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Prerequisites

You should be familiar with the Windows GUI, how to use a mouse, files and folders.

Introduction

This is an interactive course. The instructor will cover the theory and show you samples of how to accomplish tasks within the
GroupWise email client. Thereafter, you will practice the exercises on your own. Remember that it is not within the scope of the
training to master the program, but rather to give users an understanding of how it works and how to perform the actions. Keep your
user-manual so that you can practice the exercises after completing the course at your own pace. The best way to learn is to
experience by sending messages either to yourself or to a colleague.

GroupWise is a complete messaging system that allows you to easily access, organize, and respond to all types of information. You
can use it for:

Schedule/delegate appointments, notes and tasks
Reserve resources, e.g. board rooms, pool car, projectors
Share folders and address books

Organize addresses and contacts

Create a unified mailbox of all your email accounts

Send phone messages

Chat real-time with colleagues
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Bear in mind that to accomplish an action in GroupWise, you can use a combination of;

= keystroke combinations
= pull-down menus

= button-bars

= shortcuts

Starting the GroupWise client

From the Start Menu, select Programs, Novell GroupWise, GroupWise. Or from the Desktop, double-click the GroupWise icon. After
the logo is displayed, you will see the Universal Mailbox.
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You could be prompted for a password - enter it.
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Universal Mailbox

This is the main window. It provides access to all your information such as email, phone messages, appointments, tasks, documents,
notes, fax messages, etc.
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To the left of the screen are the folders which help you organize information:

Folder

Mailbox

Sent Items
Calendar

Work in Progress
Cabinet

Trash

Checklist

Contents

Items sent to you

Items you sent

Appointments, tasks, notes

Saved items for later sending/draft

Personal folders

Deleted items

Create a task list for items requiring further action

The items (mail, tasks, notes, appointments, etc.) are on the right. When you select a folder, its contents appear on the right.

The toolbar is customizable. It offers quick access to common commands. Leave the mouse pointer on a button/icon on the toolbar
to get an explanation of what action is being performed. On the menus, notice the shortcuts (combination keystrokes), e.g. Print —
Ctrl+P.
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Accessing Help

Click Help, Help Topics.
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The toolhar lets you quickly accomplish common GroupWise tasks, such as opening the Address Book, sending
mail messages, and finding an itern. The Display drop-down list on the taolbar lets you change the display of your
ltem List For infarmation aboutthe toolbar, see About Toolbars
v

GroupWise provides context-sensitive help. If you need information whilst in a dialog, press F1.



Sending Email

To send a mail message, from the Toolbar click New Mail.
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In the To: field, begin typing the name of the recipient. GroupWise uses automatic name completion or name resolution to complete

the user's name. Enter a Subject, and begin typing your message text in the Message field. When done, click Send. The Mail ltem
view:
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Attaching Files

From the Mail window, click Attach.
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Select the fileffiles and click OK. The file appears in the Attach window in the bottom of the screen.
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Address Book

You can use the Address Book to search for a contact. This can be done from the mail message view by clicking Address, or by
opening the Address Book.

@ Address

The Address Book consists of three separate address books:

= Frequent Contacts
= Personal Address Book
= GroupWise system address book
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Users you most frequently send mail to are stored in the Frequent Contacts address book. You can also access these contact, by
selecting the Contacts folder.
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To open you personal address book, click the folder with your name on it. You can add users to your personal address book and
even create multiple personal address books. The Novell GroupWise address Book contains a list of all users on your GroupWise
system in your organization.

You can also get information about a user from the address book, or simply by leaving your mouse pointer on the user's name.

Organizing personal addresses

GroupWise allows you to organize addresses into different address books. To create a new address book:

= File, New Book.
=  Enter a name. A new folder appears for your new book. You can add new addresses or copy from other address books.
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LCreate address book;

|| Cancel




To add entries to the new address book:

=  New

Y Hew *I

New Entry

i

Group Cancel
Resource
Organization

= Select an entry - contact, group, resource or organization
= Enter the information for the new entry.

Contact:
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To copy addresses from one book to another, open the source address book, highlight the name, click and drag to the folder of the
destination address book.



Status Tracking

Useful if you want to track whether a message was sent, or when a message was delivered, opened, replied to or deleted.

Open the Sent Items folder, and look at the icon next to the outgoing item. These icons describe the status of the item; e.g. an open
envelope indicates a read message.
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For details about the message status, right-click the item and choose Properties. By default GroupWise tracks an item's delivered
and opened status. You can request more information by choosing Tools, Options, Send.
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Reading Incoming messages

Open the Mailbox folder and double-click on an item. To reply to the item, click Reply.
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You can choose to reply to the sender or to all (sender and recipients). You can also check the option to include the message
received from the sender. This is helpful when you want to remind the sender of their original message.

