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Introduction

Objectives

Logging on to
GroupWise

The GroupWise
window

< < < <

Manage contacts

Log on to the GroupWise system.

Send, read, and organize e-mail

Basic calendar navigation and use.

When you open up GroupWisey o u 6 prémptedefor a
password. This is the same as your Novell password, also
called you Wildcat password.

For more information on your Wildcat password, check out:
http://www.cwu.edu/~its/changepassword.html

After logging on, the following window will display:

Calendar Comtacts Tasklist  Cabinét  Junk Mad (4]
8 & P £ A& &3 . = & =
Address Book Propertios Print Calendar Find... | NewMail  New Appt  New Task QuickViewer View by :
Reply Reply All s Forward - Reply -
@ Oniine > e Mailbox [1] find:
oY Kristi Gladen Home | Name | Subject Madified Date &
[ CWU Intranet & Pat Jack Re: PowerPoint 7 3/13/2009 7:38 AM 3/12/2009 12:26 PM
Cm #] 2 Xaren Francis-McWhiteRe: McNair listservs 3/16/2009 $:07 AM  3/13/2009 4:30 PM
A Sent Items (2 Marwin Britto Re: ETC Spring Workshops 3/16/2009 10:21 AM 3/16/2009 10:12 AM
= Calendar 2 Nan Doolittle Anit-Bullying Plays: Seatt... 3/19/2009 8:07 AM 3/18/2009 9:48 AM
{7 Work In Progress a Brian Cautrell Key 3/19/2009 4:19 PM 3/19/2009 4:14 PM
» &[] Cabinet ©1  pPatjJack <jackp@cw.. spreadsheet 3/20/2009 8:34 AM 3/20/2009 8:34 AM
o Tasklist | & &Greg Deluca GroupWise upgrade 3/26/2009 10:59 AM  3/26/2009 2:03 AM
& Junk Mail (4] 2y +Greg Deluca Re: GroupWise issues 3/26/2009 9:37 AM 3/26/2009 9:12 AM
» [ Frequent Contacts &) +Greg DelLuca Re: GroupWise issues 3/26/2009 9:36 AM 3/26/2009 9:28 AM
» - Documents ) «Greg Deluca vew files 3/26/2009 9:45 AM 3/26/2009 9:44 AM
@ Trash [157) a Greg DelLuca Re: test appointment 3/26/2009 9:51 AM 3/26/2009 9:51 AM
&) «Greg DeLuca more vew 3/26/2009 10:11 AM 3/26/2009 10:09 AM
&) Greg Deluca Re: more vew 3/26/2009 10:18 AM 3/26/2009 10:16 AM [
& Pat Jack <jackp@cwu...Tomorrow morning’s mee...3/26/2009 10:18 AM 3/26/2009 10:17 AM 4
&y e PatJack <jackp@owu...Fwd: Spring Admitted Stu... 3/26/2009 12:01 PM 3/26/2009 11:59 AM ¥
<« »
B |/ Selected: 0 | Total: 24

The sections of the window are as follows:

Title Bar across the top T Novell GroupWise - Mailbox

Nav Bar - allows for quick access to your most commonly
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http://www.cwu.edu/~its/changepassword.html

Navigating
GroupWise

used folders such as Mailbox and Calendar. Can be
customized.

Tool Bar - most buttons can be added or removed as
needed.

Left pane i Folders, with number of unread messages in
parenthesis.

Right pane i List of messages, with Sender (From),
Subject, and Date displayed

Status bar at bottom

As with all OS-X programs, the menu bar at the top of the
screen (not seen in above screen shot) will change
according to the program running. In this case, the Apple
menu is first, followed by the GroupWise menu, then File
through Help.

There are often several ways to do the same task be it
through a menu, toolbar button, right-click menu, etc. To
view folder contents (i.e. Mailbox folder), click on the icon
in the left pane and the right pane will change to that
display. You can also use the Nav bar at the top to display
folder contents.
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Outgoing Mail

Getting started

8 Click on File, New, Mail, or the New Mail button on the
toolbar.

The Mail To dialog box displays.

®.0.0. Mail To:
4k Send 3% Cancel Address 7 [ ‘
{ Message | Send Options !

m Kristi Gladen ccC

To: “ ] B8C:

Subject:

% & | [ Aral B (1284 8 1 v | 2| = | o
| |
Whoods t hi Your name is automatically filled in the From field. If you

Wher eds
going?

t

have another account or write abilities to a proxy account,
you can click on the drop down arrow on the From button
to send mail from that account.

You dondt n eerthe énmil addressesoball
the people to whom you want to send messages.

As you use GroupWise, i1t wi
the people to whom you send mail regularly. You will be
able to just start typing their names in the To field of the e-
mail window and GroupWise will fill in their names for you
automatically.

