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GroupWise WebAccess: Calendar 

 

The GroupWise Calendar is where you can store all of your 
scheduling information: it allows you to organize your entire 
schedule. 
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Accessing the Calendar 
• To access your calendar click on the 

Calendar tab in the main WebAccess 

window. 

 

Note: You can also access the calendar 

by clicking on Calendar in the left folder 

pane. 

Calendar Toolbar 
There are three views in the Calendar: Day, 

Week, and Month.  The Calendar Toolbar is 

present during any view.   

 

To change the view click the corresponding 

button on the right side of the Calendar Tool-

bar. 

 

If you have navigated far from the current 

day and you wish to return to it quickly click 

on the button next to the date win-

dow.  The view will re-orient to the current 

day. 

Day View 
The Day View shows a specific day’s appointments, the Notes list, and the Task list.  It also shows a month 
view on the left for ease of navigation. 
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Change Day Viewed: 
• To view a different day click on the ar-

rows that appear next to the Today but-

ton in the Calendar toolbar.  

• Click on the right arrow to go forward by 

day and click on the left arrow to go back 

by day. 

 

If you desire to view a day that is shown in 

the months located in the left side of the win-

dow click on that specific day.  It will appear 

in the view. 

navigation arrows 

Week View 
The Week View shows an overview of a specific week’s appointments.  It also shows a month view on the left 
for ease of navigation.  The week view is shown as a table of days with their appointments, notes, and tasks.  

Change Day Viewed: 
• To view a different week click on the ar-

rows that appear next to the Today but-

ton in the Calendar toolbar.  

• Click on the right arrow to go forward by 

week and click on the left arrow to go 

back by week. 

If you desire to view a week that is shown in 

the months located in the left side of the win-

dow click on a day in that week.  It will ap-

pear in the view. 

navigation arrows 
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Month View 
The Month View shows an overview of a  month’s appointments.  An appointment appears as text on a spe-

cific day.  Tasks and notes also appear on the day to which they pertain. 

Change Month Viewed: 
• To view a different month click on the 

arrows that appear next to the Today 

button in the Calendar toolbar.  

• Click on the right arrow to go forward by 

month and click on the left arrow to go 

back by month. 

navigation arrows 