Optionz

¢ Reply to all [sender and recipients)

Caticel |

¥ Include message received from sender

The sender's name is automatically entered into the To: field. The subject includes RE:.

Attachments in incoming mail are indicated by paper clips. To view an attachment, select it, right-click and choose View. This allows
you to view the attachment from within GroupWise. GroupWise uses viewer technology which supports most file formats. This is
useful because you don't have to open the file in the original application that the user created it in. Think of how useful this is when

you don't have the application !
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=i Mail From: Mandy Eagar

File Edit Wew Actions Tools Accounks  Window Help

3 Close TE4Reply -~ GlForward - % - £ 5 B b, B et @gwstrip
Mail ]Prnpartles I Personalize

From: Mandy Eagar

A B C _ D E | F

R
1 il
2
3 Business Expert Skill Set Matrix
&
6 Partner Narme 5
7 Partner Contact Person
8 Date
9
10 A SERVICE CAPAEILITIES How to Score jAnswers
11
12 Answer 1 for YES, Answer
Technical Support HollineiHelpdesk 0 for Mo
13 Support Service Contracts (Service Answer 1 for YES, Answer
Leve| Agreernents) 0 far NG
14
Answernumber of
15 Nowvell Technical Skills individuals who have
Investiment CHES achieved certification
Answer iurmber of
16 individuals who have
CHE B achieved certification M
< >
| Size | Type Madified A
MLA 6.1 FA Addendum endgl... 38KE  Adobe Acrobat ... 12-Mow-2002 1.,
¢ 1] 15KE  Microsoft Excel ... 18-Jun-2003 1.,
@BE Skillset Matrix (Inkernal). .. 17KE  Microsoft Excel ... 18-Jun-2003 1:... Il

To open the file in the associated application, choose Open.

To forward a message to someone, click Forward.

Trash

@

When you delete an item from your mailbox, it is placed in the Trash folder. Once in the Trash, it is not permanently deleted yet. By
default, your trash is only emptied every 7 days. To delete or purge an item from the trash, right-click it and select Delete. To purge
all messages, right-click and select Empty Trash.

In the same way, you can Undelete an item from the trash that you mistakenly deleted previously. The recovered item is moved to
its original folder. This is similar to the Windows Recycle Bin.

Saving or Printing items

To protect your important messages so that you don't inadvertently delete them, you can save or print them.

To save, choose File, Save As from the main window or from within the message. Saving the file leaves the message in your
mailbox, but copies it to your local drive. To modify the default save directory, click Tools, Options, Environment, File Location.

Follow the same steps to print the message, but select File, Print. To print the file attachment from the associated application, click
the check box in the lower left corner.
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Folders

As you start receiving messages from other users, your mailbox starts filling up. To keep it organized, use folders to sort them by
subject. GroupWise allows you to implement a filing system (not dissimilar to a directory structure on a hard drive) to store the items
you want to keep.

To create a folder, right-click the Cabinet folder and choose New Folder.

Create Personal Folder

X

Select the kind of falder pou want to create.

|
B1  Shared folder
[&  Find results folder

T Ty W

r

® ' IMAP folder
™ NNIP folder

t&_ | Mesit » | Cancel |

Type the name of the new folder, e.g. Budget, and select its position in the existing folder structure by clicking Up, Down, Right or
Left. Optionally enter a description for the folder and select Next.

Create Personal Folder fgl

MName the new folder and set itz position in the folder list.

Mame:
|Budgeﬂ

Descriptian:

Position:
ﬁ Trazh [733] ~
B Brainshare 24

+-(Z7 Training

+-(C7 Listservers

+-(_] Personal
3 Deliven problems

=7 Unuzed Left
+ Documents

[& ok In Progress
-1-[ Cabinet
a

el

154l

< Back | Mest » | Cancel
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If you placed the new folder in the Cabinet, the Cabinet folder will have a + next to it signifying that there exists a sub-folder. Click

on the + to expand the folder. This changes the symbol to a — (minus sign). Now you can move related items to this folder by clicking
on them and dragging them to this folder. You can also move folder in a similar fashion.

Rules

You can create a rule in GroupWise to automatically move items into a specific folder, based on certain criteria. To create a rule,

choose Tools, Rules.

Click New.

Rulez are executed in the order they appear in the list. Drag a Eless

e to a different pogition to change the arder, =

Rule st New. |

Fiule Mame Ewent ~ .

SED Mew ltem $
SED - ZFH Mew Ibem Can..
SED - Clisnt32 M Iem
SED - iFolder Mew ltem Dielete
SED -webdayv Mevi ltem -
SED - eDi New ltem Dlesasie
SED - NAM M Ibem Aur
SED - eGuide M Iem —
SED - Apache Mew ltem K. Refresh

New Rule

FiLle name: |AII Budget Do

wihen event iz

-

New [kem ¥ | &nditems are: W Received [ Sent [ Posted [ Draft

If conditions are  [optional)

Item types: Cefine Conditions...

