadette \Wiss@d300.0rg > Dundee Middle School Morning Announcements for 571/08

E. Geraldine Binion Mews Visiting Resident
@ Sandra McCullaugh Re: Fuud: Mew Attending

. (= Barbara Devereux Re: Clinician Order Entry

Ite m L |St S Geraldine Binion New Attending

L.: Roger Russell Re: Crystal Training
®¢ Ariane Anderson Joanne Scharnack, RN, SubiMed
Q Moah Yalenting Re: incorporating pickures inko Epic
Q»y Jennifer Moore <jmoore@epicsystems, coms FW: Cadence Registration...Date Changed
E. Eduarda Gonzalez Re: RA1514 uninstallreinstal RA1519
®¢ Ron Price Re: Fuwd: EMR access
(= Brenda Beugre Heat ticket 216704

Page 9

The item list contains each item with an icon that represents the item type, who the
item is from, the subject of the item, and finally the date and time the item was
sent. This area can be customized.
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1.

1.

Sending Mail Items (including Attachments)

You can use “Send” to send all kinds of items in GroupWise. Mail and phone
messages, appointments, tasks, and reminder notes are all included in this group.
They are essentially all sent the same way.

Click on the icon for the item you want to send (i.e. New Mail), or choose
the drop-down arrow next to the icon).

Type the recipient(s) name(s) in the To: box. You can also select the
name(s) from the Address Book (which will be discussed in Module 2).
Follow the same procedure for carbon or blind carbon copies.

Enter a description in the Subject box.

Type a message in your Message box.

If you have an attachment (document) you want to send with the item,
Click on the Attach file icon (paper clip), and select any files you want to
send. Further explanation of attaching a document is outlined later in this
Module.

Click “OK”.

If you want to add special send options to your item, Click on the Send
Options tab and specify what you want (see instructions below on how to
do this).

Once you have finished with your item, select “Send”.

Formatting a Message

You have several options to emphasize text in a message. You can bold,
italicize, and underline the message by Clicking on the icons on your
formatting toolbar.

To change the font for text that you have already entered in the message
field of your message, highlight the text you want to change and Click on
the Font icon on your formatting toolbar.

You can also Click on the icon on your formatting toolbar before you
begin entering the text; or, highlight the text, right click, choose Font,
and apply your formatting.

% Mail To:

File Edit Wiew Actions Tools ‘window Help
@ send 3 Cancel ) Address H & | & B <m A A A >1'~f5pe||check , @

Mail | Send Cptins |

From: =] |Karen Roeckner co |

To: [ BC |

Subject: ‘

Times New Rom.%| [12|%| B 7 U - !E
—
n

—
E—

FESsS|—2aQ@3E | H-
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Spell Check Your Message

GroupWise 7.0 will now immediately recognize any misspelled words. You can
right click on any word that appears with the red line beneath it and select the
correct spelling.

MNow is the tme for all good v.'nmerjj

If you also want to have GroupWise spell check your messages before they are
sent, Click on Tools, Options, then click on Environment, General, and make
sure the box “Check spelling before send” is checked.

General | ‘iews | File Location | Cleanup || Default Actions Hepl_!,l Farmat Signature Appearance

Interface language: Frompt omn emphy filter
| English L5 e Frompt o emphy find
Yigw optiors Ck zpeliing az ®
Fiead nest after accept, decline or delete || Check zpelling befare sen
[ ] Open new view after zend [ 1 Launch Motify at startup

Refrezh interval

[

Ewven: |1 minutes 0 : gecondz
HTHL Brovwser:
Default Browser W

[ Ok ][ Cancel ]

If you do NOT want to have GroupWise spell check as you type, Click on Tools,
Options, then click on Environment, General, and make sure the box “Check
spelling as you type” is unchecked.
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Mail Message Properties — Send Message Options

All items created in GroupWise have properties associated with them such as the

Send Options. The send options allow for levels for priority.

A tab is available for Send Options when creating a message as well as messages

can be sent color coded by using categories.

1. Click on New Mail and Click on Send Options

= Mail To:
File Edit View Actions Tools ‘Window Help

4t cend 3L Cancel E Address ﬁga & r f‘f—\ A ﬂ A

Mail (| send Options |

Fraom: - |KarenRoeckner o |

To; | BC: I

»

Subject: |

r

[Times Mew Rom.|| [12|»| B 1 T B- E iZ iE

i
i
[y
[l
|
»
Bl

2. Click on the drop down icon for categories. Select a category. Click on

Mail to go back to your mail message.

[ Mail To: (=

File Edit Yiew Actions Tools Window Help

£ Send FL Cancel Address Gua ab |_ . ."ﬁ A é A

Mail Send Options

% Category: ‘ i= J) Edit Categories

General () High Priority [] Expiration date
(%) Standard Priority After days
() Lows Pricrity
Classification: [ Delay defiveny
Shatus Normal v Far days
Tracking
- Until
] Reply requested
days
S it
(AL Matity recipients
MIME Encoding: [] Corwert attachments
UTF-8 ||
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Opening a Mailbox Item

1. Select the Mailbox icon in the Folder list. L ¢ & [Maibox |

2. Double-Click the item you want to open or right-click on the item and
select “Open”.

3. When you are completed with the mail message, select “Close”.

Reading Mail

All mail (opened and unopened) is stored in the Mailbox. From the Mailbox folder,
you can open, read, delete, print, view properties, and perform other actions on
your mail items. By right-mouse clicking on a mail item, you have multiple
options to perform on that message.

Incoming mail, appointments, tasks, and notes appear as items on the right side of
the screen and are listed in chronological order; the most recent messages appear
at the top of the list (or according to how you have the columns sorted). Incoming
unopened mail is highlighted. Each message lists the name of the sender (From),
the subject of the item, and the date and time it was sent.

A closed envelope icon indicates an item has not been opened; an open envelope
indicates an item has been opened. For a complete list of icons and their
definitions, refer to the Help section in GroupWise (Help, Help Topics, Index, and
type in the word “icons”).

1. Double Click on a message to read it. Use your scroll bar to move
through the text of your message.

2. If your message has an attachment, you can Double Click on the
attachment to open it. You can also Right Click on the attachment to save
the attachment without opening it. Further explanation of attachments is
given later in this module.

Unopened =1
Opened [
Opened, forwarded =N
Opened, replied to [Fle
Opened, replied to with an

attachment Fles
Open with attachment (e
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Replying to a Message

You have the following options when you reply to a mail message:
e Reply to Sender -- reply to sender only

o Reply to All (Sender and Recipients) — reply to the original sender and all
names in the TO:, CC:, and BC: fields

¢ Include Message Received from Sender — include the sender’s original
message with your reply

¥ Ch:ls( Reply v> Fnrward

When you Click “Reply”, you will see the window below.

Reply EE3

Options
. P K

[
" Fieply to all [zender and recipients) Canicel |

W Include meszage received from gender

However, if you choose to click the drop-down arrow next to “Reply” on the
toolbar, you will have many options to choose from.

Reply

Reply to Sender {Include Message)
Reply to Sender

Reply ko All (Include Message)
Reply to Al
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To Reply to a Message

1. Select the GroupWise item.
2. Double-Click the item to open it.
3. Select Reply or Click the drop-down arrow next to Reply.

4. Select the option of how you would like to reply (to sender, to all, include
message, etc.).

5. Click OK (you only have to do this if you selected “Reply”).

6. Type your reply message and select Send.

3 Cancel

Mail Send Options

Sending Phone Messages

1. In the Main GroupWise Window select File, New, Phone Message.

2. Select the recipient(s) from the Address Book and double-click the people
you want to send the message to.

3. Click “OK”.

4. Enter the appropriate information in the caller information boxes, check
boxes, and message area. There is also an area for attachments.

5. Click “Send” when you are finished.

5 Phone To:
File Edit Wiew Actions Tools ‘Window Help

Cancel Address foe M = iy ARG

Phone | send Options

BEX

33|

4 Send

Ta: ||

Caller: |

Company: |

Phone: |

Page 15

[ 7elephoned

[ will call again

|:| ‘Wanks ko see you
|:| Urgent

Times New Rom. |« | 12 |»| B T

[JPlease call
[returned your cal
|:| Came to see you

Fram: - |Karen Roeckner
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Forwarding a Message

You can send a mail message that you have received to another user by
forwarding the message. By using this option, you are sending a new message
with the old message as an attachment or embedded in the text of a new item.
The system will automatically add the letters “Fwd” as part of the subject field.

1. Double click (or right-mouse click, open) on a message to open a mail
message.

2. Click on the Forward button. & Forwiard |-

3. Enter your text, and click on Send.

2 Mail To: =Jo&d

File Edit  View Actions Tools Window Help
= »
ﬁ Cancel Address [._] G‘n a% lrj, .-'\A A

Mal | 5end Options

=

Fram: | |Raren Rosckner cc |
Ta: | BC: |
Subject: |Fwd: Intermediate PowerPoint 2007 Training Marmal

»

Times New Rom.|+| 12 |«| B 1 U S~ i

i1
11

+)
L]

|
i
[
[
[ilih

@ﬂ i

Intermediate w

Deleting Mail

To delete a mail message, highlight the message and press Delete or Click on
Edit, then Delete from your main menu.

File Qs *fiew Actions
[Et
[y
Easte
Select All

Sld [EElendan iak..
Delete
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Routing Messages

Iltems can be sent to individuals in a specific order by using a routing slip. Once
the individual has read and completed the item, they select completed and the
message will be sent to the next recipient automatically.

1. Create a New Mail message

2. Click on Actions, select Routing slip

—

Address. ..

Send Alk+D
Sign Digitally

Encrypk

Mark. Private Fa

Routing Slip

3. In the Route: field, enter the names of recipients in the order you would
like the message delivered. Press Enter after each name.

=5 Mail To: Fellencer, Cindy; Guenther,
File Edit Wiew Actions Tools Window Help

i Send 3L Cancel Address
Mal | Send Cptions

| Frarm: - | |Karen Roeckner

—l Raoute: ||

) Fellencer, Cindy
Subject: Guenther, Rita
Anderson, Ariane
Times Mew |4 Roeckner, Karen

4. Enter a Subject and Text and click on Send message.
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Options for Sent Items folder - Resending an Item
Several icons are now available once you click on the Sent Items folder. A sent

message can be Deleted, Retracted, Retract and Delete, and Resent by Clicking
on the icons listed. For example, a message can be resent.

