GroupWise fall 2005
Creating Groups

Click on the address book .@

Click in the box with the grey word Department and type in your school name (do not
hit enter)
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Go through the list and double click on the people you would like to add to a group. IF
you click on the wrong person, double click on their name in the column to the right.
This will remove them from your list.
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Click on save group
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Give the group a hame Save as Group ! _|
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|

If you click on the Frequent Contacts tab and type your group name in the box that contains the grey
word name, it should be there.
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Adding Folders to your GroupWise Cabinet
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teslome = bmsl You may not have noticed, but you have a cabinet as one of your
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choices on your GroupWise menu.
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R You can help yourself be more organized by creating subdirectories in
which you can save e-mail.

1. To begin, RIGHT click on the word Cabinet.
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5. In the Name section, replace "New I
Folder” with the name you want. j
6. You can click the “dowW
you want to reposition the folder. el Tll
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7. Click Next
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S *** You can establish rules to sort your incoming mail
i e D s ]| s you don't have to click and drag mail to folders***
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Note: if you ever want to delete the folder, RIGHT click on it and choose Delete. You
will be given the choice of whether you want to delete the folder and its contents or
Just its contents.
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Rules
Click on Tools
Click on Rules
Click on New
ew Rule Elg
Fule ame: | Type in a name for the rule.

When event is

Hew Item ¥ andit W Beceived [ Sent | Posted [ Draft . .
[t < i el et e ” Select the box beside Received
If conditiohs are  [optionial)

tem types: Define Conditions...

[~ Mail Aot on all items CI'Ck Ol’l Define COﬂdiﬂOﬂS

[~ Appointment
[ Task

[~ Reminder note

[ Phone message

Appointment conflict exists: |Does not matter [es or Mao) j

Then actions are

Add Action *

|

| Cancel |

Click on the down arrow beside the EiNeTtn 2]
first box, select appropriate [l

choice and include relevant Include eniies whee .
information in the next box - click ! =1 _¢] || ool

O K Clear

[

[ Mai _ Move Item to Folder Action |7 Click Add Action
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e oo e o o Meve Select Move to Folder
[ Remindsrnote | . r Check the box beside the correct
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Then actions are OE CAT CI'Ck MOVC
Add Action + [Z7] Administrative
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__ Edtcton_| O 1 Joumal Click Save
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All mail received that meet this rule will be moved automatically to a specially created
folder.
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Adding a signature
. Options ? x|
Click on Tools -
i i [
Click on Options ¥ 2
Select Environment ionmen! IR
Security Certificates Date & Time
Cloze
Select the Signature tab
B —— .
Generall Views ] File Location] Cleanup Signatwel CheCk The box beS|de Signatur‘e
Add powr signature and/or electronic business card [vCard) to outgoing
messages.
v Signature " Automatically add . . . .
Jeanrie H. Timken A % Prompt before adding Click in the circle in front of
Computer Resource Teacher .
MCS Noble Middle Schodl Pr'ornp1' before add ing
E520 Market Strest
Wilmington, Morth Camolina 28405
v
[ Electronic business card [wCard)
[Leave empty to uge Address Book generated vCard)
| (&
QK | Cancel | CIICk OK
Click on the General tab
Environment 1'@
General lViews ] File: Location] Eleanup] Signature]
Interface language: Default action
Englizh Sent items:
_ ) * Open item
Wiew options _ " Show properties
ﬁ Eead nest a.fter accept, decline or delete \wWeh Erowslerl: . Make Sur‘e CheCk Spe"ing befor'e Send
pen new view after send * |Jsze eristing window
" Dpen new window |S Checked
Attachments:
Refresh interval  View attachment /
Ewemny: j minutes j seconds * Open auacpient/
[v Prompt on emphy filter [v Check spelling before send
[v Prompt on emphy find v Launch Motify at startup
ok, | Cancel |

The next time you send mail, after spell checking, it will ask if you'd like to add the
signature - you decide.
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GroupWise basics
To read an email  =¢
The unopened envelope means you have unread mail.
Double click on the message you wish to read.
The paper clip indicates the email contains an attachment
Open an attachment by double clicking on it
If you wish fo save the attachment
e open it by double clicking on it.
e Go to file and save as.
e Choose where you would like to save it
e give it a name
e click save.

reply, forward, delete

=

-

I .
Reply To reply to an email

Formard ¢ To forward an email

@

v «—To delete an email

Delete

Compose and Send an email =~

= Mail To: M=
Gile  Edit Miew Actions Tools Accounts  Window  Help
FAEH s ¥y A R 3D

Enter the recipient. You can - T w | ol
start typing the last name or use ., I be: | o
the address book by clicking on )
the address book

Subject: |

Message: x

Cancel

 ;

Address

&
/Attagh

Type in the subjec

Type in the message

Attach a file to anemail ————

Click send when ready. If you have set up a signature and enabled the auto spell check,
you will be prompted accordingly.
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Changing your password

Click on Tools
Select Options

Options

Click on the Security icon (a safe) = 2
e Select the Password tab and TYPC your old Environment Send Documents
password
e Type you new password (you'll type it again to EE v Do
confirm) :
e Click OK _ G|

To check GroupWise from home:

Type this URL in the address box - mail.nhcs.kl2.nc.us
Click 6O
Type in your account information
Log In
Checking on sent mail
Click on sent items folder
You will see all the mail you have sent. The icons to the left indicate the status

@ indicates that you sent it to a group of people and not all have opened
-t
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indicates that it has been opened
indicates the recipient has not read the mail
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You can type reminder
notes

You can enter tasks
AND check them off
when completed.