P b
[ Mai At an all ikems Wy
[~ Appointrment
[~ Tazk

™ Reminder note

™ Phote message

Appointment conflict exizts: |Does not matker ez or No) ﬂ

Then actions are

Add Action

i

| Cancel |

Type the name of the new rule, e.g. All Budget Docs. Describe the event by marking the Received box, and select the item type, e.g.

Mail.

Define the conditions, e.g. Subject: Budget. This filters all mail with the subject “Budget” and places them into the folder once the

action has been defined.

Click Save. The rule now appears in the Rule Name list with a check box next to it. A mark in the check box indicates that it is

enabled. Click Close to return.
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Scheduling meetings/appointments

GroupWise features like Auto-date and Busy Search simplify scheduling of team meetings. You can also create personal
appointments, tasks and notes.

To schedule an appointment, select Schedule New Appointment from the toolbar.
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£ Appointment To: Paulo Ferreira

File Edit Yiew Actions Tools Accounts Window Help
Til send 3¢ Cancel I@»Mddress & mBusy Search Yoe E | FFE | [ Spell check ™
Appointment ] Send Options |
Fram: - |Pau|0 Ferreira co |
To: |Paula Ferreira BC: |
Place: |
Startdate:  |20-Jun-2003 [11:500 am - [T
Duration: [1 Howr [0
Subject: |
Tahoma '||10 '| B J U @|iZZ&EIE E £ E | — E»‘
Y,
&
fame Size | Twpe Modified
Folder: Calendar

Your are scheduled by default for every appointment you initiate. If you are not part of the meeting simply delete your name from the
To: field.

Invite the users from the address book or type their names in the To: field. You can also add resources.

Indicate a start date. Optionally select the calendar icon to view the current month.
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Auto-Date

E xample ] Faormula

Today's date will be highlighted by default. Choose a new date, or move between the months/years. Select Recurring to create a
formula for recurring meetings. This enables you to schedule multiple meetings by sending one single message.

A 2003 o
January 2003 February 20032 March 2003 April 2003
S M T WTF = S M T W T F 5 S M T WTF = S M T W T F 5
1 2 3 4 1 1 1 2 3 4 &
E B 7 B 9 1011 2 3 4 &5 B 7 8 2 3 4 5 B 7 8 E 7 8 9 10 11 12
12 13 14 15 16 17 18 9 10 11 12 13 14 15 9 10 11 12 13 14 15 13 14 15 16 17 18 19
19 20 21 2z 23 24 25 16 17 18 19 20 21 22 16 17 1% 19 20 21 22 20 21 22 23 24 2% 26
26 27 28 29 20 3 23 24 25 26 27 28 23 24 25 2R 2F 28 29 27 28 29 30
30 31
May 2003 July 2003 August 2003
S M T WTF = S M T W T F 5 = T W T F %= S M T W T F 5
1 2 3 1 2 3 4 5 & 7 1 2 3 4 & 1 2
4 B B F & 9 10 8 9 10 11 12 13 14 E 7 8 9 10 11 12 3 4 B B F 8 9
11 12 13 14 15 16 17 15 16 17 18 19 :20:21 13 14 15 16 1F 18 19 i 11 12 13 14 15 16
18 19 20 21 22 23 24 || 22 23 24 25 26 27 28 20 21 22 23 24 25 26 17 18 1% 20 21 22 23
25 26 2F 2% 29 20 31 29 30 27 28 29 =0 21 24 25 2B 27 28 29 20
31
September 2003 October 2003 November 2003 December 2003
S M T WTF = S M T W T F 5 S M T WTF = S M T W T F 5
1 2 3 4 5 & 1 2 3 4 1 1 2 2 45 &
7 e awnz|ls & 7 g 3wz 2 45 6 7 oe|lF o2 o9 w11z iz
14 15 16 17 18 19 20 || 12 12 14 15 16 17 18 || 9 w0 11 12 13 14 15 [[ 14 15 16 17 18 13 20
21 22 23 24 25 26 27 |19 20 21 22 22 24 25 (|16 17 13 19 20 21 22 |21 2 23 24 25 oze 27
28 29 30 26 2F 28 29 30 31 23 24 25 26 27 28 29 [| 28 29 30 m
30

Cancel Reset

=]

You are presented with a yearly calendar. Select multiple dates by simply clicking on them and highlighting them.

You can also use the Auto-Date by Example. Here, you select dates based on conditions, e.g. the first Monday of January. You
also specify a Range with a Start and End date.

You can change from Days of the Week to Periodic recurring days. This enables you to schedule a recurring meeting every x
number of days, e.g. a weekly meeting periodically every 7 days. Similarly change to Days of the Month to select recurring
meetings within a month.