1. Click on the Sent Iltems folder.
2. Highlight (click on) the sent message.

3. Click on the Resend icon.

x Delete Sent Item —‘; Retrack |z|:1 Retract And Delete< i ’

Options for Sent Items folder — Retracting an Item

If you realize that you have made a mistake after you have sent a message, you
might want to retract it before the recipient reads it. If you want to do this you will
want to check the status of the message to make sure they have not read the
message (see the next section on how to view properties). YOU CAN RETRACT
ITEMS, SUCH AS MAIL AND PHONE MESSAGES, FROM RECIPIENTS WHO
HAVE NOT YET OPENED THEM OR DELETED THEM. You can retract items
such as Appointments, Notes, and Tasks if they have been opened or not.

1. Select the Sent Items folder in the Folder List.

Delete Item E]

2. Highlight (click on) the item you want to

retract. Delete fram
3. Click Edit, Delete (or press Delete on your *" Becipient's Maibox
keyboard), or right-mouse click, Delete. Al Mailboxes

Retract Commernt

4. The “delete item” window appears. There are
three options to choose from. Choose one.
Click “OK”

5. You can also click on the “Retract” or
“Retract and Delete” button on the toolbar.
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Checking the Status of the Message (Viewing Properties)

GroupWise allows you to track the status of items by using the Properties button.
You can check the status of any message you have sent.

1. Double click on the message to open the message

2. Click on the Properties tab. Select the Style: Advanced Properties to
see all details on Sent Messages.

’% Mail From: Karen Roeckner [._][E]ﬁ“

File Edit Yew Actions Toaols Window Help

3L dose & Reply QForward - ﬂ - ﬁ':'j} 4&;3 E n o ﬁ.. g

Mail (| Properties )personalize |
Style: Advanced Properties 5 )

»

Message Id: 481ADSD2.73D - 219 : 1853

Subject: Re: COE schedule - updated for next week
Created By: kroeckn@umc.edu
Scheduled Date:
Creation Date: 5/2/2008 8:52 AM
From: Karen Roeckner
Recipients
Recipient Action Date & Time Comment
@ M9 LUHSS Deliversed SS2/2008 8:52 AM
To: Rita Guenther (RGUENTH@lumc.edu} Read S/2/2008 2:02 PM
Post Offices -
Post Office Delivered Route
MS.LUHSS S/2/2008 8.52 AN lumc.edu

3. You will now be able to see when the item was delivered, opened, and the
date and time it was created.

4. When you are finished looking at the information, you can close this
window by clicking the “x” at the top of the window, or you can select the
“Close” button.
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Printing a Message

1. Double click on the item you want to print (or right-mouse click).

2. Click on the Print button in the toolbar or click on File, Print. The Print
dialog box appears, displaying the items you have selected for printing.

3. Choose which part of the message you want to print. You can print the
message or the attachment, or both.

4. To print both the message and attachment(s), click on the message title
and hold down the CRTL key to highlight the attachment and then click on

Print.
Print @
Frinter
Mame: HF Lazerlet BP [
Status: Ready
Type: HF Lazerlet GP
Where:  LPT1:
Comment;
Items ta print:
E-mail - | (L Intermmediate PowerPoint 2007 Training Manual
message @ Attachiment: Intermediate PowerPoint 2007 Training Manual - LUMC

[ Print attachment with associated application
Mezzage font zize:

Mormal |

[ Frint Cancel I [F‘age Setup...
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1.

2.

Attaching Files

To attach a file:

Create a new message and then click “Attach”

Select the file(s) you wish to attach. You may need to locate the file in
another folder. You can select multiple files to attach to one message by
holding down the CTRL key and selecting each file you want to attach.

Click “OK”.

Click “Send”.

Viewing Files

View Attachment
View in Mew Window
Open
Open With ...

Save As...

Print...
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You can attach files to your message and you can also cut and paste information
from another message into your message.

&

If you have the application used to create the file, you can open the attachment. If
you receive a mail message that contains an attachment and you do not have the
application to open it, you can view it instead.

In GroupWise 7.0, you also have the option to try and open the file with an
application that may allow you to open the file — Open With. For example, you
could try opening a Lotus file using Excel.

If you cannot open the file, you can save the file in a folder and then try opening it
using an application that might be compatible.
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Loyola Medicine

Save, etc.)

Opening and Viewing an Attachment

1. Click on Tools, Options, Environment, Default Tab

/

Environment

/

General | Views | File Location | Cleanyg

Sent items:

tessage Attachments:
(%) Open item

() Dpen in a new window
() Wiew in existing windoyg

) Show propertie

wieh Browser
(%) Usze existing window
() Dpen new window

Show or hide QBuickViewer on:
() All falders

() Selected folder only

) Prompt

e Aktachments:
) Wiew in a new window
(%) Open attachment

Wwéarn if larger thar:

1000 =) kg

Allow offline 5end/Retrieve:
) Yes

Mo

(%) Prompt

Stark in:
(%) Mailbow folder
) Home falder

Default.&ctionségp@ Format | Signature | Appearance

HTML external images:

(3) Always shaw warhing

() Mever shaw warning

") Check Frequent Contacts

ak. I [ Cancel

2. Select the Default Actions tab

4. Click “OK”.

3. Choose your option under File Attachments.

Open the GroupWise item that has the attachment you wish to view.

Double-click the attachment to open it (or right-click on the attachment,
and choose what you would like to do with the attachment -- i.e. Open,

You can change the default for opening an attachment in GroupWise. To change
what happens when you double-click an attachment in GroupWise:
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4.

1.

2.

Printing an Attachment

Open the item that contains the attachment.

Select File, Print (or right-mouse click, Print).

From the list, select the item (or items) you want to print. If you want to
select more than one item, hold the Shift key down and click on the items
you want (in order); if they are out of order, then hold the CTRL key down
and click the items you want to print.

Select Print.

Saving Items and Attachments

Open your Mailbox (or Sent Items) folder.

Select an item you want to save.

Select File, Save As (or right-mouse click the item and Click “Save As”).
Choose the item you want to save.

Type a file name for the item.

The item will be saved into the default directory (Current Directory). If you
want the item saved in a different directory, then select Browse.

Select the folder you want to save the item in.

Click “OK”.

Click “Save,

Close”. i

ltems to save:

e; Traming for Groupwise B.5 and Othce Pro 2003
+HTML Meszage: ...
+ Attachment; Group 6.5 changes. DOC

|Save to Disk j

Save file az:
|F| eT rainingforGroupwizel. Sand0ficePro2003. doc

Current directaony:

|C:\ Browsze. .

v Bepart file name caonflicts
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Assigning a Category

You can assign items such as incoming mail to a particular category. This helps
you manage and organize your GroupWise items more efficiently. Items that have
been assigned a category are color coded and shown in the color of their particular
category. You can edit and remove colors as you wish. You can also sort and
filter items according to their categories.

To create a category

1. With a message open, click on Personalize and click on Edit Categories.

File Edit Wiew #Actions Tools Window Help

3 Close 457 Reply - Uy Forward - ﬂ - | B A= IEJ [J oo

M ail Properties Personalize Message Source

Ky Subject:

Categony: | E=>

2. Type the name of the new/custom category.
3. Click “Add".

4. You now have a new category that you can assign to your GroupWise
items such as a mail message or task.

5. You can edit or remove colors from the categories. You can also delete or
rename categories according to your individual needs.

Edit Categories
W] Folowup |
0
[ Perzonal
She
Frirnary
[T Urgent
E dit Colar
Mew Categony:
Tesl Add >
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To assign a category to an item

1. Right-mouse click on the item you wish to assign a category to.

2. Click “Categories”. Choose your appropriate category.

& Rhonda Stuck,

Open
Vi

Save As...
Print. ..
Filter. ..

Junk, M ail r
Mark Private

Dial Sender

Reply

Forward

Forward as Attachment
Delete

Delete and Emphy
Change ka...

Mowve to Checklist Folder

il —
Categories 3 Follow-up

R ———

3. The item is now color-coded according to the category selected.
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It would be helpful to add
the following websites to
the Trust List:

www.lumc.edu

www.luhs.org
www.loyolamedicine.org

——) Seftings  Junk List I Black, List] Trust List | D

Junk Mail Handling

Junk Mail handling provides the ability to automatically filter unwanted email as it is
received. Messages received from specified email addresses can be moved to the
Junk Mail Folder or blocked all together.

1. Click on Tools, Junk Mail Handling

Settings | Junk List_ Block List | Trust List

Junk Mail Handling provides the ability to deal with unwanted e-mail bazed on the address of the
zender. There are several options available:
Junk b ail

You can zpecify that e-mail be placed in the Junk Mail folder. (If the Junlk Mail folder does not exist
it will be created when any of theze optionz are enabled.]

Enabls Junk List

in the Junk List will be placed in the Junk Mail folder.

[] Enable Junk Mail using personal address books.
tail fram addrezzes not in a perzonal address book [including Frequent Contacts] will be placed
in the Junk b ai folder.

[ ] Enable Junk Calendaring using personal address books.
Appointments and tasks from addresses not in a personal address book, [including Frequent
Contactz] will be placed in the Junk kail folder.

[] Autamatically delete items from the Junk Mail Falder.
(Itemns are mowed to the Trazh folder. ]

Days to retain itemns after deliveny:

Blocked bail

Enable Black List.
tail from addrezses in the Block List will not be delivered.

2. Select the tab, Junk List, or Block List, or Trust List.

Junk Mail Handling

Show: v Addresses Mew... | | |
Iv Domains

| Addrezs/Domain | Last Used Court

3. Click “New” and enter the email address you wish to add. Click “OK”.
4. You can also right-mouse click on an item in your Mailbox and select

Junk Mail, Junk sender and Click “OK” to enter the email address and
Junk Mail.
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“ How to use the Address Book
+ Addressing an Item

* Creating and Editing Groups
* Choosing Resources

+» Creating and Sharing a Personal
Address Book

s Working with Contacts
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ADDRESS BOOK

The address book contains names and addresses, e-mail addresses, phone
numbers, and other items. Since the Address Book is an independent application,
you can access it from other programs such as Microsoft Word. You can even
print envelopes in Word by pulling the contact/address information from
GroupWise into Word.

The address book has four different books to find who you are looking for:

1. GroupWise Address Book — this contains all of the GroupWise users and
resources in the Loyola system.

2. Frequent Contacts — your most frequently used contacts are stored in this
“book”.

3. Personal Address Book — you can create your own personal address book.

4. Novell LDAP Address Book — this “book” uses Internet directory services
like “Bigfoot” and others to search for contacts outside of Loyola University.

