]T @ ‘X\L}-’O Introduction to GroupWise Desktop Client

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 Client to get you started.
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Login, Passwords, and Security

When accessing GroupWise client, this will
be the window that appears. Your login in-
formation is your VU username and pass-
word that you have set up in the Identity
Manager.

Don’t choose any option that allows Group-
Wise or your computer to remember your
password. Your information will not be
secure.

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

2% Novell GroupWise Startup

User ID (Required): | jdoe

Password: |

® online

Address:

|
(D) Caching mailbox path: |
|

(D) Remote maibox path:

your username and click on the Forgot Password? link.

Main Window

Every aspect of GroupWise is accessible from the Main window.
The menu toolbar allows for the view of all GroupWise functions.
The tabs allow for different views from Home to Contacts.

The toolbar contains main functions.

The folder pane displays all of your GroupWise folders.
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‘ Novell GroupWise - Mailbox

|8 &

File Edit Wiew Actions Tools Accounts  Window Help

Calendar

?, ﬂ%nddressBook E p |®Newl‘ﬂai| - @New.ﬂppt - |E| Mew Task = |J | .
Toolbar o

Enter

Sent Items Contacts

M -

% Cnline+

=y Ml

From Subject

ﬂj John Doe Haome

£% Serk Ttems
1 Calendar
{8 Contacts
|| Documents
e[| Chiecklist
e 527 Wiork In Progress
[]---g Cabinet

Trash [27]

Introduction to GroupWise Client
(rev. October 23, 2007)

;m

der pane

Date =

Instructional & Learning Services



To create new mail:
click on the New Mail button in the tool-

Sending Mail

™ Novell GroupWise - Mailbox ‘

File Edit Wiew Actions Tools Accounts Window Help

|®Addressﬁook (3 }.)
|8

BE&H-A -

%Onhnev X = Mailboz
bal’. A From Subject Date
A Mall TO WlndOW Wl" appear ;Docum.ents
{:l_‘g'? \fvhﬂik;:tpmgress
&[] cabinet
Your name will automatically be added ¥
to the From: field. a— e
. .. _1’_“ X ool Blscioss @ | fm | & BN A A A | Boucer | G 7
Add the e-mail address of the recipient Pl | s cpters|
. . From -] | cc |
in the To: field. ] o
Subjeck: [
When you are done writing the e-mail
you can send it by clicking the Send
send  Button.
Saving a Draft
. | Folders EE'
If yoq would Il.ke to save Z?. draft of your —————
e-mail to continue later click on the save Folde: st
n button " Jdohn Coe Homs [E
5 - ay, el @il
i
= Caberdar
A Folders window will appear and the Work B 18 et
. . . . . ™4 5
in Progress folder will be highlighted. Click M Mo 1>
. . W o] Cabiret
OK to save your draft in this folder. You can ¢ Eog Move Down |
access the draft any time from the folders
pane in GroupWise.
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Receiving Mail

e To view received mail click on the
Mailbox  tab.
¢ In the Mailbox view received mail is listed.
e Anunread message is bold and is marked with an unopened envelope icon. [
e To view a message double click on its subject line.
o After a message is viewed it is marked with an opened envelope icon. (2

gy Mailbios

Fram j Date =~
B John Doe 6/11,/2007 3:35 PM
@ | Jahn Sraikh &/11/2007 3:36 PM

Replying to a Message

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

File Edit Wew Acktions Tools Accounts  Window  Help
A reply window will appear. Make sure the : -
. . ; Close @ Forward - -
Reply to Sender radio button is selected. X Ry q ca

The Reply to all selection is if a message
has been sent to more than one person and

Optians
you want to reply to the sender and all who O
the message was sent to. © Reply ta 3ll (sender and recipients)

Include message received from sender

Click OK.

When you are finished writing your reply
click the % send 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:

e Click on the Attachment button in an
opened message draft.

A browser will appear.

e Find the file you want to attach in the
browser and click on it.

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

e Click on OK.

The file is now attached to the e-mail.

‘= Mail To: John Smith

Elle Edit Wiew Actions Tools Accoupt window  Help

5 . ——
i send 32 Concel @Adm foo | R M A A A | Sseicex &
Mall | Send Options

Frar: | [Iohn Doe o |
To: [3ahn Smith BG |

Subject: |

Attach File

Loak jr: |@' Deskiop v| ¢ % -
lDMy Dacurnents E; Groupiiise ia/_:Notepad++
j Ity Computer @ aroupiiise Messenger ﬂFileFormatConverte
&y Netwark Places @GroupWise PDA Connect & nvimsar
5 Adobe Reader 8 S 1nternet Explorer ] Palm Desktop
B0 AIM B @Mozilla Firefox @setupip
npplication Window Eﬂ My Computer @wms
< t
File: marne: || | I oK. ]
Files of bype: | 41 Flles (%) v| [ _cancel ]
Document Reference. ..

Using the Calendar

To view your calendar click on the Calendar
tab.

In the Calendar view, you can choose to
view your calendar by day, month, and year.
To change views click the corresponding
button on the top.
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Calendar (continued)

To create a new appointment:

Double click the time slot in which you
want the appointment to start.

A Posted Appointment window will appear

Type the information you want to include
in the appointment such as subject and
place.

Be sure the desired duration is shown in
the Duration field

To change the duration of your appoint-
ment click on the clock button next to the
duration field [

A Time Input window will appear

In the Time Input window adjust the
green and red arrows to indicate the start
and end of your appointment

Be sure the information is correct—check
this by reading the text in the right side of
the window

Click OK to save the information and
close the window.

In the Posted Appointment window click
on Post to save and post your appoint-

ment and close the window. = % pgst

Your appointment will be clearly visible in the
Calendar views.

To edit an existing appointment double
click on the box that shows the appoint-
ment in the calendar view

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