Type the Subject of the appointment.
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To select a time, click on the clock icon next to the date. This denotes the start time of the meeting. You are shown a time scale with
two arrows: Green for start time and Red for End time. The duration is automatically filled for you in the appointment window when
you select the start and end times of the meeting. Drag these arrows up and down.

Time Input
— |70 =
= g0 _ Coneel |
— | 3008 — Stark time:
— boons — 12:00:00 Pk
:_—11:UU~‘1"-—_: End time:
’ = 1:00:00 P
= < Duratior:
2 | 1 Hour(z)
— Z00P = 0 Minwtefs)
—|z00P =
—|4:00P —=
=~ |500p =
—|s00P =
o =

If you want to check the schedules of other users, select Busy to perform a Busy Search. This disables conflicts. Don't perform a
Busy Search with recurring appointments that involve multiple users.

m Busy Search I

You are presented with a graph showing the users you invited to the meeting showing their appointments. Find a time slot where
there is no shading for any person or resource.

&1 Choose Appointment Time E@E

Available Times

Inwite To Meeting... | Friday 20 June 2003 Monday 1
glao[n1z[1]2[a]4]a[39[10]1]
(i) Leandra Streicher C_r 1 ]
(D) Paulo Ferreira O (717717 1
N ;H
Appointrent
Busy Start Date:  20-Jun-2003
From: Leandra Streicher Start Time: 11:00:00 &k
Flace: Movell Jhb Duration: & Hours 30 Minutes

Subject: Group'wise Training for Melzon kMandela

Desired Time %ﬂ
Start Date:  20-Jun-2003 Start Time:  12:00:00 P
Dwuration: 1 Hour Busy
M out 0 Office [lBusy [ Tentative (] 4 | Cancel Auto-Select
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Select Available Times so that GroupWise can show you a similar graph depicting when each individual will be available. Click on

the Auto Select button to let GroupWise decide for you when the next occurrence is that doesn’t share conflicts.

oose Appointment Time

Individual Schedules |

S{(=]E

Deszired Time
Start Date:
Diuration:

20-Jun-2003
1 Hour

Irnvite To Meeting... |

W= To
O Leandra Streicher
[ Paulo Ferreira

Start Time:  12:00:00 P

B out 0F Office [ Busy [ Tentative

ak. | Cancel Auto-Select

When done, click OK and Send to mail the appointment to the other users.

Accepting/Rejecting appointments

Appointments are sent to your Mailbox. Double-click the appointment, read it and click Accept or Decline. You can send a comment
to the sender stating your reasons for declining the appointment if you wish. This is optional. For auto-dated appointments, you can

accept/decline this instance or all instances.

O Accept ~ [ Decline

To decline an already accepted appointment, go to your Calendar, right-click the item you wish to cancel and select Decline.
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Viewing Appointments/Calendar

To view your diary, select the Calendar folder.

%% Novell GroupWise Remote - Calendar

File Edit

RS (BB -

View Actions  Tools

%, Remote

(P Paulo Ferreira
[+ (] Customers
(3 TDF 2003
@[] wavier - B5 Europs 2003 [29]
& 6 Mailbox [7]
el
[ Checklist
5 dlp Sent Tems [1]
Contacks
Junk Mail
Trash [734]
B EBrainshare 24
# (3 Training
I (7 Listservers
&[] External
«[1] Inkernal
[ Conlsalutions
[ Global Sales
[T NCPL
- [ SYSENG [2]
& (0] Today Movell [1]
(] Personal
(3 Delivery problems
23 Unused
] e Documents
---[55] Authored
(&) Default Library
[F work In Progress
o5 Cabingt

