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GroupWise Address Books

Access the
Address Book

% Address Book
File Edit Yiew Help
D] Details g

-

B Novel LDAP Address Book
&8 BES Users (Greg Deluca)
s B3 Classlists

o F§ C55Studerts (Dave Stoda)
+ [ Frequent Contacts

+ B Knsti Gladen

-

“+

%! Novell GroupWise AddiName Completion Position: 2 &'

@3 Novel GroupWise Address Bock

To view the Address Book,
Y8 Click on the Address book button on the toolbar
OR

Y8 Click on Tools, Address Book.

EEX

Action ~

Look For [ I[nside' Name v
Name Last Name Fiest Name E-Mal Address of
B T4 Glack Hal 114 Block Hal 114 Back Hol 114 Batk Hak@gwroic.. [
L4 116 Black Hal 116Black Hal 116 Black Hal 116 Black Hal@gwmal ¢...
J 117 Black Hal 117 Black Hal 117 Black Hal 117 Black Hab@gwmal ¢
1 120 Black Hal 120Black Hal 120 Black Had 120 Black Hal@gwmal ¢
4121 Black Had 121 Black Hal 121 Black Hal 121 Black Hali®@gwmad ¢...
4 122 Black Hal 122Black Hal 122 Black Hal 122 Black Hal@gwmad ¢
4 1276 Black Hal 1276 Black Hal 1276 Black .. 127:6 Black Ha¥Egwmad
4 147 Black Hal 141 Black Hal 141 Black Hal 141 Black Hal@gwmad ..
B8 13t Ploce Studerss. . 13t Flace Stud . Noells 135 tud2@gwenad cvas e
g 210 Black Hal 210Black Hal 210 Black Hal 210 Black Hal@gwmal ¢..
4 211 Black Hal 211 Black Hal 211 Black Hal 211 Black Hal@gwmad ¢
4 212 Black Hol 212Black Hal 212 Black Hal 212 Black Hal@gwmal ¢
4 213 Black Hal 213Black Hal 213 Black Hal 213 Black Hal@gwmal c..
4 214 Black Hal 214 Black Hal 214 Black Hal 214 Black Hal@gwmad c..
8 Aaon, Andiew John  Aaton Andrew John  AaronA@gwenad cw edu
v
< >

The left pane of the window displays a list of the address
books you have access to which include the following:

The Novell GroupWise Address Book contains the e-mail
addresses of all faculty, staff, and students on all CWU
campuses.

The Novell LDAP (Lightweight Directory Access Protocol)
Address Book provides access to address books on the
web. This feature is not currently available.
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Frequent Contacts which is built as you use GroupWise.
This system book allows for faster searching and
addressing of messages.

A personal address book where you can store any
additional names, or groups that you create.

Any other books that you create.

“B Click on the plus sign next to a book to display the
groups available in that book.

The right pane of the window will display the contents of
the book you select in the left pane. This is similar to using
the Explorer function in Windows.

Name Format By default, the Novell Address Book is sorted by last
name, then first name.

To change the sort order,
Y8 Open the Address Book.

Y8 Click on View, Name Format.

Di_spi;y 'Na‘r-ne Format

Display name format

(O Show first name then last name

() Show last name then first name

[ Apply to selected books |

Select Personal Addiess Books
to use this format

ClassLists

Frequent Contacts

Kristi Gladen

Note: This format will be used in the
System Address Book automatically.

“B Choose how you want the names sorted and which
books your choice should be applied to, then click OK.
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Address Selector vs. the System Address Book

Addressing E-mails

Addressing an e-mail has been sped up a bit by simplifying
the way one searches the address book.

When you are composing an e-mail and want to search for
a name in the address book, clicking on the Address
button in that window brings up the following, simplified
version of the system address book:

™ Address Selector
Lock ik |§ \'1 Novel GroupWise Addiess Book v |__I_0_ I__':_C__] _Bg_i
Look for Match Name v Selected Routing Sip |
| Address List Kl
Name EMa
114 Black Hall 114
116 Black Hall 116
117 Black Hall 117
120 Black Hall 120
121 Black Hall 121
122 Black Hall 12 &
> kPR 5 .
8 E Detad: 3¢ P
[ OF J 1 Concel |

Search for Names

The best way to select the addresses you need:

‘B Select the book you want to search with the drop down
arrow in the Look in field at the top.

“B Click in the Look for field.
“B 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.

