[T @ ‘K‘L}’B GroupWise: WebAccess Address Book

Novell. GroupWise.

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

e In the Main Window toolbar, click on the
% Address Book, button.

An Address Book window will appear.

Novell® GroupWise” WebAccess

Mailbox

Address Book Environment

The Main window of the Address Book is a search window. There are dropdown menus in the search fields
to specify which address book to search in and what format you will search for a contact. The Add Entry but-
ton allows you to add contacts to an address book. Address Book Options allows for creation of new ad-

dress books or editing of existing books.

Address Book ‘

a Add Entry % Address Book, Options

Address Books,
|Gr0upWise Address Book Vl

|LastName V||begins with V|| | @

Creating Address Books

The Address Book function in GroupWise
allows for more than one book of contacts to

be made. These books will be added to the Address Book Options

Address Books dropdown menu when cre- Create Address Book
ated. Personal Address Books: Actions

W

Delete Save As

e To create a new book click on Address

Business Delete Save As
. Earnily Delete Save As
Book Opt| ons. Frequent Contacts Save As
e Click on Create.

A Create Address Book window will appear.

e Inthe Create New Address Book Name ‘

field type the name of your new address New address Book Name: | |
book. Description:

o Click on OK.

Note: Entering information into the Descrip-

tion field is optional.
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To Delete a Book:
e In the Actions list next to an address

book click on Delete

Note: The address book will disappear with-
out a warning window. Please be sure you
want to delete the address book before click-

ing on Delete.

Address Book Options

Create Address Book

Personal Address Books:

all

Business

Farnily

Frequent Contacts

Creating a New Contact

e To create a new contact click on Add
Entry in the main Address book window.

An Add Address Book Entry window will ap-

pear.

e Choose the Address Book in which you
wish to create the contact by selecting it
in the dropdown menu next to Personal
Address Books.

e Enter the desired information in the ap-
propriate fields.

e Click OK

The contact will appear in the address book

and is denoted by a contact icon. §

To Delete a Contact:

e In the Address Book window choose the
address book to view in the dropdown
menu.

e When it is selected, click on Search to
display all contacts in the address book.

e Check the box next to the desired con-
tact.

e Click on Delete.

Note: The contact will disappear without a

warning window. Please be sure you want

to delete the contact before clicking on De-
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dropdown menu

Address Book

a Add Entry % Address Book Options

Address Bocks:
fGroupkvise Addrese Book B
Groupiivise Address Book
Acguaintance/Friend
all

— Bugingss

Add Addrass Book Entry

(ol Foscrco Organiaton

Persanal Address Rooks: | acquantance Friend -

* Frst Name: * Last Hame: * Desplay Name:
Jahn Smith Smith, Jahn

* E-Mail Address: Office Phane: Title:

J. SE@somewhere. com

Coll Phare: Home Phana: Faut

Fage : Organization: Dogurtmont:
Ardress: omy: State:

Iip Code: Country: Mail Stop;
Sorean Mama Graatng

Commints:

1 at least one of thass fields

on || Cancel

Address Book
a Add Entry % Address Book Options

Address Books:
| Acquaintance/Friend L ‘

|Last MName Vllbegins writh V|| ]

Address Book

a Add Entry % Address Book Options

Address Books:
| Arquaintance,/Frisnd ~ |

| Last Mame 5 | | begins with |+ ‘

| |

¥ R/ IJohnDoe JohnD@somewhere.org

4 Instructional & Learning Services



Sending Mail from the Address Book

e In the main Address Book window
select the address book that con-
tains the desired contact by using
the dropdown menu.

e Click on Search to display all con-
tacts in the book.

e Select the contact you wish to add
by clicking on the checkbox next to
the contact and click on the To, CC,
or BC button.

The name of the selected contacts will

appear on the right side of the window.

e Once your contact is selected click
on Mail.

A Mail Message window will appear.

e Compose and send your message.

Note: You can use the same process to
send a message to multiple contacts by

clicking the checkbox and the To button

for each contact.

Address Book

a Add Entry % Address Book Options

Address Books:
Business hd

Last Narme + || begins with b Search Cancel [52]

To button

Mail button

To e BC Copy Move Delete Mail | Save Group

14 matches found |
L1

R John Smith

X John Smith
ISFbLsiness org | ‘\

\
I \

Contacts to
whom item is
being sent

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 you must first go through steps as if you were sending an e-mail to multiple people.

In the main Address Book window select
the address book that contains the de-
sired contacts by using the dropdown
menu.

Click on Search to display all contacts in
the book.
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a Add Entry % Address Book Options

Address Books:
Business v

Last Narme + || begins with v Search Cancel [¥a]
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e For each contact you wish to add click on
the checkbox next to the contact and
click on the To, CC, or BC button.

The names of selected contacts will appear

on the right side of the window.

¢ To save the list of contacts as a group
click on Save Group.

A Save Group window will appear.

e Select the address book in which you
wish to save the group by using the drop-
down menu.

e Name your new Group in the Group
Name field.

e Click on Save.

The new group will appear in the selected

address book and is denoted by a group

icon. {4

14 matches found |

Save Group button

N

OK || Sawe Group

To || CC || BC Copy || Move || Delete

‘ ¥ Jane Doe

¥ John Doe
# John Smith

Personal Address Books:
Business v

¥ A John Smith Js@business.org

Group Mame:
tarthly Meeting

Mew Description:

Save Cancel

The Address Selector

The Address Selector is a window that is directly
accessible from items such as an e-mail or an
appointment.

e To open the Address Selector click on the

{7 address Book button in an item.

The Address Book window will appear.

e Select the contact you wish to add by click-
ing on the checkbox next to the contact and
clicking on the To, CC, or BC button.

The name of the selected contacts will appear

on the right side of the window.

¢ When you are finished choosing contacts
click on OK.

The window will close and the contact or con-

tacts you have chosen will appear in their appro-

priate fields (To, CC, or BC) in your new item.

Address Books—WebAccess
(rev. October 26, 2007)

Mail Message

1 Sen Ve ance = Fess Bool pel [~ em ype -
Al send s, ST C Address Book O J Spell Check By g Ttem T

OK button

To - BC Copy Move Deletz OK Save Gralp

14 matches found |

¥ John Srith

5 @ John Smith T ——— ‘

6 Instructional & Learning Services