Accounts

Window Help

HhEEOD D BE-A-2-9R9R- 98

ale
[20-Jun-2003 BB [T] 410 47 4310 4365) R EE Rz
June 2003
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
22| 28 27 28 29 30 31 1
8:00 AM BrainShare 8:00 AM BrainShare B:00 AM BrainShare  6:00 AM BrainShare  6:00 AM BrainShare
8:30 AM Enterprise 5.00 PM Pre-BrainS  8:30 AM Veekly Bal 3:00 PM Netare B
10:00 AM DISCUSSIC 5.00 PM Announcer 7:00 PM Quarterly E
123N FM SIM trainine
32 3 4 5 6 i 8
8:30 AM Enterprise 3:00 AM Introducing  8:30 AM Weekly Sal 10:00 AM Meetingwi 7:45AM CAEvent: L
10:00 AM Hand over  10:00 AWM Introducing 8:30 AM Weekly Sal - 200 PM Introductioln 12:30 PM Liesel's far
400 PM On-line Sel 11:00 Ad Introducing 10:00 AM Hand over  3:00 PM Introducing
4NN PM Naling SRl 100 P Inteadneing 400 PYM iinrkernnn 1000 P RebiErs R
gl 10 11 12 13 14 15
1:00 PM Santam 8:30 AM Discussth 8:30 AM Weekly Sal 11:00 AW GroupWise
* Allison - hithday 10:00 AM G Preser 1:00 PM Prepare for
1:30 PM Hans fram
‘R 53N PM Fisld Tarhr
25| 16 17 18 19 20 21 22
115 AM SA PUBLL  9:00 AM Tech A 8:30 AM Weekly Sal  1:00 PM SASRIA 9:00 AM Berndt- Ta
11.00 AM Lead Mana 10:30 AWM Borderdan 1100 AM GrouptWise 100 PM Fwd: MRS |11.00 AM Groupiise
@ Pleage remember B Santam: Canyouct 200 PM Cape Towr  5:00 PM BrainShare |12:00 PM Growshise|
A Rantam GrounWis | 300 P Wiehinar wj
26| 23 24 25 26 27 28 29
8:30 AM Enterprise 830 AM General dic  8:30 AM Weekly Sal  5:.00 PM BrainShare 10:00 AM Hip Mestin
11:00 AM Lead Mana  5.00 PM DATE CHA  1:00 PM Fulfillment 12:00 PM Meeting wil
400 PM NEW CHS O Remembhertogeth 300 PM Webinar wi
27| 30 1 2 3 4 5 I
8:30 AM Enterprise 8:30 AW VWeekly Bal

To view additional information for an appointment, double-click it, or hover your mouse pointer above the appointment, note or task.
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You can also change the view of the calendar to year, month, week, day or multi-user.

(1] 71 ] [es) 23]

% Novell GroupWise Remote - Calendar.

Fil= Edit View Actions Tools Accounts Window Help
LSO B-B-B-n | EEE D O-42-2-0ER98-798
=':¥;i Remote i Calendar Show: &ll Categories
\U Ferreira — — = e
< o Custortiers |20-Jun-2002 ] 41r A7) 431 435) e | ®
<[] TDF 2003 Anpointments: Notes:
& (0] Havier - B5 Europe 2003 [29] E’-ﬁen > i
& 67 Mailbox [7] i ~
o May 2003 A 30
o[y, Checklist MTWTFSs|l8 oo
& dip Sent Trems [1] 5 12 3 4 |[Am30
= Cnn:actfl a5 678 091119 00)F Bemdt - Tax {Office)
@ o h""[a;gﬂ 2012 1314 15 16 17 15 || A 30
i B’a_s e 21119202122232425((10%0
rainshare 22|26 27282930 31 Am 30
3 T.ralnlng 11 0o [ GroupWise Training
i %ESEWM ‘ am 30[|  for Nelson Mandela
- External Movell Jhb) i GroupWise ATT
B 120y L
I?!--[I-EtlElrimoaol\so\utions Rl B training tov=i)
<[] Global Sales 232 3456 78 1 Ly
(3 et 24 9 1011 12 13 14 15 || 21 gg Tasks:
- & [ SYSENG [2] 51617 18 19021 22 || 2 o O [ New Yoice of the Customer
- & [ Today Novell [1] 26| 2324 2526 27 25 29 ||FM = F T O A1 | i ALA order UCT in Januany
(07 Personal 27|30 3 EiE i e 00 Al | Things to do for PAWG
~--{1] Delivery problems P 30 a P . - O A2 | it Setup general strategy presentation to
= (1 Unused July: 2003 4 00 Parliarment
= [E] Documents s i -lr VZV ; 5 g 2 PM 30 O A2 |4t Proposal for Parliament re: GroupWise
-{g3] Authored S 5 0o Document Management
(2 Default Librar 287 B 910111213 a0 - -
¥ PM O AZ | it Mortel PABX GroupWyise Screenshots for
[ work In Pragress 29114 151617 12 19 20 oo Parliarnent
B catinet 30|21 2223242526 27 || 2 o
3128203031 = A5 *
FM 30
8 oo
Rl v

To select Today, click on the icon.

Alarms

You can set an alarm to warn you a few minutes before the scheduled start of the meeting. From your calendar, right-click the
appointment and select Alarm. You can specify the number of hours or minutes before the meeting you want to be reminded. You
can also launch a program when the reminder is active. To set an alarm for all new appointments, go to Tools, Options and select
Date & Time. Choose Set alarm when accepted. This will activate the alarm everytime an appointment is accepted.

For alarms to work properly you have to run the Notify program and you must subscribe to your own alarms.