%‘. Address Book
File Edit Wiew Help

[ ] Mew Details ﬁ Delete F\'\‘ Action  *

& Movell GroupWise Address Book

@,— Movell Group'ise Address Book Lk [Fe |

] Movel LDAP Addiess Book

B Contacts |m |
T Frequent Contacts g

1 Karen Roeckner ]
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Addressing an Item

1. Select File, New.
2. Select the type of item you would like to send (i.e. mail message).

3. To locate an address (or name), enter the last name in the “To:” section
and the system will find the name for you. If you have more than one
addressee, type in each address, press Enter after each one, and continue
until all addresses are listed. Click in any of the other boxes to deselect
the address box when you are completed.

4. Another way to locate a name is to select the Address Book that contains
the person or people you want to send the item to by clicking the Address
Book icon on your message window, selecting the book you want to
search in from the “Look in:” drop-down window. By default, the Novell
GroupWise Address Book is visible. To show only Contacts, Groups, or

Resources, click on the filter iconm]. The Default is to show All

Entries.
%% Address Selector 2 xI
Loak irc |@ Mavell GrouphWise Address Book j | To cC | BC |

Lok, for; Match | Name Selected: Routing Slip [

Address List:
| MName 4 | E-b 2N
& Aaron, Joshua JasRCT
& Abad, Frank FABAD
& Abad, Lisa LABAD
& Abad, Mona bty B [
& Abagnale, Scott SABACG
gg &Abarca, Dolores dabarc
& Abarca, Omar OfBAFR
gg Abarca-Barrera, Ethel eabarc
&4 Abaygar, Rochella RABAY
S ahavnmi Olohinemd C1é Ry
3 | o |
a Dietailz Iﬁ by
OF. Cancel

Page 29



Module #2: Address Book and Contacts Loyola Medicine

5. You can also change the way GroupWise searches the database. You can
“Look for” the person by: Name, First Name, Last Name, or Department by
specifying this next to “Match”. Click on the drop-down window next to
“Match”. Type in what you are looking for.

%% Address Selector

Loak i |% M ovell Groupi]
Look: far; |

ddrezz Boak, -
b atch | Mame j

I arme

Address List: First Marme
Last Mame
D artnErt .|

6. When GroupWise “finds” the person, double-click on their name, and
click “OK” to add them to your message. There are three options to send
an item: “To”, CC (carbon copy), or BC (blind copy).

7. You can also right-click on a name or group and choose an action (like
To, CC, BC, Remove Information).

8. Finish the item by typing in any other information, and click “Send”.

Groups

Creating groups allow you to address items to multiple users and resources
without having to enter their names individually. There are two types of groups
available: personal and public. Personal groups are created by you. Public
groups are created by system administrators for use by the general public. They
may include departments, teams, or other “groups” that would be found at Loyola.

To create a group:

1. Select the Address Book icon from the toolbar, or select Tools, Address
Book from the main window.

2. Select the personal address book you want to add the group to.
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3. Click the down arrow next to “New”. Select “Group”.

@ Address Book =<
Filz = fiew Help
Ay New ~ [EJ Details @ Delete Action =

Ny

A7 Online - Personal Address Book MName Completion Position: Mot searched ©»
=@ Movell Groupwise Address Book Look For |lnsidg [Name :_J
+ % Movell LDAP Address Book

+- &% Frequent Contacts | Hame | Office Phone... | Department | Fax Mumber | E-Mail address
&7 Personal Addressﬂ_nok}é

Enter a Group Name.
Add any comments to the Comments field.

Click on the Add button under the Members option (these are the people
you want to add to this group).

Click to choose: To, CC, or BC.

& New Group: (Personal Address Book)

Surrnary Details l

MName: ||

Comments:

Members: 0 Contacts, 0 Groups, 0 Resources

T

>

Ok | Cancel |

8. Double-click the Username(s) and/or Resource(s) you want to add to the

group.

9. Click “OK”. Click on “OK” a second time.
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13.

14.

10.

11.

12.

Now you will see the new Group listed in the Address Book window.
Groups will be displayed with a “Group” icon.

You can also send an email message to a Group. Right-mouse click on
the group name, select “Action, Send Mail”. The group name will
automatically appear in “To” or CC or BC depending on what you selected
for the group.

@ Address Book (=%

File Edit Yiew Help

fyNew - [ Detals FDelete CfjAcion -

"« Personal Address Book  Name Completion Position: Not searched €

Movell Group'Wize Address Book Laok For: | |lnside: 1Name _:J

| Movell LDAP Address Book - -
% | Hame | Office Phone... | Department Fax Number | E-Mal Address
+-&% Frequent Contacts = iRl S el et Ml s

+-&% Personal Address Book & wokgom

Another way to send a message to a Group is to create a new item (malil
message), click in the “To” box and select the Address Book. Select
your “group” from the appropriate folder.

You can save your Groups in any of the address books, except the main
Novell GroupWise Address Book.

When you create Groups (in a new item), Save Group has a drop-down menu as
to which phone book to save your new group to. Select the Phone Directory first
before saving your group.

Cantacts
Frequent Contacks
L Karen Roeckner
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Editing a Personal Group

1. Select the Address Book icon from the Main Window toolbar.

2. Right-click the group you want to edit.

3. Select Details.

4. Click on Add or Remove depending upon what you want to do.

5. To add a user or resource, click on Add, type in the name or select it from
the list and double-click the name to add it to your group. Make sure you

have selected To, CC or BC. Click OK.

6. Toremove a user or resource, click on the name you wish to
delete/remove from the list and click “Remove”.

7. To finish, select “OK".

User Details

You can also select a user and then click on Details to see more information on a
user.

Page 33



Module #2: Address Book and Contacts Loyola Medicine

Customizing Your Frequent Contacts Address Book

1. Click on Address Book from the main GroupWise menu.
2. Click on Frequent Contacts.
3. Right click on Frequent Contacts and click on Properties.

4. Click on the Options tab.

Frequent Contacts Properties

" Auto-zaving off
s Auto-gaving on
[ Save addresses of items that are received

[ From extemal sources [Intermet]
[~ From internal sources

-

W Save addresses of items that are sent
[v Toexternal sources [Intemet]

Iv Tointernal sources

[ Delete addresses not referenced within time period

Time period: |6 il Months ¢| Delete Mow ‘

ak | Cancel | |

5. Specify your desired settings and click “OK”.

Choosing Resources from the Address Book

Resources are located under View in the Address Book.
1. Click on Address Book while in a message or from the main menu.

2. Click on View. There are four filters: Groups, Contacts, Resources, and
Organizations.
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3. Click on Filter for Resources.

view Help
Details
Disable Quick Info

Define Custom Filter. ..
Define Filter for References. ..

Filter Off

® Filter for at Least 3 References
Filter for Groups
Filter for Contacts
— Gﬁer for Resources >
Filter for Organizations

Name Farmat...

v System Book Links
Refresh F5

4. Click on your Resource to select it.

5. Select the pop-down arrow next to Action and choose the item you wish to
complete; or right-mouse click and choose Action.

6. The Resource will be inserted into the To: window dialog box.

7. Complete the remainder of the item and click on Send.

Creating and Sharing a Personal Address Book

You can share your personal address books with other users. You can send an
address book consisting of the members of a work group to other members of your
staff. You first have to create an address book.

You cannot modify entries in system address books. However, you can copy
system books to personal address books and then modify the entries in the
personal book.
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Creating a New Address Book

1. Open the Address Book and select File, New Book.

Create Mew Address Book

Create addreszs book:

[ o |
|| Cancel

2. Enter the name for the new book and click OK.

3. Add names one at a time, or import names.

Import addresses into a Personal Address Book

1. Right-click the attachment (personal address book).

2. Select “Save As”.

3. Select the folder or disk you want to save the address book into.
4. Select “Save”. Novell address book files have a .NAB extension.
5. Open the Address Book where you want the file saved.

6. Click on File, Import.

7. Select the address book file. Click “Open”.

Export addresses into a Personal Address Book

1. Choose the address book you want to export names from.
2. Select the addresses you want to export.
3. Click on File, Export.

4. Select the entire address book or selected items, depending upon what
you wish to do.

5. Enter a filename for the exported file.
6. Specify a folder for the file to be saved in.

7. Click “OK”.
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1.

2.

3.

4.

Copy Names between Address Books

Open the appropriate Address Book.
Select the user name.

Right-click and choose Copy To (or you can click and drag names from
system address books to personal address books).

Select the Address Book you want to add the name to.

Select “OK”.

Add Names in an Address Book

To add names to the new address book, click the down arrow next to the
“New” button.

Choose the entry type: Contact, Group, Resource, or Organization. Enter
the appropriate information for the new entry.

@ Address Book
File Edit View H

’D Me
Contact
Group
Resource

Organization
|

Complete the fields for the entry.

Click “OK”.
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Change Name Information in a Personal Address Book

1. Double-click the user name while an Address Book is open.

2. Make any necessary changes in the dialog window.

3 -post, Student (Personal Address Book)
Summary  Contact l Office ] F'ersonall Eummenlsl .-’-‘-.dvancedl Eerlificate]
Mame
Eirat: |Student1 Prefiz | -
Middle: | Suffie | |
Last: |'l2"2'St Dizplay: |-pust, Student 1 -

Email Address Phone

o & ofie |
" Home Ii
 Mobile |7
(" Fay Ii
" Pager Ii

Stu-Post SHRL1.LUCT

id

Instant Meszaging

=] >

1]
]
-~
-l
ol
=
(]
o

Cateqgories |

3. Select “OK".
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1.

2.

Sharing a Personal Address Book

Click on the Address Book icon, or click on Tools, Address Book.

Click the tab of the address book you want to share. If the tab is not
visible, the book is not open.

Click “File, Sharing”. Click on the button “Shared with”. You can also
right-click on the name of the address book and click “Sharing”.

Personal Address Book Properties

General Sharing ]

Share list:

Marme Statuz Access

Enter the name of the person with whom you want to share the address
book and then click on Add User (You can search for names).

Click each user’'s name in the Share List and assign him or her access
rights (Read only, All).

Click OK to save your changes and close the box.