Note: You can also click on the drop down arrow next the
Match field and select a different option for searching.
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As you type, GroupWise will 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,

Y8 Click on it to select it.

Y8 Click on the To button to include that name on the list
of primary recipients.

“B 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.

“B 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.

‘B Click OK.

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

Filtering for names oy faster searching of names you can use the ' button
to filter for Contacts, Groups, or Resources.
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Creating and Sharing Personal Books

Create a new You can create your own address books to use in
Address Book GroupWise.

To create a new address book,

“B Click on the Address button on the toolbar.
The Address Book dialog box displays.

“B Click on File, New Book.

The Create New Address Book dialog box displays.

Create New Address Book m

“B Type in a name for the new book.
‘B Click OK.

Share an Address You can share a personal address book with other users.
Book To share a personal address book,

“B Click on the book in the left pane of the Address Book
window to select it.

“B Click on File, Sharing.

A Properties dialog box displays for the address book.
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Kristi Glad;n i’roperties

Gf‘-"f.‘f 3 E-h?l’n]

'." ”Q{ hayed
O Shaed with

Name

Shae kst

Name Status Access

| ok || Conxe

On the Sharing tab, you can enter the names of the people
with whom you want to share this address book.

“B Click on the Shared with radio button.

“B Type in the name in the Name field, or use the address
button at the end of the Name field to look it up in the
Address Book Selector.

Once the name you want is displayed in the name field,

‘B Click on the Add User button.

The name is added to the Share list.

Once you have built the list of people with whom you want
to share the address book,
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“B Click on each name, then click on the radio buttons in
the Access section to assign the rights you want each
person to have.

With Read only access, others can use the address book,
but not make changes to it.

With All access, they can add, delete, and change entries.
When you have determined all of the access rights,

“B Click on OK.

A dialog box displays which explains that all those to whom
you have given access to your address book will receive a

message. The proposed text of the message is also
displayed. You can edit this message if necessary.

testbook Properties

New Parlicipants
These paticiparts will each 1eceive a notification that you have shared
thes address book with them. You can provide addihonal information n
the message below if you would lke.
Paticpants:
ITS Traning Subect:  Shanng of Address Book 'testboo
Message:
You have been granted shared access
to my address book named testbook’
l oK } [ Cancel J
“B Click OK.

A message will be sent to each person. They can Accept or
Decline the new address book.
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Add Contacts to the Address Book

Add a Contact from Note: The only contacts you need to add to your personal

scratch address books are those who are not part of the CWU
campus. Also, you cannot add contacts to the system
(Novell) address book.

To add a contact to one of your personal address books,
Y8 Open the Address Book.

“B In the left pane of the window, click on the name of the
book where you want your contact stored.

Y8 Click on the New button on the toolbar and select
Contact from the window that appears.

The New Contact dialog box appears.

;New Contact: (Kristi Gladen; L3

Summary Contact  Office | Pessonal  Comments  Advanced  Cetificate

Name

Frst | Prefix 3
Muddle Sufl 3
Last Display G
Emad Addiess Phone
 Asd | ® Offige

(O Home

O Mobie

O Fag
istant Messaang
Povider  Uset D O Page

> Agd
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“B Type the person@ first name in the First name box, and
their last name in the Last name box.

GroupWise will create the Display name from the
information you enter.

‘B Type the person® e-mail address in the E-mail
Address box. GroupWise can store additional e-mails
for the same person.

“B Type as much additional information for the person as
you want, then click OK.

With that person entered in the address book, you can
select them as you would any other name.

Save an address When you reply to a message from an off-campus e-mail

from an incoming e- address, that address is automatically add_ed _to your

mail Frequent Contacts address book (see Maintain Frequent
Contact section below).

You can also save the address directly from the mail
message to any personal address book.

To save an e-mail address from an incoming message,
‘B Open the e-mail.

‘B Right-click on the name in the From field.
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= ITS Training - Mail From: Rebekah Forgie <rforgie® brainstorminc.com>
Fila Edit View Actiors Tool Accounts Window Help

¥
X Cose LReply - CfFoward ~ @ -~ 2 @ & [ == 4, ® B & Delete

Mail  Properties = Personalize | Message Source |

2]

{0 IRebekah Forgie <dorgie@brainstormine. com> 2/28/2007 8:56 AM
To: Trai TS
ag ”'g"’T':?’;mg Add To Address Book J  Classlists
: a
Subject: [SPAM] Re: Groupyt o mation LS s i)
c Frequent Contacts
{varied o gve you the heads !

probably won'tbe coming back  piable Quick Info
might iffwhen GroupWiiss 8 co
GroupWise 7 public class. Email to Rebekah Forgie <rforgie@brainstorminc.com>

testhook

Rebakah

>>> TS Trahng <Tranno@owu.EDU> Wednesday, February 28, 2007 8:32
AN >>>

Y8 Choose which book to use.