Hours befare: m Minutes before: |15 _|:|

ar

Program ta launch when alarm goes off:

= Cancel

Re-scheduling appointments

Sometimes it is necessary to re-schedule recurring meetings. To do so, go to your Sent Items folder, select the appointment you
sent, right-click it and choose re-send. Choose which instance you want to resend, change the appointment date/time and click send.
GroupWise will ask you if you want to retract the original item. Select Yes. Although you cannot retract mail and phone messages if
the recipients have opened them, you can resend appointments that other users have already accepted.
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Delegating tasks/appointments

To assign an appointment or task to another user, click the item and choose Delegate. Select a user to delegate the
task/appointment to and send the message. You can choose to keep the item in your calendar or not.

Proxy

In a typical office environment, sometimes you have to let other users have access to your calendar so that they can act on your
behalf when you're away. An example is a secretary and his/her manager — he/she would require access to his/her diary so that she
can confirm meetings and accept or schedule new appointments when they're out of the office.

To set up your mailbox so that other users can access your calendar, click Tools, Options, Security, Proxy Access. Select users
from the address book or type in their names in the Name field. Grant rights to these users individually, e.g. the Read and Write
rights for appointments. The option Minimum User Access grants rights to all users. Be cautious when using it to avoid granting
more rights than needed. Also, don't give other users rights to change your Preferences.

wironment Send Documents
Security Certificates  Date & Time

5

Accounts
[Remate]

Cloze

Security Options

Password] Motify  Proxp Access l Send Dptions]

Hame: |
|
Remove User
Access list
Mame Address

<&l User Accesss
Leandra Streicher LSTREICHER @navy. ..

Access rights for Leandra Streicher

M ailphione: W Fead [ ‘wiie
Appointments: v Read [ ‘wiite
Reminder nates: W Read [ ‘Wiite
Tasks: ¥ Read [ ‘wiite

WV Subscribe ta my notifications
™ Modify options/rules/folders
™ Read items marked private m_
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Now, these users can access your mailbox and view the items you granted them rights to. This is called Proxy. To do so, that user
would click the Proxy button in the top left of the client, just above the folder list.

v (B Paula Ferreira

ﬂ Cnline
v ;! Caching
D‘Remote

@ Archive

8 Z8- Events

Select the name of the user whose calendar/email you want to read. To revert back to your original mailbox, click on proxy again,
and then select your own name.

Tasks

By -

Click on the Create New Task button, to select multiple recipients of a task. Select the drop down arrow to select a Posted Task
instead.

& Task To: Leandra Streicher |Z| Elle

File Edit ‘Wiew Actions Tools Accoupts Wwindow  Help

il send 3¢ Cancel I%ﬁﬂ.ddress & 1" B FF | [ seelchek | & B
Task ]Send Options]

From: - |F‘aul0 Fetreira o |

Ta: |Leandra Streicher BC: |

Startdate:  |20-Jun-2003
Due on: |27-Jun-2003
Subject: |C0nsu|ting Repork 11 Prioriky:

Tahoma “llo~-B 70 @glizEEE =22 = — O

Please complete these.. |

Folder: Calendar

Specify the start date and due date. Tasks appear in your calendar. When you've completed a task, mark it with a check mark in the
check box. It remains incomplete, it moves over the next day. If a task is overdue, the status changes to red to indicate so.

21



Notes

Notes are similar to Tasks except that they don't have an end date. Create a personal task the same way that you did so for notes.

= Reminder Note To: Leandra Streicher
File Edit Wiew Actions Tools Accounts Window Help

il send 3¢ Cancel @nddress & See SPEH Check E E ”

Reminder Mote ] Send Options ]

Frorm: - |Paul0 Fetreira cc: |

Ta: |Leandra Streicher B! |
Startdate:  |20-Jum-2003
Subiject: |B,':|ok flights to Cape Town
T Flo-]B 7 u BlEEFEE E = 2 |— @ F
Iame Size | Tvpe | Modified

Folder: Calendar

Shared folders

Enable you to share your folders with other users. Items that you put in the shared folder are visible to everybody who has access to
it. To share a folder, right-click the folder you want to share and choose Sharing. Click Shared With and specify the user/s you
want to share the folder with. By default each person included in the Share list is assigned READ and ADD access. | the example

we've added EDIT rights too.

Customers Properties |2|[z|
Generall Display  Sharing ]
™ Mot shared
{+ Shared with
Mame:
[E
g Bemove User
Share ligt:
M ame Statuz Ancess

Leandra Streicher Pending \ Fiead, Add, Edit

Additional access for Leandra Streicher
v add v Edit [~ Deletz

Cancel




Additional access rights can be given :

Access rights Description

Read Allows user to read items in the shared folder.

Add Add items.

Modify Modify items, resulting in a new item that is a copy of the original item with its modifications.

Delete Delete items from the shared folder, making it inaccessible to any other member of the shared folder. Be careful
when granting this access.

Type a message to send with the shared folder notification to the users who have access to the folder.