Once you click “OK” or “Apply”, the person with whom you want to share
the address book receives a notification. They can either accept or decline
your “offer” of the shared address book(s). If they accept your invitation, a
new tab will come up in their address book with the owner’'s name in
parentheses. You cannot share address books across external domains.
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Printing in the Address Book
You can print the following items from the address book:

Selected records
A list of records

The entire address book

P w D P

Labels

Print Address Book

Format S elected form: Form zize
|t (+ | etter A4

" Labels (" BEBxB85ih { A5
" Custom
fidth: Height:
| i, |

£ Franklin sizes

Ayvailable forms: | J

tultiple [tems Per Page

Mame and Telephone Farm arientation

Marme, Addrezs, and Telephone

One ltem Per Page o+ Portrait " Landscape

Frint | Preview... | Printer Setup... Cloze

To Print from the Address Book: DTt A oo Book

2

1. Click on File, Print. Choose “Selected
items”, or “Entire address book”.

" Entire address book

Cancel

Select “OK”. Select the various options 0K
to print under the Form tab.

Click “Print”.
Click Close.

2. Select the Content tab and choose the appropriate options.
3. Select the Options tab and choose the appropriate options.

Click on Preview to make sure everything looks satisfactory.
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CONTACTS

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

1. Click on the Contacts Folder.

2. You can create a new contact, resource, organization, and group by
clicking on the appropriate icon.

(3 Mew Contact 3 Mew Resource ,%, Mews Crganization m. Mew Group

3. Next, enter information regarding the new contact in the appropriate fields.

4. You can also see the details of any contact you create by double clicking
on your newly created contact; or by clicking on Address Book,
selecting a contact, and click on Details; or, by right-clicking on a
contact, selecting “Details”.

87 Movel LDAP Address

Mame
i % Caral Dunagan [Caral
+ &% Contacts Stuchly, Mary
i

# €Q Eric Uohn Tul &Y Stuck, Rodney
+ & Frequent Contacts S —

5. The comments section allows you to add a timestamp along with your any
comments regarding communication with this contact. Click “Insert”
Timestamp to add the current date and time to this contact.

& Roeckner, Karen (Frequent Contacts)

Summar_l.Jl D:nntact] Office ] Personal  Comments l.ﬁ.dvanced] Eertificatel Histor_l,ll

Comments: Inzert Timestamp
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6. The History tab shows all the items that have come from or have been sent
to this contact. You can change the following: items to display, dates to
display; and, use the toolbar options listed on the bottom of this screen
shot.

% Roeckner, Karen (Frequent Contacts) E

Summar}l] Eontactl Office ] F'ersu:unall Cnmments] Advanced] Certificate  History l

ltem Type: Al ltems - [~ From:
ltem Source: | Al ltems - To

| Marme Subject | Date A|
O Elpes I ken@knowledge | Competencies For CEL 12§13z

Ev
1| | >
»

*E;&' (@ % g7 Delete Sent Ikem '% Retract Retract And Delete

Subject: Competencies for CEL

g ®] =) ¥ =

-
Marezma ~limi- =l Dhuwrician Carvicra Dan J

Categories | = | Cancel |

Adding New Contacts

You can also right-click an addressee in an item and add him/her to any
personal address book including your Frequent Contacts address book.

Mail |F‘rn:||:|erties Personalize | Message Source

From: andy Eitson <akitson@epicsystems. com:=

To: Haaland, Cindiel :
SUhjEEt: RE: EILIESti Add Ta Address Boaok,
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MANAGING YOUR MAILBOX AND FOLDERS

There are many options available in GroupWise to organize your mailbox and
folders. We will discuss some of these options in this module.

Using Folders to Organize Your Mail

Consider organizing your mail in one of the following styles:

e Create folders for mail from managers and colleagues.

o Create folders for mail regarding business correspondences (business
folder).

e Create folders for mail for social contacts (personal folder)

e Create folders for mail regarding each office project you are currently
working on.

o Create folders for mail regarding current projects and completed
assignments.

e Create your own folder system. Fashion it like a file cabinet.

Opening and closing folders

e A plus (+) symbol indicates that a root folder is closed. To view any
sub-folders inside the root folder, click on the plus (+) button.

e A minus (-) symbol indicates a root folder is open. To close the sub-
folders, click on the minus (-) button.

'—E Cnline b

m] karen Roeckner Home
_____________  [Faox]
............. Iﬁl Sent Ikems
............. ,}_-.' Old Senk Ikems
..... @ Calendar
............ ,E Conkacks
[z — : Crocumenks
............. M Checklist
............. + work In Progress
[Ea— |:| Cabinet
............. = Junlk Mail

el

............. B Trash [212]
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Creating Folders

To create a folder in GroupWise:

1. Click on Cabinet.

2. To create a sub-folder, click on Cabinet, and then click on a folder
already inside the Cabinet.

3. Click on File, New, Folder; or right-click on Cabinet (folder), and choose

New Folder

if-aren Roeckner Home |

......... = Mailbios
--------- A5 Sent Thems
--------- 0 0ld Sent: Ikems

@[] Calendar
........ ,@ Contacks
|| Documents
......... [T Checklist
......... # Worl, In Progress

FProperties

4. Select the kind of folder you want to create (see choices below). To create
a personal folder, click on Next. To create a shared folder, click the
button next to Shared Folder, click on Next.
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Select the kind of folder you want to create.

[

&
]
=]

+ Personal falder
" Shared folder

~

~

{~ Find results folder

3

~

-

Cancel
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Types of folders:

e Personal folder — Personal items
e Shared — share items with others on the GroupWise system

¢ Find Results — searches using certain criteria and adds items according
to the search each time the folder is open.

5. Type in a name and description for your folder.

Create Personal Folder

Marme the new folder and zet itz position in the folder lizt,

M arne:
"wiork Projects

Description:

Paoszition:

% Rhonda Stuck
G Mailbox

@ Sent [tems

[F] Calendar
Contacts
+ Drocuments
[ Checklist
[ work In Progress
—-[E Cabinet
1 wWork Projects
81 Shared Folder

6. Click “Next”.

7. If creating a shared folder locate the addressee(s) for the shared folder and
provide them access (see specific instructions in next section).

8. Define the Settings for this folder. Click “Finish”.
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1.

2.

3.

10.

Creating a Shared Folder

Click on File, New, Folder.
Select “Shared folder”. Click “Next”.
Name the folder.

Use the “Up, Down, Left, Right” buttons to put the folders in their
appropriate place.

Click on Next.

Add the usernames in the Name field for those people you want to share
the folder with. Click “OK”.

Click on each username (under Share list: and give them “user rights”
such as Add, Edit, and/or Delete.

Click on Next. Define settings for the share folder.
Click on Finish.

Select “OK” (you can also change the subject or add a message if you
want).

GroupWise subsequently sends a message to the new “shared” users. This
message notifies them that they are now a part of the shared folder. There will be
a special Shared Folder icon next to the message indicating it is a shared folder
message.

You can also share a folder that already exists. To do this, select a folder you

want to share and click on File, Sharing, Share with. Repeat steps 6-10 above
on creating a Shared Folder.

Accepting a Shared Folder

Double-click on the notification icon (message) for the shared folder.
Click on Next.

There is an option to change the folder name, add a description, and move
the folder to another location.

Click “Finish”.
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instantly seen as a new discussion item.

folder.

3. Select “File, New Discussion”.

Discussion Threads — Posting Items to a Shared Folder

=[-8 Edit  Wiew Actions Tools  Accounks  Window  Help

i
Appointrent
Task,

Discussion)Hote

kel

Chel+ShifE+A
Chel+ShifE+T
Fri+-Shift+F.

4. Enter a Subject for the discussion.

1. A discussion item can be created for others to share by creating a newly
shared folder and listing users to share the folder. This folder will be

2. Create or open a Shared Folder. List the users with which to share this

= Posted Message

File Edit View Actions Tools Window Help

%‘_EPnst 3 Cancel & g

Mail l Options ]

FFF

From: - |KarEn Roeckner

Subject: EPIC CBL

Message:

| Folder: Stuck Shared

5. Enter text in the message field and click “Post”.
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6. All individuals who have access to this shared folder will instantly see the
new discussion item as an incoming message.

From Subject

=)= Karen Roeckner EPIC CEL

Displaying and Replying to a Discussion Thread
1. Choose a shared folder.

2. Click on View, Display Settings, Discussion Threads.

Moving an Item into a Folder

1. Click on Mailbox in the main window.

2. Click on the item you want to move, then drag and drop it into the folder
or subfolder.

Moving Multiple Items into a Folder
1. Click on Mailbox in the main window.
2. Hold down the Ctrl key and click on the items you want to move.

3. Drag and drop the items into the folder or subfolder.
—'\';;I
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1.

1.

2.

I by Subject: |

5.

Deleting a Folder/Folder Items

Right-click on the Folder in the cabinet and click on Delete.

2. You can delete all the items inside the folder (Items Only), or delete the
folder and the items inside (folder(s) and items). Click “OK”.

Delete Folder(s) EE

o« | D

—

Cancel |

Delete optiohs

—

Itemz to be deleted

Received: 0 items
Sent; 0 items
Posted: 0 items
[Ciraft; 0 items
Folder(z]: 0 items

Customized Subject Line

Customize the subject line of a received item so that messages can be accurately
identified and filed into the appropriate folders.

Open a message of a Received item.
Click on the Personalize tab.
Enter your new subject in the My Subject: field.

You can also assign the message to a category.

= Mail From: John Tu

File Edit ‘iew Actions Tools Window Help
W Close Reply - F-:urwarl:l S B = 5

Mail ]Prnpertiaé Personalize ! >

Categaorny: | =

Click “Close”.
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Using Checklist View

Checklist view lets you mark and organize items in your mailbox that require
follow-up. You can drag-and-drop items to place them in Order of priority, assign a
Due date, and mark items as complete into your Checklist Folder.

1. Select the “View By” icon and click “as 7
Checklist”.

2. Drag and drop items requiring follow-up to the top of your Mailbox.
3. Open the item
4. Specify the Order priority and Due on date.

5. Click “Close”.

= Mail From: Karen Roeckner

File _Edit  “iew Ackions Tools Window  Help
@F Reply - SdForward - & - £

Mail ] Properties ] Fersonalize Checklist l
— Order: m | P bo Bottarn |
e g B ||_

Subject: test - personal

K.aren A oeckner
b anager of Education and Training
ext. 64538 [708-216-4538)

Using the Checklist Folder

This folder allows you to create a master list. You can move any type of
GroupWise item into the Checklist folder. Items that are due today are color coded
in green; items that are overdue are color coded in red.

e
=

Tl e L)
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Archiving Mail

Archiving is a way to conserve space on the network e-mail server by moving
items from the mail server to your hard drive or a diskette.