A new contact window appears with the e-mail field
filled out.

“B Add whatever additional information you want and click
OK.
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Groups

What is a Group?

Create a new Group

A Group is list of e-mail addresses for people to whom you
regularly send the same messages.

This group can be edited as necessary.

You can create groups in your personal GroupWise address
book(s).

Groups came be made up of both GroupWise and non-
GroupWise users, both on and off campus.

Y8 Open the Address Book.

“B Click on the New button on the toolbar and select Group
from the window that appears.

The New Group dialog box displays.

»* New Group: (Kristi Gladen)

Summasy Detals

Name |

Comments

Members 0 Contacts, 0 Groups, 0 Resources

@ Add.
X

[ Cancel
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Add GroupWise
users to the Group

Add non-
GroupWise users to
the Group

On the Details tab,
Y8 Type in a name for the group.

“B Enter any comments you may want in the Comments
area.

Y8 In the Members section, click on the Add button.

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

(continued from steps above)

‘B Select the Novell GroupWise Address Book in the
Look in book field at the top.

“B 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 soon as you see the name you want in the pane below,
even if it@ not highlighted,

Y% Double-click on the name.

The name you selected appears in the right pane of the
window.

“B Continue for all GroupWise users.
(continued from steps above)

Note: Any non-GroupWise users that you want to add to a
group must first be entered in any personal address book.
There is a New Contact button in the Select Group
Members dialog box that opens the New Contact window
from there. Once that step is completed, you can continue
the steps below.

‘B Select the personal address book where the non-
GroupWise user(s) is listed.

‘B Search for and select the name(s) as you did for the
GroupWise users in the Novell Address Book.
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Edit a Group

Delete a Group

Once the entire list is displayed on the right side of the
dialog box,

“B Click OK to return to the New Group window.

‘B Click OK to save the group and exit the New Group
window.

You may need to delete and/or add names to groups you
create.

“B Click on the name of the address book in which you
saved the group to select it (left pane).

‘B Click on the name of the group in the right pane of the
window.

Y8 Click on Edit, Edit.

“B Click on the Details tab of the group window to display
the group.

To delete a name,

“B Click on the name on the list and either tap the Delete
key or click the Remove button.

To add a name,
Y8 Click on the Members button

‘B Locate and select the new name as you did in the steps
above.

“B Click OK to save the changes.

If you no longer need a group name, you can delete it from
the address book.

“B Click on the name of the address book in which you
saved the group.

“B In the right pane of the window, click on the name of the
group to select it.

‘B Tap the Delete key on the keyboard.
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Maintain Frequent Contacts

The default action is to store names automatically. This
means that every time you reply to or forward an incoming
e-mail, that name gets saved in your Frequent Contacts
address book.

How Names Get
Stored

It@ a good idea to go through periodically and get rid of
contacts you don®need anymore.

You can view your Frequent Contacts address book by
date of last contact and/or reference count (how many
times you've used that address) to help you quickly sort
through those addresses you want to keep, and those you
want to get rid of.

Manual Cleanup

Y8 Open the main GroupWise Address Book.
“B Click on the Frequent Contacts book in the left pane.

The contents of your Frequent Contents address book
display in the right pane of the window.

A=)

® Address Book

Eie Edit Vew Heb
New ~ [J]Details T Delete F Action -

m & Frequent Contacts  Name Completion Position: 1 &
¢ ‘3 Noveld GroughWies Addu Look Fot I ]fn:ide Name v
& B3 Novell LOAP Addvass B
+ B BES Users (Greg Deluc EMdW“
4L T T R -