However, when you first get started, you may need to look
up names in the GroupWise address book.
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With the cursor in the To field,
8 Click on the Address button.

The Address Selector dialog box displays

O.0.0, Address Selector

Look in: [ @] Novell Group... [+ &G ( cc) C ec )

Look For: | |

Address List: ()
| Name | E-M:
[ 212 Black Hall 212 Black Le
lial 213 Black Hall 213 Black &
(.4 214 Black Hall 214 Black |

(4 5503 Wenartchee 5503 Wenz
[ 5507 Wenartchee 5507 Wenz
[ 5510 Wenartchee 5510 Wene
(4 9106 Wenatchee 9106 Wene

8 Aal, Nicholas AaIN@gwm|
8 Aardal, Cole AardalC@g]
8 Aarstad, Matthew  AarstadM@ a
8 Aasen, Ashley AasenA@gvy
A S L A~ .l\ IIIIII
4 »
New Contact Details 1.» Save group ~ Remove

( Cancel ) ( OK )

The Address Selector is a simplified version of the
system Address Book.

By default, the first book to display is the Novell
GroupWise Address Book. This book contains everyone
on all CWU campuses; faculty, staff, and students.
To view a different book,
8 Click on the drop-down arrow in the Look in field.

A list of address books displays.
When you click on a different book on that list, the
contents of that book will then display in the left pane

below.

In addition to the Novell GroupWise Address Book, you will
also have the following:

e Your personal Address Book i additional names, or
groups which you create
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Search for names

Non-GroupWise

e Frequent Contacts i GroupWise builds this list as you
send messages.

¢ Any other books that you create.
The best way to select the addresses you need:
8 Click in the Look for field.
8 Start typing the last name of the person, if your book is
sorted by last name, or the first name if it is sorted by

first name.

As you type, GroupWise scrolls to display the closest
match, until the name you want displays.

As soon as you can see the name you want, even if it is
not highlighted,

8 Click on it to select it.

8 Click on the To button to include that name on the list
of primary recipients.

8 Click on the CC button to include that name on the list
of Carbon Copy recipients. All recipients can see the
names of all CC: recipients.

8 Click on the BC button to include that name on the list
of Blind Copy recipients. A Blind Copy recipient can
only be seen by that recipient and the sender.

Once you have built your recipient list,

8 Click OK.

The names you selected display in the appropriate
fields in the Mail To dialog box.

To send an e-mail to an off-campus user,

addresses _ : :
8 Type their e-mail address in the To box of the message
window.
Tip: You can also add non-GroupWise addresses to any
personal address book.
July 21, 2009 Page 5



Attach afi

When sending mail to CWU users, do not use their

A @c wu . eddiess. Messages addressed that way
leave GroupWise then come back in. You should still give
those addresses to colleagues off campus; the GroupWise
Post Office will direct those messages to you.

le If you need to attach a file,
8 Click on the Attach button.
The Attach File dialog box displays.

QOO Attach File
[« » ][22 =|m) | (& Documents }#$9 (@ search )
Y DEVICES i,'_iv “Name | Date Modified

& Mac88908 = expenses.xlsx August 12, 2008 11:07 AM

é iDisk » [ iChats January 12, 2009 10:23 AM

B Macints » 2 Mac Wireless January 22, 2009 8:13 AM

= » [ Microsoft User Data September 3, 2008 11:37 AM
> SHARED < mtis bud...ion 1).xltx December 19, 2008 11:02 AM
V/PUACES » [ Network Printer January 6, 2009 9:01 AM

I Deskeop » ([ Parallels April 7, 2009 9:02 AM

44 user » [ Pictures April 16, 2009 8:03 AM

A Applicati » [ ROC Connections September 3, 2008 11:37 AM

u,‘ «. Report.docx August 12, 2008 11:07 AM

B} Movies =1 = reportl.docx August 12, 2008 11:56 AM

A Music '3 ScreenFlow-1.2.dmg  October 30, 2008 8:36 AM

= m’ | [® wireless_Banner.psd  September 19, 2008 1:45 AM

ures A |
¥
New Folder ( Cancel ) ( Open
4

8 Find the file you want to attach, click on the file name to
select it, and then click Open.

An icon will appear in the Attach field of the Mail To dialog
box for each file you attach. The icon represents the
application in which the attachment was created.

Complete the e-mail 8 Type ina Subject i this will appear in the right pane of

the recipientbés Mail box w

8 Type in the Text of the message.

8 Click on the Send button to send the e-maiil.
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Open up a Mail To window and select the Send Options
tab. From here you can make your message a higher
priority, request a reply or even have GroupWise notify you
when the person has opened your message.