To archive an item, you will need to set an archive path so the mail is stored on
your hard drive (C:\) or a network drive (will need network location and then map a
drive).

1. Click on Tools, Options. Double-click on Environment.

2. Click on the File Location tab.

3. Enter the correct drive letter and folder name. Click “OK”.

Environment

General ] Views File Location l[]eanup ] Default Actions ] Signature ]

Archive directon;

> IPIease enter location provided to you by GroupWise IT staff | G

Cuztom views:

I

Save, check out;

!

Caching mailboy directany:

|E:ngstr94h

4. Select one of the items you wish to archive, click on Actions, Move to
Archive; or, right-mouse click on the item and choose Move to Archive.

To Open Archives

1. Click on File, Open Archive. The archive is open when there is a check
by the title, Open Archive, in the main menu bar. Your regular mail
appears when there is no check mark next to the title, Open Archive.

2. Click on File, Open Archive (deselect the check mark next to “Open
Archive”) to close archives.
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APPOINTMENTS
Use the Appointment feature to:
1. Schedule appointments with other GroupWise users
2. Schedule posted appointments in your own calendar for personal use

3. Check other users' schedules for available times by using Busy search

Any appointment you send is placed in your Sent Items folder and that date on
your GroupWise calendar is also highlighted. Check the appointment item in Sent
Items to see if recipients have declined or accepted.

2 Novell GroupWise - Mailbox

File Edit “iew Actiohs Toolk Window Help

Home ( - Sentltems O
%Address Book = }} | £ e @ Mews appt | +| |

i *
g v 57 Rreply ~ G Forward = Meeting
Fosted Appointrment

wy Mlail
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Scheduling a Meeting (New Appointment)

1. Onthe toolbar, click on the New Appointment button.

| % Address Book e ,}) | (20 New Mail @ Mewy appt

2. The Appointment To: dialog box appears.

3. Enter the recipients in the To:, CC:, and BC: fields or click on the Address
button to obtain addresses from the address book.

4. Enter information in the Place and Subject fields.

5. Click on the mini-calendar to the right of the Start Date field to set the
date. You can also select an “All Day Event”.

_iolx]
File Edit Yiew Actions Tools Window Help
o U o el

J i send 3T Cancel Ej Address EBusy Search | foa | & T i
Appointment |Send Opkions I

From: vl IKaren Roeckner cc I

Ta: | B |

Flace: I

2N

Start date:  [5/si2008 "1:3? P ( ,' &ll Day Event
Duration: |1 Haur Busy :l

Subject: I

Times Mew Roman jlle B 5r U |‘@'| He *;E *;§| = = = | — A E»
-
=

I Account: Movell Groupiiise, Folder: Calendar Y

6. The current month box appears. The default is set to today’'s date. Click
on another date besides today’s date to set a date different than today.
Click on the arrows on the left of the month to change the month, or
click on the arrows at the right of the year to change the year. Click on
Select Recurring to give you more options to set recurring dates and other
types of date “formulas”.
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4 May 2008 4p
S M TWwWT F S

s 6 7[8]9 10
12 13 14 15 16 17
10 20 21 22 23 24
26 27 28 29 30 31

[ClToday: 5/8/2008
C Seleck Recurring. . )

S ——

I

[ =
on o=

7. Click on the mini-clock (to the right of time) to set the time. The Time
Input box appears. Click on the green arrow and move it to the desired
start time, and click on the red arrow and move it to the desired end
time and click “OK”.

Time Input [ 7]
4| o]
Cancel |

Start birne:
215 P

Start
Time

End tirme:
315 PM

Ciuration:
1 Hourlz]
0 Mirte(z]

End
Time
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Posting an Appointment

Posted appointments are automatically posted to your Calendar only. They are a
reminder for you only. If you want to schedule a meeting, see the "Scheduling a
Meeting" section.

1. On the toolbar, click on the down arrow of the New Appointment
button. Click on Posted Appointment.

P
(5) new If«rﬂrﬂtt)
Meeting *
— Pasted Appaintment

2. The Posted Appointment dialog box appears. (Notice you do not select
addressees.)

& Posted Appointment o ]
File Edit “iew Actions Tools Window Help
73 »
J & Post 3K Cancel (@ | b | & r | A | *% Spall Check | {
Appointment Ioptignsl
Subject; ||
Place: I
Startdate:  [S/g(2003 {143 PM [~ &l Day Event
Duration: |1 Hour BLisy -
Times Mew Roman j|12 x| B I U |J§@v i= 1= <= *’;fl = = = | —@aL”
=
|-
Account: Movell GroupWwise, Folder: Calendar 2

3. Enter information in the Subject and Place fields.

4. Click on the mini-calendar to the right of the Start Date field to set the
date, and click on the mini-clock to the right of the time field to set the
time. (See Schedule a Meeting for further instructions).
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This is what a posted appointment looks like once it is scheduled on your calendar
using the view mode of day ...

It will show you:

o Today's date
e Your appointments for the day
¢ A mini description of your appointments.

I

File Edit “iew Actions Tools ‘Window Help

J IE ﬁ) LT ‘ @ Mew sppt - @ Mew Task - ‘ E Delegate ?A—_{j E Busy Search

%v Filter: %
1 ~ =]  #GB- 000 -
E
An 30 |
7 0o
an 30
= 004 8 oo
SMTwTF S| aa0
1.2 3 00| | [t Epic Integrated =
456 781910 ,g% 30/ | | Team Mtg (Mulcahy hd
11121314151617 1DDD
181920212223 24 | 1 Y o7 = "
232627282030 31 =
1100
an 30
June 2008 12DD
SMTWTF S| Upwam"_
1234506 7 o) (= Discuss
2 910111213 14 Groupwise (Mulcahy

151617181920 21 2 0o
222324252627 28 PN 30
2930 3 oo

Pw 30

4 00 A =
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1.

2.

Using a Busy Search

Use this feature to access the calendars of everyone in the Loyola Address Book.
Be aware that some people DO NOT USE THEIR GROUPWISE CALENDARS;
therefore, the Busy Search WILL SHOW YOUR ADDRESSEE IS NOT BUSY. In
other words, the user's calendar will be open at all available times if they do not
use their calendar.

On the toolbar, click on the New Appointment button.
The Appointment To: dialog box appears.

Enter the recipients in the TO:, CC:, and BC: fields or click on the
Address button to obtain addresses from the address book.

Enter information in the Place and Subject fields.

Click on the mini-calendar to the left of the Start Date field to set the
date, and click on the mini-clock to set the time.

Click on the “Busy Search” button to determine the availability of a
person(s) or resource(s).

£, Appointment To: I [m]

File Edit “iew Actions Toolz Window Help
J 9 send 3 Cancel Address e, Busy Search fou ‘ “ :"LI ﬂ_z

Appointment | Send Options |

From: vl |Karen Roeckner oo

»

Ta: Il BC: I

Place: I

Start date:  |Si5/2008 jz:32 PM [~ Al Day Event
Duration: |1 Haur Buisy o

Subject: I

Times Mew Roman j|12j B I U |@v

1— =
F——]
i— »

il
it
L]

Ak
U]
(it
I
(i

|_%g»
[
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7. Click on the Individual Schedules tab to determine available times.
Shaded areas mean the user is busy.

{@ll Choose Appointment Time ] b

twailable Times Yhdividual Schedules I

Individual Schedule Grid:

Invite To Meeting... | Thursday May 8, 2008 Friday H
glaf10l11]12]1 2|2/ 4]8]9]10/1

(1) Emrey, Arthur 10 OO OO o ﬂ
s 1
(1) Bakken, Claudia —1 ao— /i

al o

— Caonflicting Appaintrment
Start Date: 54872008 Dwration: 1 Hour
Start Time:  3:00 P4 Statuz: Buzy
— Desired Time
Start Date:  B/8/2002 Dwration: 1 Hour
Start Time:  2:30 PM Status: Buszp
B out 0f Office [ Biuizy [ ] Tentative 4 I Cancel Auto-Select

8. Click on the tab “Available times” to see more information for each
addressee.

9. Click onthe “Auto Select” tab to have GroupWise automatically find the
first date and time when everyone is available for the meeting.
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Auto-Date (Scheduling Reoccurring Appointments)

When you need to set up appointments that occur once every month or once every
week, you can use the Auto-Date Feature.

This feature will allow you to select the start date, the end date, the months, and
the days of the week.

1. On the toolbar, click on the New Appointment button. Complete the
form and click on the calendar icon next to the Start Date field.

2. Click on Select Recurring....

4 May 2008 4p
S M TWT F S

ol
Select Recurring.. .

3. Click on the Example tab and complete the form. You will need to
choose a Start Date, End Date, the months you will meet, and the days
of the week. Click “OK".

Exarmple |Fo uIaI Dates I

Start: |5f8f2DDB ] Occurencess | IED _I:

— Months Days of the Week %

o [<a]_Sun ||| 1et 2nd 3d sh Btk Last
|: Mon [S>| | 1st 2nd 3d  4th Bth Last
. Tue |g| | 1st 2nd 3d  4th  Sth Last
M g

SR @) wed ||| 1t 2nd 3 4th Bth Last

Apr Dot <al Thu |g»| | 1st 2nd 3Zrd  4th  Bth Last
May Mo Fri ||| 1st 2nd 3d  4th 5th Last

Jun  Dec . Sat ||| 1t 2nd Jd 4th Gth Last

Jan

Feb Aug

oK I Cancel Reset
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Accepting and Declining Appointments

1. Double-click on the appointment in your Mailbox.

| D Karen Roeckner Discuss Groupwise 5/8/2008 2:42 PM

2. The Appointment form dialog box appears.

3. Click on Accept or Decline

E,- Appointment From: Karen Roeckner

File Edit “iew aActions Toolz ‘Window Help

: =,fﬁln:n:ept v =@Decline > I Close 5" Reply '|

Appointment IPererties I Personalize I
Fronmi: Earen Foeckner
To: Eoeckner, Earen
When: Tlousday, May 08, 2008 at 2:42 PM (1 Hour)
Where: Office
Subjeck: Dismss Groupenise

A\

4. You will now have the option of how to show this appointment as well as
enter a comment. Click “OK”.

Accept |- [ Dedine - E Dedine |+ ¥ Close
Accept with Options rEOn: Dedine with Options
Accept Busy
Accept Free Dedline
Accept Tentative
Accept Out of Office

Accept with Options E]

Show Az Comment:
" Free

(" Tentative

f i

When two appointments overlap, you can move them to a new time slot or
decline the appointment.
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Checking the Status of Appointment Items

Any items you send appear in the Sent Items folder. Items appear in chronological
order; the last message you sent appears at the top (or you can change the sort
order by right-clicking on the “To” bar, and select Sort ascending or Sort
descending).

