[T @ ‘K‘L}’?‘—) GroupWise: Address Books—Mac Client

Novell. GroupWise.

The Address Book is a comprehensive manager of contacts
and is accessible through the GroupWise toolbar, the Con-
tacts folder, and while creating or editing items such as an e-
mail or appointment.
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Accessing the Address Book

& Address Book button.

The Address Book window will appea

In the Main Window toolbar, click on the

@ GroupWise File Edit View Actions Tools Window Help

Novell GroupWise - Mailbox
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Address Book Environment

The Menu Toolbar and the Address
Book toolbar allow access to all functions
of the address book.

The left pane of the Address Book win-
dow lists all of your contact folders.

Menu toolbar

@ GroupWise File Edit View Actions Tools Window Help
8eoe

Novell GroupWise - Mailbox
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The right pane of the Address book win-
dow lists the contacts of the selected Address Book toolbar
folder.
The Look For field is for searching for
specific information in your contacts.
806 Address Book
E o Detailc W Delate &3 . search field
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Creating Address Books

The Address Book function in GroupWise
allows for more than one book of contacts to
be made. These books are displayed in the
left pane of the Address Book window. You
can create as many books as desired to

manage your contacts.

To Create a New Book:

e Click on File in Address Book window
menu toolbar.

e Click on New Book.

e In the Create New Address Book win-
dow that appears type a name for your
new book and click OK.

e The new book will appear in the left pane

of the window.

To Delete a Book:

e Inthe File menu click on Delete Book.

e A Delete Address Book will appear.

e Highlight the address book you want to
delete and push OK.

Note: A warning window will appear inform-
ing you that when an address book is de-
leted all information in the book is also de-
leted. You have the choice of deleting the

book by clicking Yes or No.
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Creating a New Contact

¢ In the left pane select the book in which

you want to create a new contact. The _ _
™ Mew )T Details % Delete 53 Action ~

contacts the book contains will appear in

the right pane e e e
e In the Address Book toolbar click on the Select th b t
elec e entry type: (—)
New button. P
) . Contact
e A New Entry window will appear. Be Resource Eanceld
sure Contact is highlighted and push OK. Organization
. . Group
¢ A New Contact window will appear.
Enter the desired information.
tabs
e Click on the Tabs to navigate the wide - Q
[ R8N+ Mew Contact: [Busi ness)
range of information you are able to in- [ comtart Office  Farsnosl | Comments
Marre
DUt- Flrst -]ohn " Prefle _.'-!
e When finished, click on OK to save your Cddle: [ e =)
changes and close the window. Last:  |0od Display: j=hn Doz -l
Erwall Address Fhone
[ Age ) ! Office [
" Hume
7 Mebile |
{J Fax
Bayes I
Instamt Mezsaging
T’ [ ] ¢ Anm
To Delete a Contact:
e In the right pane, highlight the contact
you wish to delete. :
I Cancal ) (. »
e Click onthe button.
Note: A warning window will appear asking if
you are sure #Delete about deleting
the contact.
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Creating a Group

If you have need of often sending items to a

large number of people you can create a

Group.

To Create a Group:

Click on the book in the left pane in
which you want to create a group.

In the Address Book toolbar click on the
4 New = button.

In the New Entry window that appears
highlight Group and click on OK.

In the New Group window that appears
enter the desired information.

To add contacts to the group click on the

Members button.

A Select Group Members window will ap-

pear.

The name of the address book in which
you are searching for contacts to add is
in the Look in field. To change this click
on the dropdown menu of this field and
choose a different address book to
search in.

You can also type in specific information
in the Look for field to narrow your
search.

To add a contact to the group highlight
the contact by clicking on it and push the
To, CC, or BC button. The contact will
appear in the right pane of the window.

You can also double-click the contact.
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To remove a contact from the list:

o Highlight the contact in the right pane of
the Select Group Members window and
click the *¥ Remove button.

¢ When you are finished populating the list
click on OK in the Select Group Mem-
bers window to save your changes and
close the window.

e Also: click on OK in the New Group win-
dow to save your changes and close the
window.

The new group will appear in the address

book in which you made it. Groups are de-

noted by this symbol: &

To delete a group:

e Locate the group in the right pane of the
Address Book window. Highlight it by
clicking on it once and click on the De-
lete button in the toolbar. A warning win-
dow will appear, click on Yes to delete
the group

To go directly to the New Contact and New

Group windows in the Address Book you

can click on the dropdown menu by the New

button.
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Sending Mail from the Address Book

To send an e-mail to a contact while in the
Address book click on the Action button in
the Address Book toolbar. To select more
actions (such as sending the contact a task
or appointment) click on the dropdown menu

by the Action button.
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The Address Selector

The Address Selector is a window that is di-

rectly accessible from items such as an

e-mail or an appointment.

To open the Address Selector click on
the Address button in an item.

The Address Selector window will ap-
pear.

Highlight the contact that you want to
add as a recipient of your item and click
on the To, CC, or BC button.

When you are finished choosing contacts
click on OK to save your changes and
close the window.

The contact or contacts you have chosen
will appear in their appropriate fields (To,

CC, or BC) in your new item.
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The Contacts Folder

The Contacts folder is connected with the

Address book: any changes you make in

one will be reflected in the other. By default, alll Ecit View

New »
® Ariel Redfield .
the Contacts folder shows the Frequent s & Cabmet Open Archive
CJ Notes Open Backup
Contacts address book. » ©F Calendar Save As...
 Checklist N
> D t _ Properties
« To change the address book that the o Jank M e
) . . & Mailbox Print Calendar
Contacts folder displays highlight the & Trash (8] Mode 5
. [4 Work In Progress
Contacts folder in the left pane of the Close ®W
GroupWise window.
e Inthe File menu click on Properties.
e A Properties window will appear. In the ene Properties
. ; General Display 1
Address Book field click on the drop- e
=] Contacts
down menu and select the address book :
Type: Contacts
you would like as your contacts folder. Owner: John Smith
Contains: 158 Contacts, 2 Groups, 0 Resources, 0 Organizations
e Push the OK button to save your Aiirens gl
changes and close the window. Business T'R
Description:
Dropdown menu
.\_' Cancel )
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