Advanced
exercises
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The GroupWise Address Book

When addressing an e-mail, you use the Address
Selector which is accessible directly from the Mail window
by clicking on the Address button on the toolbar. Many
other functions are available from this window as well but
for all address book functions, you need to access the
system Address Book.

Types of books

8 Click on Tools, Address Book.

" Details

D New -~ “y Delete  £2 Action ~

oy 4 .
»7 Online 4 B! Frequent Contacts

) Novell GroupWise Addre Look For: I
3 BES Users (Greg Deluca)

Name Completion Position: 1 %'

I3 Blackberry Supprt Servic: .glg Name | E-MailAddress [ Pepart.. |
; Access Technology... atre@gwmail.cwu.edu DSS
8 Allen, Karen AllenKa@gwmail.owu.edu Multimedi... @
grrequent Conacts 8 Ames, Elaine AmesE@gwmail.cwu.edu University...
&) Kristi Gladen 8 Anderson, Laura AndersLa@gwmail.owu.edu  Wildcat Shop
13 MUG Group (Lynn Linaell g Anderson, Penelope Anderson@gwmail.cwu.edu  Anthropol...
Andrin, Marion AndrinMa@gwmail.cwu.edu  Operation...
{3 shared_test (Greg Deluc, 8 Anfinson, Corrine  Anfinson@gwmail.cwu.edu  Law & Just...
8 Arteaga, Mateo ArteagaM@gwmail.owu.edu  Education...
8 Bagamery, Bruce Bagamery@gwmail.cwu.edu  Finance &...
8 8allou, Gary BallouG@gwmail.owu.edu CEPS
8 Barker, Karol BarkerK@gwmail.cwu.edu  Purchasing
8 Bartel, Kimberlee  Barte!lK@gwmail.cwu.edu TAM
8 saxter, Jody Baxterj@gwmail.cowu.edu University...
8 bbotano@everenc... bboitano@everencc.edu
8 8edell-Parker, Margo BedellPM@gwmail.cwu.edu  University... |
8 Beekley, Bonnie BeekleyB@gwmail.owu.edu  FCS N
8 8eekley, Steve BeekleyS@gwmail.cwu.edu TS v
u ?4 » w — ‘Z“.; " ’ ---—.\‘E.~’

Waiting for user input I

The list of all books you have access to appear on the left.
When you click on one of these, the contents appear in the
right-hand pane.

The Novell GroupWise Address Book is a system address
book and contains all CWU staff and students.

You also have access to personal books. In the beginning,
this will be Frequent Contacts and the book with your
name on it. You can create other books as necessary.
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Adding books To add another personal book,
8 Click on File, New Book.
8 Give your book a name and click OK.

This book can now be used to store any addresses or
groups that you want.

Adding contacts 8 Select the book where you want the contact information
to be saved in by clicking on its name in the left-hand
pane of the Address Book window.

8 Click on the New button on the toolbar and select
Contact from the list that appears.

800 New Contact: (Kristi Gladen)
{ Contact ' Office  Personal Comments |
Name
First: :] Prefix: m
Middle: Suffix: 9
Last: Display: *_‘_‘]
Email Address: -Phone
Add ) ® office
Remove
Edit O Home
Instant Messaging O Mobile
f WAy d ———
i+ Add O
Remove
Edit O Pager
Edit Categories ) = (Cancel ) (oK)

8 Fill in the fields as necessary and click OK.

Note: You can have more than one e-mail address per
person.

Adding groups 8 Select the book where you want the group to be saved
in by clicking on its name in the left-hand pane of the
Address Book window.

8 Click on New button on the toolbar and select Group
from the list that appears.
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0.N.0, New Group: (Kristi Gladen)
Name: [I J
Comments: I [11]
(" Edit Categories ) ( cancel ) i(C 0K )
8 Give your group a Name.

0o

Type in any Comments you want to help describe your
group.

8 Click on the Members button.

The Select Group Members dialog box displays. This
box is similar to the Address Selector window.

0o

Locate the names of the users you want for your group
in the same way you did when addressing an e-mail in
the steps above.

Non-GroupWise addresses can be added in a group but
first need to be added as a single contact in a personal
book.

Once your list is complete,

8 Click OK.

Now you can just type in this group name in the To field of
an e-mail or select it from the Address Selector.
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Incoming E-mail

Reading messages

Meeting invitations

Reply options

All new mail will appear as an unopened envelope with
bolded text next to it. The color of the envelope depends
on the priority: red for high, white for standard and grey for
low priority.

8 Double-click on the bolded text to open the e-mail.

A differenttypeofe-mai | is call ed a i
next to the text will appear as a little clock. Open the
message as you would a standard e-mail. The difference
here is youoll have two new
box - Accept and Decline.

To accept the meeting,

8 Click on the drop down arrow next to the Accept
button.

8 Choose the display options for the appointment (busy,
out of office, etc.).

8 Click OK.

The e-mail disappears from your mailbox and posts to
your calendar.