Shared Folder Notification

Hew Participants

Thesze participantz will each receive a notification that pou have shared
thiz folder with themn. “'ou can provide additional information in the
meszage below if you would ke,

Participants:

Leandra Streicher Subject: |Shared falder notification

Meszane:

Leandra, | have given pou access o
items in this Elder.. |

Ok Cancel

Folders you share with other have a blue hand icon identifying them:

1=

You can move mailbox items to the shared folder by clicking an item and dragging them to the folder.

To accept a shred folder, look in your mailbox for incoming items. Double-click the shared folder notification, read the description,
position the folder and place it in your current folder list. Folders other users share with you have a red hand icon. Open the shared
folder to view its contents.
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Discussion threads

You can create shred folder messages called discussions. Discussion threads tie all messages and replies together by subject.
Discussions can only be started in a shared folder. To begin a discussion thread, open the shared folder, click File, New,
Discussion, complete the subject and message fields and click OK. The discussion view does not have a To: field because the
recipients are all users with shared folder access.

Discussion threads appear with the plus (+) or minus (-) icon next to them.

To reply to a discussion, double-click it, and select Reply. Choose Reply to selected subject, and complete your reply.

The Internet

Suppose you found an interesting web site and wanted to inform others about it. With GroupWise you can copy the Internet (http)
address from your web browser and paste it in a mail message. Steps: connect to the address (URL) with your internet browser,
select it with your mouse, copy to the clipboard (CTRL+C), switch to GroupWise, create new mail, and paste the address into the
message/subject field. Send the message. You can also just type in the address if you wish. Notice how GroupWise highlights and
changed the color of the http address. The recipient of the message can now open the location in his web browser by just clicking on
the URL in the mail message. GroupWise automatically launches your web browser and connects you to the site. The same applies
for email addresses — here the GroupWise client opens a new mail view addressed to the person.

= Mail To: Leandra Streicher,

File Edit ‘Wiew Actions Tools Accounts window Help
[l send 3¢ Cancel Bpaddress o Uy | Flspelched | & B i
Mail ]Send Options]
From: ~ | |Paula Ferreira |
Ta: |Leandra Streicher BC: |
subject: |Supp0rt weh site
Tahoma “fo~B 72U @ =EE@&EE s = —>
IF you need to access it, go to http: /fsupport.novell.com.
Tame Size | Tvpe |M0dified
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Customizing GroupWise

Sorting Folders

GroupWise allows you to rearrange your columns, sort items in your folders and choose your folder view. To customize your main
window:

= Click and drag any of the column headings at the top of your listed items to a new position.

j‘ thailb

From Subject Date © Size L

= With the mouse pointer resting on the border of a column heading, click and drag the heading to adjust the column width.

= Remove a column heading by clicking and dragging it off the column.

= Right-click a column heading at the top of your list box and then select a heading from the list on Quickmenu to insert it on the
column row.

= You can sort your items in an alphanumeric or numeric ascending/descending order, by right-clicking a column heading and
select Sort Ascending/Descending.

Sart Ascending
|_5ort Descending_wy
CC
Document#
Folder
Mame
Source
Subject

More columns

= Alternatively, sort by just clicking on the header itself. An arrow indicates the sort order.

”Date"r ||

To permanently define how items are viewed in a folder, right click on the folder and choose Properties and select the Display tab.

Internal Properties |z|rz|
General  Display ]Shaling]
Setting name: \
<Internal Custom Settings’ - Saye hs Delete
Desciption: Wiews by:
Display all iterns in the selected folder. |Detai\s j
Sort by
Item source Date -
¥ Received [V Posted Sort grder:
v Sent ¥ Draft Ascending -
Item type: LColumng:
¥ Mail ¥ Reminder nates Name, Subject, Date
¥ Appointments W Phone messages
W Tasks ¥ Documents
L Edit Columns.
I Override QuickViewer visibility
r
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Finding items
With GroupWise you can use filters to locate items in your folders:

= From the toolbar, click Find in GroupWise.

4]

Find l Find by Example ]

Look in: @ Caching ¢ Oriline data

+ (® [Paula Ferrarra|
| j [1(® ZA-Events
+-1 8 &l Libraries
Framdéuthar s
Item type:
[ Mail [~ Appointment
™ Task [~ Phone message
[ Mote ™ Document R
Item source:
I~ Received | Posted
[~ Sent [ Diraft
[Diate range:
I™ Created or delivered betweer:
[ and |

Advanced Find... | Rezet |

ok | Cancel |

¥ Find only official document versions

= Advanced Find.

r

Advanced Find
Eilter

Include entries where ..

[ | J [ | Cancel |
Eﬁeated Clesar

Delivered
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= Click on an item top open it after the search results are complete.

