| ] @ ‘X‘L}’O Introduction to GroupWise WebAccess

Novell. GroupWise.

GroupWise is the place to go for your connection and
personal-organization needs!

The following tips are for helping you use GroupWise
e-mail, calendar, and other important aspects of
GroupWise WebAccess to get you started.

Novell. GroupWise. @

Introduction to WebAccess 1 Instructional & Learning Services
(rev. November 1, 2007)



Table of Contents

oo =TT 3= T T N 1o T [ o PSS 3
Main WIindow, Sending Mall .............uiiiiiiiiiiie e e e e 4
Saving a Draft, Receiving Mail, Replying t0 @ MESSAQ€.......ccccceeeeiviiiiiiiiiie e e e, 5
Forwarding a Message, Message Attachments, Using the Calendar ............ccccevvvviiiieneennee. 6
8L [o TR g[S T @F= 1 1= o - T S 7
Introduction to WebAccess 2 Instructional & Learning Services

(rev. November 1, 2007)



Access and Login

Website Certified by an Unknown Authority

V. Unable ko verify the identity of testsvr.valpo.edu as a krusted site,
1 E

Possible reasons for this error;
° Type http://q rou DWiSG.Valpo.edU intO a - Your browser does not recognize the Certificate Authority that issued the site's certificate,
- The site's certificate is incomplete due to a server misconfiguration.
browser.

- You are connected to a site pretending to be testsyr, valpo.edu, possibly ko obtain your
confidential information.

Please notify the site's webmaster about this problem,

Choose to accept permanently to stop see-

P H i _ Before accepting this certificate, vou should examine this site's certificate carefully. Are you
Ing thlS bOX n the fUtU re or Choose to tem willing ko to accept this certificate For the purpose of identifyving the Web site
porarily accept for each session. e il

Examine Certificate. .

() Accept this certificate permanently
(%) Accept this certificate kemporarily For this session

) Do nok accept: this certificate and do not connect to this Web site

L oK J [ Cancel

Your login information is your VU user-
name and password that you have set up
in the ldentity Manager.

g Novell. GroupWise.

e Type your username and password in Username: [jsmith
the appropriate fields. Pasgward: [+ s sssonsf

i : | English
Don't choose any option that allows Language | nglis

GroupWise or your computer to remember Connection Speed

your password. Your information will not (® High (Broadband)
be secure. (O Low (Dial-up’

e Click on Login. [Use the basic interface  maore Information
[¢]Remember ry settings

| settings « (| Login |

1 '3:1l:l|:l'g,l'r'il;||‘|t 1494 06 Mawell, Inc, Al ri-;hr.z

If you forget your password go to http://www.valpo.edu/it/valponet. Enter

your username and click on the Forgot Password? link.
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Main Window

Every aspect of GroupWise is accessible from the Main window.
The tabs allow for different views such as Mailbox and Calendar.
The toolbar contains main functions.

The folder pane displays all of your GroupWise folders.

tabs
Novell® GruupWise'" WebAccess in Help Options Logout
Caledar Documents
74t = (8] Pddess Bock B Prooy [ Mansgs Folders [ 2
=G dutin Smith 5 e s Frrove Tpacopr FGoedne O conplte (Bresdiiner 5 maskrosd
=, Mailbox m | o ' Jiiz t  Date
[0 Unopanad [=ms e : 3 1 Jads . 1
toolbar A S o EL e ' 10/22407 7144 A
[ Catmat O £ Businessinfo.org Tips of the Weak 10/15007 2:02 PM
@ ™ Calandar O B Sarsh Swill loday 10/29/07 1:11 P
o Checklist O £ BocksOnline your o1iler 10/15/07 2:13 P
£ Jurk Mail
[ Motes
4 Trazh
137 ek In Progress
folder pane
To create new mail: ‘ Novell® GroupWise” WebAccess

e Click on the New button in the tool- || "= EEEEENEEIEE
b 4 tew... = (@ Addess Bock [ Proxy ([ Manage Faiders
ar.

= 4% John Smith 1 v ’auclctc o move T acoepr [ Dedne 4 complete % Read Later - 5F, mark fead
=, Mailbsox a fom : T e

lohin Doe

LD Unopensd [ems
. . . . A, Sert Thirrng
A Mail Message window will appear in @ Boin:
which to generate your new message. Boa
@ st
L7 ok In Progress

rnagling
Yy Businessinfo.org Tips of tha Weak

a
a
£ Sarsh Smill loday
&2

2 BooksOnline o o der

oooojdd

Your name will automatically be added
to the From: field.

Elle Edit Wew History Bookmarks Tools  Help

Add the e-mail address of the recipient

. . r‘i_h‘ send [ save BT cancel % address Book %Spe\l Check  fig g Ttem Type =
in the To: field.