X 8 cht@imcdar com dev@d;rrclcx com
* A C355tuderts [Dave Sto ' B Alaxander, Brockhn K. AlsxandeB@gwmal cwuedu Human Resoutces
# [ FrequectCortacts |8 fgen Kaven Alenk a@owensl cvwu edu LY
x B} Kt Gladen 8 Aures, Elaine ArmnesE @Eowmad cwu edu Areckaty Services
v B testbook '8 Anderson, Maty Jane  AndersM)@gumal cva edu Finarcial Aid
B Andin. Maton AndrinM a@gumaid cwu edy Operations & Be
E 8 Ashbrooks, Steve AshbeooS Sgwenad cwa edu ITs
B8 Atkirgon, Marydnne AtkinzoM@gwmal cwu edu Accounting
' B Bagamesy, Bruce Bagameny@gwmal cwu edu Bus Admin
B Baker, Becky B akerB @gwmad cwu edu Human Resources
B Baker Jack B akesJ@gwmad cwu edu Caraat Develop..
8 Baker, Paul BakelP@gnmal cwuedy Unevessity Redah
8 Bangs, Ten Bang: T Gownad cvwu adu Human Resources
'8 Barker, Karel BarkerK @gwmal cwu edu Human Resources
' B Beaudry, Angels BeaudyAGowmad cvn edu Human Resources
» < : 8 Beckley. Gloria BeckleyG Egwmad cvwu odu Socology -z

March 12, 2007

Page 14



To add the Last Reference and Reference Count
columns so we can see when the last time contact was
made with that address and how many times we made

contact,

Y8 Click on Edit, Columns, and select More Columns.

Address Bookﬁ Coﬂnmn Séléction

Avalable columng

A
Sddiess

AIM/IM Screen Mame
Bithday

Category

Celkdat Phone Numbes

City

Comments

Country

Domain

eDilectoly Distinguished N.
E-Mal Addesses

E-Mal Type

Fax Number

Frst Name

Genesation

Gresting v

Column wadth

Selected columns

E-Mail Lddiess
= Depatment
2> 4dd>> |

 S—

1<< Remove ¢ <|
| S —

Column position

=

L Down |

[ < Smaber ][ Larger > | 3>

l Cancal |

‘B In the left pane, scroll until you locate the Last
Reference option, then click on the Add button.

‘B Locate the Reference Count option and add that as
well.

‘B Click OK.

The two new columns are now showing in the right pane of

the window. You may need to scroll to the right a bit to see
them.

To make the sorting process easier, you may want to
temporarily get rid of all columns except the Name, E-mail
address, and then the two new Last Reference, and
Reference columns. You can do this by clicking and
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dragging them off of the column header (as soon as you
release the mouse button, the box will disappear).

To sort by Last Reference,

Y8 Click on Edit, Columns, Sort.

Sort ?X

s Lo ]
Home ZIP N e —
Irremet Domain l Cancel l

Lab
Last Name
Last Reference

Mailstop

Midde Name

mobile

Name Y
S ot Llfn fw:
(®) Sort al Ascendng

O Soit all Descending

‘B Locate the Last Reference option and select the Sort
all Ascending radio button.

“B Click OK

Now all of your contacts are in order by date with the most
recent at the bottom.

‘B Select the contacts you want to get rid of and tap the
delete key on your keyboard.

Tip: Do a multiple select by clicking on the first contact,
scrolling down to the last one, press the Shift key and click
on the last one - that will highlight the whole block. Using
the Ctrl key instead of the Shift key will allow you to select
non-adjacent contacts.

To sort by Reference Count,

Y8 Click on Edit, Columns, Sort
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“B In the Sort window that appears, locate Reference
Count and click on it.

‘B Click on Sort all Ascending then click OK.
Now all of your contacts are sorted by how often you e-
mail them. See tip above for selecting multiple contacts to

delete.

Automatic Cleanup Youcan also set up GroupWise to automatically clean out
old addresses.

From the main GroupWise window,

“B Click on Tools, Address Book (or click on the Address
Book button on the toolbar)

‘B Click on the Frequent Contacts address book in the
left pane of the window to select it then click on File,
Properties.

“B Click on the Options tab.
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Frequent Contacts Properties @

General  Options  Sharing
O Auto-saying off
® Buto-saving o
[T]Save addresses of items that are received

[ "] From external sources (Internet)

[ ] From intemal sources

Save addresses of items that are sent
[V] To external sources [Internet)

To internal sources

[ ] Delete addresses not referenced within time period

Timepeiod 6 3 | | [ Detete Now |

[ OK ][ Cancel ]

At the bottom of this screen is the option to Delete
addresses not referenced within time period and you
can set the time period to whatever you want.

After you've adjusted your time period,

“B Click the Delete Now button.

All old contacts are removed.

“B Click OK to close the window.

Tip: If you leave the Delete addresses box checked, then
GroupWise will automatically delete any old contacts in the

future for you so you won®have to come back and click
the Delete Now button.
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