To check whether your message has been delivered, opened, accepted, or
declined by the recipient, you will need to look at the Properties screen. This
screen will provide complete information about the mail sent from your mailbox.

To check if an appointment has been delivered, opened, accepted, or declined:

1. Click onthe Sent Items folder. Click on the appointment you wish to
check. Click on Property on the main toolbar.

kel

2. The Properties/Information screen appears. Check the screen to see if
your message has been delivered and if the recipient(s) of the message
have opened it. This screen will give you a detailed list of everything that is
associated with this item.

€. Appointment From: Karen Roeckner _ 10| x|

File Edit Wiew Actions Tools ‘Window Help

A >
J':,'{Accept ~ T@ Decline ~ 3B Close &) Reply '||‘._1-;b « & |-:._L_.:- B o
Appointment  Properties |Personalize|

Style: Advanced Properties o

-

Message |d:  4823115A.73D : 219 : 1853
Subject: Discuss Groupwise

Created By: kroeckn@lumc.edu

Scheduled Date:  5/8/2008 2:42 PM
Creation Date: 5/8/2008 2:44 PM
From: Karen Roeckner

Recipients
Recipient Action Date & Time omment
I@ T9.LUHSS Delivered  S/8/2008 2:44 PM

To: Karen Roeckner (KROECKN@lumc.edu) Read

Deleted

S5/8/2008 2:43 PM
5/8/2008 8:50 PM

Post Offices =
Post Office Delivered Route

T9.LUHSS SiB2008 2:44 PM lumc. edu

Files

File Size Date & Time

MESSAGE 527 SIBZ008 2:44 PM

TEXT.htm 379 SIBZ008 2:42 PM ;I
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TASKS

Tasks are used for different reasons than appointments. Tasks do not have
scheduled hours. While tasks can be sent to other recipients, posted tasks are
used for your calendar only (as are any other posted activities). A task is simply
an activity that needs to be performed.

Sending a New Task

1. On the toolbar, click on the New Task button.

| £ New Mail ¥ (5 New &ppt '@| Mew Task E'

2. Complete the form and click on Send. By default, the amount of time to
complete a task is one day (same day). GroupWise continues to display
the task through the next day until you mark the task completed.

& Task To: =1of x|
File Edit “iew Actions Toolk Window Help
B Cancel 7] address () | fioe ‘ A = IC | M | 28 pelic
Task |Send0ptions|
Frarm: vllKareaneckner s I
To: fl BC: |
Startdate:  [5/8/2003
Due on: |5is/2008
Subject: | Priarity I—
Times Mew Roman jllZ j B 7 U | v | iZ IS EEIE | E E = | — @ L
-
Ad
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Posted Tasks

1. On the toolbar, click on the down arrow next to New Task. Click on
Posted Task.

N
|i| Mewy Task|{ -

| Task *
— FPosted Task

2. The Posted Task: dialog box appears. Complete the form and click on

Post.
RETS
File Edit “iew Actions Tools Window  Help
J & Post X Cancel | G | b r | A ‘ 828 cpell check ‘ {”
Task |Opti0ns|
Subject: Il Priority: I
Startdate:  [S//2008
Due on: |sisjz008
TmesMewRoman w|[12 x| B I U | @v|[iZi2eEiE | 2 = £ | — @ 7
=

Note: When you decline or delegate a task, the task is removed from your
mailbox. You can also assign a task to another GroupWise user; however, until
the task is declined or completed, it will appear in your task list.

To mark or unmark a task “Completed”

1. Click “Window, Calendar”, choose the calendar view you wish to look at.

2. Click the check box next to the task; or, right-mouse click on the task
and choose “Mark Completed”.

3. Tounmark a Completed task, click the check box next to the task.

Once you mark a task “Completed”, a notification is sent to the person who
originated the task if they selected return notification for tasks in Send Options.
The person who originated the task can view the completed status, including the
date and time the task was marked Completed, in the property window.
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CALENDARS

Selecting a Calendar Style

1. You can view your calendar using a variety of modes.

You will now see your choices.

Week

Week and Calendar
Manth

Manth and Calendar
Year

Desk Calendar
Motebook

Day Projects

Day Flanner
Project Planner
Appt (sm)

Mote (sm)

Task (sm)
Multi-User

3. You can view using Day mode (see example below).

i

Calendar

2. Click on the drop-down arrow next to Calendar from the main menu.

File Edit Wiew Actions Tools Window Help

%v Filker:

May 2008
SMTWTFS
1.2 3

456 78]910
111213141516 17
161020212223 24
z5[26l27 282930 31

4 5 6 7
2 910111213 14
151617181920 21
2223242526 27 28
2030

Fd : ° CE) Mew Aot v New Task ~ Delegate 0 Busy Search
P e | B i5 =

@
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4. You can view the Calendar using Week mode (see below).

=10l x|

File Edit “iew Actions Tools Window Help

J E, p Ba ‘ Mew Appt - @ Mew Task - | ﬁ Delegate 2} @ Busy Search

%v Filter: Fé)
_
|5/E=;‘2008 l » ETDdayl 6w B |+ -

30

g 00
At 30

7 0
A 30| oo o} T |||

g oo Meur Pa|| |do|[ [a=l | [ J#m  ERIC |
An 30 [ [i= Epic Amb | Q @ North

g o ua e o) Riverside -

Am 30 rte Epic Amh
1Q0o @ E-Learning ] tly W Concierge
AN 30 call Di S Dty @ Epic
440N @ Rehah - te [T 1| Ambulatore 1]

5. You can view the Calendar using Day Planner mode (see below).

f# Day Planner o ]
File Edit %iew Actions Tools ‘Window Help

J E p fig | Mew sppt = Mew Task - | % Delegate ‘fJ;P} @ Busy Search

%v Filter: Q}
April 2008 ay 2008 June 2008
SMTWTFS|SMTWTFSHHEMTWTFS
123 45 1.2 3 12345 6 7

B 7 8 9101112 456?9 105 9101112135 14
13141516171819((11121314151617 (| 151617181920 21
202122232425 26 (181920212223 24 (|22 23 242526 27 20

27282930 252027282930 31 (2930
A9 | Copy Groupwise - 1 ~I[:=] * /1t hhayes - Vac days |«
manuals & =
[ ]«
0
6 o
An 30 J
7 00
An 30
g 00| [ EPIC Amb. Order |
An 30
g 00 1T Epic b e
|~ |{{ A 30| |integrate] | |Ambulato| | L=
< Month < Week < Day I Day = Week = I Manth =

Page 67



Module #4: Appointments and Using the Calendar Loyola M

edicine

|

i# Desk Calendar
File Edit “iew Actions Tools Window Help

desktop binder (see example below).

6. You can also use the option “Desk Calendar”, to see your calendar as a

=101 ]

B ¥

= (35 ,}J [T | Q—) New sppt = | New Task | 1 Delegate. €5

Lav Filker: @:,
hursday

by SMTWTF S

2008 1.2 3
456 7[8]9 10
111213141516 17
15 1920 21 22 23 24
25 26 27 2829 30 31

oo Tasks Tao Do

&n 30 a0 | Copy Groupwise
0o é manuals

£n 30
g 00| [[&#% EPIC Amb_|

A 30
oo | (e e

An 30 Enpic Ambul

1000 @ Cancierge Duty

Ant 30

i
ln‘ql 30 | =

< Month < \Week < Day Day = Week = Month =

Page 68



GroupWise 7.0

Module #4: Appointments and Using the Calendar

Creating a New Calendar/Changing the Calendar Colors

You can now create a calendar for separate projects or teams.

1. Click on File, New and click on Calendar
2. Enter the name of the new calendar

3. Click on Color and select color and click OK

Manage Calendars

Calendars:
Calendar
| SN
M 1633
Mew Calendar

ff o

taove Up

Hew

Delete

Edit...
Color. ..

Mo Colar

=
-~

Cancel

4. You can also decide if you would like your new calendars to be visible on
your main calendar. Right Click on your calendar and click on Properties.

Calendar Falder

> Show in Main Calendar

Colar; m-

5. For example, the main calendar has a color of Grey, the second
calendar has a color of red and the third calendar has a color of blue.

nnnnn

test

Test
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Multi-User Calendar

You can share your calendars with others (similar to proxy) as well as view other
calendars by using the Multi-User icon.

1. Click on Calendar from your folder list.

7ot karen Roeckner Home
_____________ o Fiabox

............. '.E‘ Sent Ikems

{0 2ld Sent Tkems

c- ............. Calendar

2. Select the Multi-User icon.
— — ~ N
IE Diay Wesk | [31] Month ‘Yaar

3. The first time you select the Multi-Calendar view, you will need to select the
individuals whose calendars you would like to view by clicking on the
drop down for Multi-User and then click on Add or Remove Users.

Multi-,
— Add or Remove Lzers,.,

4. Using Proxy rights, you can allow others to view your calendar.

Edit
Mame: Add U ser |
| ;
I Femove Userl

Idzer List:
MHame | Addrezsz |
k.aren Roeckner kroeckn. | T9.LUHSEum. .
Frarnrey, drthur AkRUMRBE.MCELUHSE...
Anderson, Ariane AAMDERTITALUHSSE...

ﬂj Change the order names appear on the calendar.

| k. I Cancel Apply
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Setting Access Rights (Proxy)

Proxy is a feature for those that manage the personal Calendar and Mailbox of
another user. A proxy can receive access rights to all or some of the items for a
particular user.

In order for someone to act as a proxy for you, you must give that user rights in
your access list and specify the level of rights the proxy will have.

1. Click Tools and then Options

2. Double click the Security icon and choose the Proxy Access tab.
Security Options

Passwaord ] Muotify Send Ciptions ]

Mame: |

|

Access ist:

M ame Address
<ol Usger...

Mail/phone:
Appointments;
Reminder notes:
Tasks:

=171 71 7
=171 7171

.