Mail Attachments Send Options Signature

When you are done writing the e-mail e Lohn Srifh -

you can send it by clicking on the @ send Subject

Button.
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Saving a Draft

If you would like to save a draft of your
e-mail to continue later click on the save Folders

m button.

o |G|

A Folders window will appear and the Work

in Progress radio button will be selected. ® 7 work In Progress
Click OK to save your draft in this folder. ' John Smith
You can access the draft any time from the £ Mailbox
folders pane in GroupWise. A4 sent Items

&) [ cabinet

Receiving Mail

e To view received mail click on the
Mailbox  tab.
In the Mailbox view received mail is listed.
An unread message is bold and is marked with an unopened envelope icon. [
e To view a message click on its subject line.
After a message is viewed it is marked with an opened envelope icon. [}

Help Options Logouk

Novell® GroupWise® WebAccess

Calendar Documents

& Mew... = (B AddessBook B Prony [ Manags Faiders |[Fd P
= G} John Smith Swdve  [Pooke Fmoe Tpaccps TFoedne [ conplete (3 pesdimer 5 marknead
=, Mailbs u | om | Gubject IDate
fsw 1;?*"5” O 8 John boe it 10/22/07 7194 &AM
@ |, cabnat O £ Businessinfo.org Tips of tha Weak 104907 2:02 PM
& ™ Calendar O &1 Sarah Smitl Lnaday 1029407 1:11 Fid
o Checklist O £ BooksOnline wonn onider 10/15/07 2:13 P4
2 Jursk: Ml
[ Motes
4 Trash

Replying to a Message

Reply to a message by clicking on the Reply
button when the message is open. Mail Message

When you are finished writing your reply = & % ReadLater (2 (0 B =
click the (4 <end button.
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Forwarding a Message

To forward a message click on the Forward button. |

In the new window that appears enter who you want the recipients
of the message to be in the To: field and click on the Send button.

Message Attachments

To add an attachment to a message:

Mail Message

# send Save Cancel Address Book 389 Spell Check Ttem Type +
¥ o

e Click on the Attachment tab in an
IV @ nd Cptions Sianature
opened message draft. ( ,?

Frorm: — rith |CC: ‘

To: r |BC: ‘

Subject: |

e To select a file to attach click on the

Mail Message
Browse button. MailMessage

A send [ save  3Z cancel % address Book 595 Spell Check 6, Trem Type v

Mail attachments Send Options Signature

e Find the file you want to attach in the Select File:
browser and click on it. [ Browse.. |

Remoyve

e Be sure that the file you have selected
appears in the File Name field.

Attach File

(] C|ICk on OK Look jrr |@ Desktop v| Q& m
e In the attachment window click on At- QM Doaunerts B aoupiiee ltiropad+
:g My Computer @ Groupise Messenger ﬁFllEFDrmatCunverte
tac h EMV MNetwork Places %Grnulese PD& Connect @nv\msgr
* Adobe Reader & Internet Explorer (ki Palm Desktop
_ . GO 6 1B mazila Firef Elset
The file is now attached to the e-mail. S ppication Window 3y Commuter Fome |
< \ 3
File hame: || | I Ok, l
Files of lwpe: |AI\ Filzs [*.] v| [ Cancel ]
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Using the Calendar

To view your calendar click on the Calendar
tab.

Novell® GroupWise” WebAccess

Documents
In the Calendar view, you can choose to o Now... + @y Addresssock [ Proxy
view your calendar by day, month, and year.

To change views click the corresponding Dropdown arrow
button on the top. o |7 peres

=

= Mail
(23 Appaointment

To create a new appointment: Day [o] Wesk Marth ok

_ [i]pay Gi] "

e Click on the dropdown menu of the New - .
button . ()@ Posted Message
e In the menu that appears click on - [e—
Posted Appointment. A paste it

% Posted Phane

Note: There are two types of appointments,
Posted Appointments and Appointments. A
Posted Appointment is for personal use, an

Appointment is for events that you want o |

send to others (such as a meeting). 58 ot X Cancel 555 spcl Chedk. g tem Type ~
Appointment Attachments Signature
i 1 1 Location: |
A posted appomtmgnt vylndow V\.II|| appear. e e I EETE ———
o Enter the desired information (such as Time: uo_|fam ¥ suies |
Subject:

date and time) using the dropdown ‘
menus next to the information fields.
e When finished, click on Post.

Your appointment will be clearly visible in the
Calendar views.

e To edit an existing appointment click on it
in one of the calendar views.

e Make the desired changes.

e Be sure to click on Post when you are
finished to save your changes.
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