*_ GroupWise Find Results

File Edit Wiew Actions Tools Accounts window Help
Display |Find Results j A @ 9 B w @i @ et B stip attachment

™ Find Results I

Marne Subject
=1#  Movell BE 6761 Fwd: Movell Distribubed Print Services {MDPS) 25-Mar-2003 11:09:4
1#  Manoj Bhoola R 8567 RE: [Movell-BE] Fwd: MNovell Distributad Prink Services (NDPS) 26-Mar-2003 12:15:5
E17  MUGSA-novel 4534 GW DM3 Solutions 28-Mar-2003 12:23:3
E1#  Adrian Schutte 4903 Fwd: [MUGSA Naowvell] G DMS Salutions 28-Mar-2003 1:47:27
=17 MUGS&A-novel 7059 ey Tool ko Scan for Trustee's 29-Mar-2003 5:30; 16
FA1# Martin Buckley 5845 Re: Personality Migration with ZENwWorks Hercules 02-Apr-2003 1:43:53
= "Christophe Wintereqq" <cwinteregg@novel.cc 39644 Re: Fed: WPA 2809 - Movell ZEMworks For Desktops4nowinclude:  02-Apr-2003 2:24:41
| "Martin Buckley" <mbuckewv@novel, com:> 29310 Re: Frad: NPA 2809 - NovelZEMworksforDesktops4nowincludesP  02-Apr-2003 £:06:05
= "Martin Buckley" <mbucklev@novell. cam= 19305 ZEMwarks & - was Re: Fyad: NPA 2809 - Novell ZEMworksForDesk  02-Apr-2003 10:39:00
=17 MUGs&-novel z104 Groupkwise 6,5 Upgrade Guide and others. .. 03-Apr-2003 9:37:49
E1#  MUGSA-novell 3212 Metware 6.0 web Infrastructure Part &: Apache 03-Apr-2003 9:55:31
= "Martin Buckley" <mbucklev@novell. cam= 24652 ZEMwarks, ZEMwarks For Desktops, versions etc... 04-Apr-2003 7:49:20
| "Mike Hopkin" <mhopkin@nowell,com> 35747 Re: ZenWorks & backwards compatibilicy with ZFD3.2 and ODS2,  08-Apr-2003 1:15:25
=1 "Mike Hopkin" <mbopkin@novell,.com= 40752 Re: ZEMwarks Product Announcement 03-Apr-2003 1:58: 16
s "Martin Buckley" <mbucklev@novell.com= 28113 Re: ZEMwiorks Product Announcement 03-Apr-2003 2:04:18
= "Martin Buckley" =mbucklev@novell.cam:= 21380 Microsoft Group Palicy Management Consale 03-Apr-2003 9:29:29
= "Martin Buckley" <mbucklev@novell. cam= 20256 FHNEW S ZFD 4,0.1 and ZFS 3.0.2 availability 05-Apr-2003 5:49:45
| "Martin Buckley" <mbuckewv@novel, com:> 22541 Re: OFf topic - can't access sep via ftp 09-Apr-2003 3:20:03
1# Martin Buckley 6050 Re: SE training - ZEMNworks Middle Tier hands-on kraining 09-Apr-2003 10:41: 1!
Lucian Klzinveldt; Stephen Despard 4457 Rt G Quick Stark Guide 10-Apr-2003 11:52:0

< | >

(5] | Finding iterns that contain coolsolutions Selected: 1 Total: 20

Saving Find results

Because you might regularly issue the same find requests, GroupWise lets you save the results in a separate folder that updates
each time the folder is opened.

From the GroupWise Find Results window, click Save Results to Folder on the toolbar.

=
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Name the new folder and position it in your Mailbox folder view. Add a description and check the box Find new matching items
each time the folder is opened.

Create Find Results Folder, f@

Mame the new folder and zet itz position in the folder list,

M ame:
|AII CoolS olutions Docs

D escription:

Find items that contain coalsolutions

Bosition:
+-(C] Training
+ (O] Listzereers
+ (] Perzsonal
3 Delivery problems
-7 Unused
+ Dacurnerts
[F whork In Progress Left
-] Cabinet
(&3] |All CoolS olutions Docs|

|

Fl

|

¥ Find new matching items each bime the folder is opened

| Einish | Cancel

Query folders are designated by the Find icon in the folder structure.

Filtering ltems in Folders

You can create and save mailbox filters:

= Click the Filter icon.

Show: All Categories
Filter...

Filter For Feceived Tkems
Filter For Senk Items
Filter For Posted Tkems
Filter For Draft Tkems




Enter the search criteria and click OK.

|Hnwar|:| T

L. CC U
|

Subject: %
Meszage:

| Advanced Filter...
LCategany: Rieset

Clear the results by clicking the Filter icon again, and select Clear Filter.
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Getting additional information

Cool Solutions Web Site — http://www.novell.com/coolsolutions/gwmag

Novell GroupWise Product Web Site — http://www.novell.com/products/groupwise
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