3. Select the user(s) you wish to grant access to

4. Highlight the individual user and select the access rights for the proxy
user.

5. Click “OK”. Click “Close”.
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Accessing another User’s Mailbox as Proxy

1. Click the down arrow next to “Online” for proxy options. |m

2. Click on Proxy (or select the user's name from the proxy list). Select the
username.

3. You now have access to this user’s mailbox based on access rights (as
long as the other person has given you access rights will you be able to
access their information).

Returning to Your Mailbox

1. Click “Proxy”.

2. Select your username and you will now return to your own Mailbox.

Inside the Calendar: Adding Tasks and Reminder Notes

e Double click inside the Tasks area; a task dialog box opens. Enter
the information you wish to see on the calendar in the subject field.
Click on Post.

Inside the Calendar: Appointments

e Double click inside the time slot that represents the beginning of the
appointment. Enter the Subject and Place. Click on Post.

pCIE
File Edit Wiew Actions Tools ‘Window Help
J & Post 38 Cancel | figg | o r | A | &% spell Check | «”
Appointment |Opti0ns|
Subject: Il
Place: I
Start date:  |5/8j2008 [5:30 am I &l Day Event
Duration: 1 Hour Buisy s
Times Mew Romarn jlle B 7 U |@' i= = &= *;§| = = = | — &L
=l
E
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From the Main GroupWise Window: Creating Appointments,
Tasks, and Reminder Notes

Click on File, New, and then click on Appointment, Task, or Reminder Note.

@ Create a new reminder note E]N

Tools Window Help

Mail Cirl4 NewTask }D i ' |>>
Appaintment Ctrl4shift+h £ )

Open Badkup

T Cilachift a7
ufts] |
Qpet Viei.. Reminder Note Cri4shiftR )

= f
Save Ag.., I j

Impert Documents. ., Phone Message Cirl45hift+P

Show: All Categories @
Import POP3/IMAP... : —tegn
Prowy... ) EUbJECt

Cocument ColD Training Class - Intermediate Access 2000

Properties Alt+Enter : 'tR . —— Rhonda Stuck completed
i : Ohbituary Notice - Smith Family

Print,.. Cirl4p o b Acipits Oivestion
QI0ET ., B ACCESS ULeS
Print Calendar... be: Groupiiee Train
Contact
Retrieve... il
Resource
Mode b Organization

Exit Alt+F4 Group
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Printing a Calendar

1.
on the toolbar.

Select your options from the Form tab.

While viewing your calendar, click the Print Calendar icon r.%l
File, Print Calendar will also allow you to print the
calendar and bring up the “Print Calendar” window.

Print Calendar

Avallable forms:

{Fom_ | Qpntent | ptions |

rmat Form size

* Day (v |atter

T Week - " BE5%85in

" Manth E " Custom

£ List - Wwidth:

™ bulti-l s H I— i,
4 " Franklin sizes

£ A
iy

Height:

Dailly Appointrments

Draily Text Calendar

Day Organizer

Day Trifold [Landzcape)
Expandable D ay Calendar

Form orientation

* Paortrait

[

(" Landscape

Print | Pressiew. ..

Printer Setup..

. Clogze

3. Click on Print.

Mumber of days:

|2/24/2005
Content
v Appaintments
¥ Start time
v End time
[~ Place
[~ Message

Display
v Weekend days

Eh

=
-

-

Iv Private calendar tems [ Completed tasks

Frrirt | Preview. .. | Pnntergetup...|

Clo:

e |

4. To use the Content tab, click on Print and select the Content tab.

5. To use the Options tab, click on Print and select the Options tab.
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1.

Sorting Items

Right Click on Name column (or any column) and click on “More
columns”.

Sort Ascending
Saort Descending

CC

Documents=
Falder

Message Status
Mame

Size

Source

To

More columns

Customizing Columns

2. Click on Sort Ascending or Sort Descending.

You can sort your column in Ascending or Descending order.

1. Right click on the “From” column or any other column.

You can also customize columns in your mailboxes. For example you can choose
what information you would like to see.

You can then add or remove items by clicking on any of the available
columns and then click on Add or Remove.

You can also change the order of your selected columns. Click on the
column name in the Selected Columns field. Click on “Down” or “Up” to
move the column into position.

Once you have made all of your changes, click “OK”.

21x]
Available colurnns: Selected colurmns:
5211 = il
~8005 Subject
Acceptedit Date Cancel |
Account »r Add > |
Azzighed -
Authol_ ¢ Femove << | #-Fields ...
Authority
Begin
Caller Mame
Category
cC r Column position————————————
Comparny
Completedt Dawn | Up |
Created LI
i~ Colurnn width
<4 | < Smaller | Larger > | > |
Fram |
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Creating Filters

Filters can assist you display only those items you want to show. For example you
can create a filter that shows only unopened mail messages. Filtering does not
delete items or remove them from your Mailbox; it displays items based on the
criteria you provide.

1. To Create a Filter, click on the Filter icon located in the
upper-right corner of your GroupWise Screen. Select Q}
“Filter” ... to give you more options.

Filter... )

Categories 4

Filter for Received Items
Filter for Sent Items
Filter for Posted Items
Filter for Draft Ierms

2. Select the items and filter options you want and then click “OK”. To
save the filter, click “Save” and give it a name before clicking “OK".

Filter B=|

Erom; 0K
| Fioeckner, F.arer|

To, CC: Cancel

Subject:

Open...

Save...

Meszage:
| Advanced Filter. ..

Cateqgory:

Reszet

3. To turn off the filter, click on the Filter icon and then on Clear Filter to turn

the filter off.
Filter... H

Categories L4

Filter for Received Items
Filter for Sent Items
Filter for Posted Items
Filter for Draft Iterms
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Finding Items

1. Click the Find icon on the Toolbar.

2. Click on the Find tab.

Find

< Find >| Find by Example |
Full Text -

| =]
FrammdAuthar ¥
I
Item bype:
[ Mai | Appointment
[ Task | Phone message
I~ Mote [ Document
Itern source:
| Received [ FPosted
| Sent [ Draft

[ate range:
[~ Created or delivered betweer:

| | and |

W Eind only official document versions

Look in;

= ¥ @ iRhonda Stuck,

&7 Maibow [1]

@ Sent lkemns

] Calendar

i Contacts
+ Documents

[ Checklist

[F ‘work In Progress
+-[ [ Cabinet

DS Trash [12]

(1 Stuck, Rodney
+-[7 B All Libraries

Advanced Find. . J

Rezet |

more specific.

location to search in “Look in”.

that match specified search criteria.

and then opens the folder for you.

Cancel |

3. Choose the appropriate items — choose Full Text or Subject;
From/Author, and the Item type. You can also choose a date range to

4. To be even more specific in your search, you can choose a specific

5. You can also use Advanced Find. An Advanced Find window appears
when clicking on the “Advanced Find” button. You can add multiple
filtering criteria to help you better search for what you are trying to find.

6. Another type of search is found on the “Find by Example” tab. You can
search for any item type. The “Find by Example” search looks for items

7. Inusing “Find by Example you can now search Attachments as well.

8. Click “OK”. GroupWise puts the search results in a “Find Results” folder

If you want to find text in an item that is already open, select “Edit, Find Text”".
Specify the text you want to find and click “Find Next”.
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Creating Rules

Rules can be set so routine tasks are run automatically. For example, if you're
going to be out of town for several days, you can have your mail automatically
forwarded to someone who will take care of your mail while you are away, or you
can have it leave a message to notify people that you won't be able to answer your
mail until a certain date. There are basic steps in creating rules:

1. Click “Tools”, then Rules
2. Click “New”.

3. Enter the rule name. For example, Auto Forward.

Mew Rule @

\
Fiule @ )

When event iz

Anditems are; W Feceived | Sent [ Posted [ Dialt

|t conditions are  [optional)

Itemn types: Define Conditions...

™ Mai ot on all iterns
[~ &ppointment
[ Tazk

[ Reminder note

[ Phone message

Appointment conflict exists: | Does not matter [Yes or Na) LI

Then actionz are

Add Action -

_ tdhion |
s

Cancel

4. Specify the event. For example: New Item. v New Item

Filed Ttem
Open Folder
Close Folder
Startup

Exit

User Activated

Page 79



Module #5: Additional Features in GroupWise Loyola Medicine

5. Set the conditions by item types. For example: Mail, Appointment, Task,
Reminder Note, and Phone Message.

6. Select “Define Conditions”. Define the criteria for the rule. Click “OK”
when you are completed defining criteria.

- Define Conditions
Filter
Include entries where . ’ '

7. Add the action. Select any actions you want the rule to do. For example,
Forward. You can also enter a message.

8. Click “Save, Close”.

Disable a Rule

Rules are enabled by default. An enabled rule has a check mark next to it. To
disable a rule, you need to:

1. Select “Tools, Rules”.

2. Select (highlight) the rule.

3. Click the Disable button.

4. You can also click in the check box to turn the rule on or off.

There is no check mark next to the rule once it is disabled.

Enable a Rule

If you wish to enable the rule again, it may be enabled without being recreated:
1. Select “Tools, Rules”.
2. Click on the rule.
3. Click the Enable button.

The rule is now again enabled, and there is a check mark next to the rule. You
can modify rules by selecting Tools, Rules. Select the rule you want to edit. You
can copy it before editing by choosing “Copy”. Select “Edit Action” to change
your rule. Once you are completed editing the rule, use the same procedures as
listed above for creating rules.
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Notify

To Activate GroupWise Notify

General |Views I File Lu:u:atiunl Eleanupl Drefault .l’-'u:tiu:unsl Fieply Fu:urmatl Signaturel .&ppearancel

Interface language:
| Engish us

=

—Yiew options
¥ Fead nest after accept, decline or delete

[ Open new view after send

 Refresh interval
Ewveny: I'I _I: minLbes IEI _I: zeconds

HTHL Erowser:

IDefauIt Browser

=

< |v' Laurich Matify at startup >

——

If you want to receive a notification that a message has come in to your mailbox,
when outgoing items have been opened, or let you know about an appointment,
Notify will give you this information while you are working in other programs. If
you are a proxy for another user, you can also receive naotifications for that person
as well, when they give you the (proxy) rights to do so.

1. From your Windows taskbar, Select “Start, (All) Programs, Novell
GroupWise, GroupWise Notify”. An icon will appear in the Windows
taskbar when “Notify” is running.