To Decline,

8 Click on the drop down arrow next to the Decline
button to display the different options.

Decline simply deletes the message.

Decline with options gives you the chance to enter
comments that the sender can see if they view the
properties of the appointment they sent.

In the mail message window, there are two buttons: Reply
and Reply All. Reply just sends a reply to the original
sender but Reply All also includes everyone the original
message went to. The original message will be included in
your reply unless you highlight it and delete it.
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Forward options

In the mail message window, the Forward button has two
options.

8 Click the drop down button next to the Forward button:

% Forward + @ ~ | E» «=
Forward as Attachment

Forward *

Forward as Attachment sends the message as an icon in
the attachments pane.

Forward includes the original message in the Message
pane of the new message so it is visible right away.

Handling If yougetane-ma i | with an attachm
attachments away because youol |l see the
the mail message window.
1 © 0.0 Mail From: ITS Training
R Close & Reply 57 Reply All 3 Forward ~ @ ~| & iy -

From: ITS Training
To: Nov30Class

Subject: Files for class

[-Mail | Properties Personalize |

11/30/2006 6:00 AM

All:

Thanks,
Kristi

ITS Training

Attached are some files we'll be using in today’s class. I'll go over what to do with them at that time.

Information Technology Services
509-963-2392

http:/ /wvew.cwu.edu/~itstrainin
htto://www.cwu.edu/~itstraining/GWHelpPages
http://wvew.cwu.edu/~itstraining/TechTips

=

ol

2ndQSalesBu...

&

gﬁ

IntroFF.xls

]

Counts.xls

]

Expenses.xls

P

Message

The message itself also comes through as an attachment
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if it was sent in HTML format.

Although it is possible to double-click on an attachment to
open it, we recommend you save it to either a network
drive or your local drive first, then open it.

Opening an attachment directly from GroupWise opens the
file in a shell program which may experience problems if
you continue to work within it.

To save an attachment, either drag and drop it onto the
desktop or,

8

Right-click on the attachment to bring up the shortcut
menu.

Select Save As from the list.

Navigate to the drive and folder where you want to
save the file.

Click the Save button.

July 21, 2009

Page 13



Get Organized

Create a filing
system

The more messages you have in your Mailbox folder, the
slower GroupWise will perform. You should limit the
number of items in the Mailbox to around 100.

You can move messages out of the Mailbox and organize
them in folders in the Cabinet. This will help speed up
GroupWise performance.

Please note: at CWU we have an e-mail retention policy of
one year. That means if you want to save anything past
one year, you will need to archive it. Moving messages to
your Cabinet does NOT save it in the archives. For
archiving instructions, please visit:

http://www.cwu.edu/~itstraining/ GWHelpPages/gwmac.html

To create your own filing system:
8 Click on the Cabinet folder.
8 Click on File, New, Folder.

8 Choose Personal folder in the window that appears,
then click Next.

The Create Personal Folder dialog box displays.
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(OO, _Create Personal Folder

Name the new folder and set its position in the...
Name:
[New Folder ]

Description:

'S |

Position:

(% Work In Progress ' (_Up )

[ Brian
» @03 hot topics
o ECLC e
™ PTS Right
s LookQut
3 Josh
(3 Diebert, Don
&M@ ClassStuff [4]
B ITT
7 Miscellaneous

@@ Questions [4]

v [ Cabinet
&

( <Prev ) ( Finish ) ( Cancel )

8 Type the name for the new folder in the Name field.

8 Use the Up, Down, Right, and Left buttons to place
the folder where you want it on the list of folders.

8 Click the Finish button.
File messages To file a message into a folder from the Mailbox window,

8 Click and drag the message to the appropriate folder.
Deleting mail From the main Mailbox window,

8 Click on the message to select it.

8 Tap the Delete key on the keyboard.

With the message open,

8 Click on the trash button on the toolbar.

Clicking on the drop down arrow next to the delete button
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on the toolbar results in two options for deleting the
message:

Delete sends the message to the Trash folder. It will be
emptied from the trash in a few days. This is the default
action.

Delete and empty deletes the message immediately,
without sending it to the Trash folder first.
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Navigating Through the Calendar

Access the 8 Clckon the Calendar nfol der
calendar the left pane of the GroupWise window OR use the
Calendar tab at the top.

By default, a Day View of the current day displays.

Standard views Dayvi ew only shows one dayos
tasks. If you want to view more than one day,

8 Click on any of the view buttons

across the
top.
Day, Week, and Month view display appointments, notes
and tasks.
Navigate with Scroll ahead (or behind) using the

arrows

buttons on the toolbar. Clicking on the left-hand arrow next
to the number 1 (7, 31, 365) will move you behind one day
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