2. To “Launch” Notify at startup, select “Tools, Options, Environment”.
Click on the General tab and select “Launch Notify at startup”. Each
time you start GroupWise, Notify will automatically start as well.

2%

¥ Prompt on empty filker
v Prampt on empty find
W Check speling as pou type
[~ Check speling before send

o]

Cancel |

3.
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Configuring Notify

Options.

1. Right-mouse click on the Notify icon on the Windows task bar. Click on

2. You can select and configure all options you want to use with Notify on the
four tabs in the GroupWise Notify Options window.

3. When you have selected all your options, then click on Apply, OK.

GroupWise Notify Options

]
X

General | Moty | Alams | Retum Status

Settings Select folders to check for notifications
Check for mail every Rhonda Stuck
= Mailbox
il o minutes Sent kems
Calendar
= Documerts
Show Notify dialog for Checkiis
15 = Work In Progress
I="| Cabinet
Work Projects
Shared Folder
Stuck Shared
. Corfidential
Reset Notify Defaults Employee Help
Training
Trash
oK | Cangcel
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Synchronizing your PDA with GroupWise

The latest version of GroupWise now allows you to Sync your PDA (Pocket PC,
Palm, etc.) with GroupWise without the need for additional software. Please
download the PDA product from the following site:

http://www.luhs.org/internal/depts/training/palm/index.htm

Synchronizing your Blackberry with GroupWise

A Blackberry can be synced with GroupWise by becoming part of the Enterprise
here at Loyola Medicine. Please contact the Help Desk to set up your Blackberry.

For documentation, please go to the following web site:

http://www.luhs.org/internal/depts/training/palm/index.htm

Obtaining GroupWise Help/Training

Please contact the Help Desk at 62160 for GroupWise assistance.

Training is available:

o A Lecture/Lab class is available every other month for a minimal
fee. Please register using E-learning by searching for GroupWise.

e A User guide is available for printing. Please go to the following link
and click on GroupWise.
http://www.lumc.edu/depts/training/index.cfm

e Within the GroupWise product, click on Help. Several options are
available.

Help Topics F1
Wihat's Mew

User's Guide

Interactive Tutorial

Cool Solutions YWeb Comrmunity
Movell GroupWiise Home Page

Tip of the Day

About Groupiiise
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NOTES:
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USING THE WEB TO ACCESS GROUPWISE 7.0

You can log into your email account from the Internet by using a browser (Internet
Explorer). This will eliminate the need for you to install GroupWise Remote
software on every machine you want to access GroupWise from.

To login, you will need to use your Loyola Universal ID and
need to set a password for GroupWise.

To set a password on GroupWise 7.0
1. From the Main Menu in GroupWise, click on Tools, Options.
2. Double click on Security.
3. Enter your old password, and then enter your new password.

4. In the Confirm New Password, enter your new password again
(Note: Itis case sensitive)

5. Click “OK”, and then click “Close”.

2]

< Password bNDtif_l,l I Prosy .i'u:u:essl Send Elptiu:unsl

0ld paszward:

[Hew pazswarnd

[Cantim mew pazsswond:

[Elear Pazsword |

™ | Mo password required with eDirectony
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Accessing GroupWise on the Web
1. Double click on the Internet Explorer icon.

2. Enter the URL address: http://webmail.luhs.org/ (Note: Do not use
WWw)

3. Inthe name field, enter your Username (Loyola Computer ID).
4. In the password field, enter in your GroupWise Password.

5. Click on Login.

" Novell. GroupWise.

Username: |krneckn |

Fassword: eeeses| |
Language: |Enq|i5h j

|'C|:|nnectinn Speed

{*' High (Broadband)
' Low (Dial-up)

[T Use the basic interface  More Information

¥ Remember my settings

,
Tl @D,
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The Main Menu in GroupWise Web
The Main Mailbox screen will appear. Your folder options consist of:

Mailbox - all messages received
Unopened items - all unopened messages
Sent items - all sent messages

Calendar

Checklist

Cabinet

Junk Malil

Trash

@ . @ May 11, 2008 (Sunday)
Novell® GroupWise® WebAccess e Dawi;.ft”ﬁ‘m:"

Mailbox [ENesIELLETS Documents

ﬂ New... + Address Book a Proxy E| Manage Folders
m Karen Roeckner 'S Update a Delete l% Move m.ﬁccent 5 Dedline ﬁ Complete %Read Later

== Mailbox ‘ - | ‘

[ Unopened Ttems
A sent Items | =] "Dr. Richard Proctor Garz Re: Nuc Med notification via EPIC.

[ 0ld Sent Ttems M 2# Peggy Toth Fwid: can't close chart
£ calendar I & Amy Pittman Re: Delinquent Records
Checklist
Ll I E# Michael Scheer Ferd: Re: Open Encounters Over 30 Days
[F] Cabinet
Junk Mail O Michael Scheer Re: Delinquent Records
\ ﬂ Trash T @  Arthur Krumrey Managers share
 ——
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Creating New Mail

1. Click on the drop down option for New... to create new items. Click on Mail to
create a new mail message.

Mailbox

ﬁ Mew,
— 2] Mail
{5 Appointment
Task
| & Note
(= Phone

2. The mail message screen will appear. Enter all necessary information and
click on Send. Notice you have a tab for “Send Options” and
“Attachments” as well.

Mail Message

[ —

|D K Cancel % Address Book 53@:6’ Spell Check ﬂl'. Item Type ~
—

Mail Attachments Send Options

From: Il{aren Roeckner CC: |
To: || BC: I
Subject: I

Page 89



Module #6: Using the Web to Access GroupWise Loyola Medicine

Using the Address Book

1. Click onthe Address Book while creating a message or double click on
the Address icon.

2. Enter the last name of the user into the appropriate fields

3. Click on Search. A minimum of 15 users who match the description can
be displayed at one time.

a Add Entry % Address Book Options

Address Books:
|Gr0upWise Address Book j

|LastName jlheginswith j" < Search :ancel 2}

4. Highlight/click in the box on the name of the person and click on To: or
CCorBC.

5. If you want to search for another name, follow steps 2, 3, and 4 again.
6. When you have all the names in the To: (CC or BC) box, click on OK to go

back to your mail message. All of these names will be entered in your e-
mail message.

Address Book

a Add Entry % Address Book Options

Address Books:

IGruLlpWise Address Book j
[ [l [omee i @
©
7 matches found =
| | | # Rhonda Stuck

O a Bonita Stuckey BSTUCKE@Iuc.edu

O a Branden Stuck Bstuck@luc.edu

O a Courtney Stucker CSTUCKE@Iuc.edu

O a Katherine Stuckemeyer KSTUCKE@Iuc.edu

r & Kent Stucky KSTUCKY@luc.edu |

r A Rhonda Stuck RHSTUCK@lumc.edu =

4 _ | LI_I
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Using the Calendar

1. Click on the Calendar option from your main menu. The main Calendar
screen opens.

Novell” GroupWise” WebAccess

R (" Calendar Documents

2. You can access the day you wish to view by clicking on the Day button.
The same applies for Week and Month.

@ May 11, 2008 (Sunday) i
Novell® GroupWise® WebAccess et Help Options Logol

Mailbox Usage: 4

Mailbox  [e-1CLNET Documents

Fﬁ/’Ne'J\h.. - % Address Book a Proxy 4 p dToday ~
'@ Update a Delete @ Maove gAccept Decline ﬁ Complete %Read Later

|1 |Day Week E Month

<= Monday - May 12, 2008 =~

4+ May 2008 4 > £ Appointments Bl Notes

S M TWTF § Subject Time From [" ARA-000
1 2 3 - Ariane Anderson
I~ Amb Med meeting 10:00 AM  Rita Guenther

45 6 7 8 9 10 (1557 Maguire)
11 12 13 14 15 16 17 [~ BiWeekly Epic Conference Call  2:00 PM Julie Glen
18 19 20 21 22 23 24 (Confernce Bridge 69718) Subiect
25 26 27 28 29 30 31 [T Epic integrated Management Mee 2:30PM  ulie Glen

(Mulcahy 1632)

3. To move back a year click on the left arrow, or click on the right arrow to
move forward a year.
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Creating an Appointment or Task

1. Click on the drop down option for New... to create new items. Click on
Appointment to create a new mail appointment. You can also create a Task
or Note.

(=) Mail
f5)  Appointment
Task

& Note

= Phone

2. Enter all information and click on “Send”.

Appointment

send J) 38 Cancel % Address Book ? Busy Search 5\9\\:_“’ Spell Check ﬁ.. Item Type v

Appointment  Attachments Send Options

From: IKaren Roeckner e I

To: Ib(aren Roeckner BC: I

Location: I

Start Date: [may =l [tz =] [2008 =]

Time: W m Duration: ll— Im
Subject: I

3. You can also do a busy search to see when a person is available. GroupWise will
list all available times for users listed.

To: |P\r‘thur Krumrey, Claudia Bakken BC: |
Location: |
Start Date: [ May =114 =] |zo0s ~|
Time: |3:DD IP.M. 'l Duration: Il IHours Vl
Subject: |
Avaiaie times
Thursday - May 15, 2008 AKRUMRE
8:00 AM - 9:00 AM CBAKKEN
—— 2:00 PM - 3:00 PM
Friday - May 16, 2008
8:00 AM - 9:30 AM
11:30 AM - 1:00 PM
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Options on the Web Version

The following options are also available on the Web version by clicking on the
“Options” icon.

Help Options Logout

You can make changes to the following items:

Options

General Proxy Access  Rules = Send Options ~ Signature = Time Zone

Proxy on the Web

You can use the proxy option to proxy to all accounts on the web that you have
access to in GroupWise.

1. Click on Proxy

Novell® GroupWise® WebAccess

Mailbox | Calendar [OGEIGIENE

4 New... = % b Boo ~ | Manage Folders

2. Click on the name of the mailbox you wish to proxy to.

3£ Close % Address Book

|

AANDERL.ITA.LUHS9@ umc.edu
AKRUMRE.MCS.LUHSS@lumc.edu

Anderson, Arianeg

rumrey, Arthur
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3. To return to your own mailbox, click on the X to close the proxy link.

_g—— —
w o g /& loyola.wired N rovell webaccess (car. 4] N movell webaccess (.. x
00
’ - ’ 1) - - Y -
Mailbox alenda D
= & Arthur Krumrey ﬂ 53 Update % Read Later
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