9. Click OK (it takes a few seconds to save).

Attaching Files

You can attach files and document references to mail messages, appointments, reminder notes,
tasks, and phone messages. You can use Attach to send one or more files or document references
to other users. For example, you may want to send an expense report to another user. You can
attach a file that exists on your hard disk, USB jump drive, or network drive. The recipients can open
the attached file, save it, view it, or print it. If you change the attached file after you have sent it, the
recipients will not see the changes.

. Attach File
To Attach a File: 2Lt
1. Create a new mail message. in: | ) GroupWise ¥ Q F = E-

2. Fill in the To, Subject, and type GWiheck: 5] adinit.dat 2] dess.di %) fip32

your Message [Cgwstra7z cmmapDDD.bin ,’_-:l detree.dl I@grplv

. N . e %) i %) dewp. ) grpw

3. Click Attach. (Notice when the first || == Scopyp.dl S dewp i iy

~ w o |[_JPFForms _Jldebmp.dll d|sk1.|d ﬁgrpw

time the “Attach File” window opens, @%comupd.exe ’_-:|dehex.dll ,ﬂevya?ﬂ.dll ,ﬂgwat

it may be to the 5 addrbook. exe %] demet.dl %] evyv3zus.di 2] qwat

C:\Novell\GroupWise folder. This is 2 2
NOT a good place to find or save

files.) File name:

4. Browse to your file location and click | Fiescftype: | Al Files () v

the file you want to send. Click OK.
(To attach several files, hold the
Ctrl key and click on other files
before clicking OK.)

5. Click Send.

l Document Reference. ]

Opening Attached Files

When you open an attached file, GroupWise uses the local computer’'s Windows file settings to
determine the correct application to open the file. If the program associated with the file is not
installed, GroupWise will not be able to open the file.

To Open an Attached File:
1. Open the item containing the attachment.
2. Right-click the attachment; click Open.
3. If you want to open the attachment in a different application, type the path and executable
filename. This step may not be necessary if the correct application is already listed.
4. Click OK.

Managing Received Items

GroupWise stores all the items, mail messages, appointments, and so on, you receive in your
Mailbox. They will stay in the Mailbox folder until you move them to a different folder, or delete
them.

Managing Sent Items



GroupWise stores all the items, mail messages, appointments, and so on, you send in your Sent
Items folder. They will stay in the Sent Items folder until you move them to a different folder, or
delete them.

Creating Folders

Use folders to store and organize incoming and outgoing items such as appointments, reminder
notes, tasks, document references, and mail or phone messages in your Mailbox. Folders let you
group all items related to a particular task together.

To create a folder:
1. Right click on the folder named Cabinet
2. Select new folder
3. Follow the steps

To move an item to another folder, drag it from the original folder and drop it on the new
folder/location.

Notify

Notify enables you to specify when GroupWise will check your mailbox and how it should notify you
of new messages or sent messages that were opened or deleted.

Notify appears as a separate program on the Start menu so that you can start it without starting
GroupWise, or Notify can be configured to automatically start when GroupWise is opened. When you
start Notify, an icon of a globe appears in the right corner of the taskbar to
the left of the time. In addition to the desired alarms, the icon will change
to reflect an envelope on top of the globe, indicating that you should check Read mail
your mail. About

Motification List
Notify enables you to set options that inform you about messages you send
and receive. Help
You can set Notify to display a dialog box, sound an alarm, or launch a
program when you receive new messages, or when messages you send are
opened or deleted. Aule

Exit

TO ACCGSS NOtIfy Options_ Fiule name: | Tech Listsend
1. Right-click on the globe in the vehon el
system tray (usually in the lower Newltem  ¥| énditems are: [v] Received []Sent []Posted [ Drat
right corner of your screen.) If corditions are  (optional)
2. Left-click on Options. tem types:
Mail Bt on items where [[bem Type iz Mail] and Subject containg Merds]
Creating and Using Rules [l appoinment
[Task
] Reminder note
Rules are guidelines you establish for L Phione message =
handling messages, which you can apply to Appointment conflict exists: | Does not matter (Yes or No] e
messages in any folder. You name the rule Lhen i o
and then define the conditions of the rule | dd tction 7|~ [Fove To Folder Tech Di l
L Save ] [ Cancel




and the action you want to occur when a message meets those conditions.

For example, you create a rule called Tech Listserv that will automatically file messages from the
Tech Director’s Listserv in a folder named Tech Dir. You could also create a rule called, Urgent, that
will automatically file high priority messages in a folder named, ASAP. Rules enable you to better
manage your mailbox and organize your messages, without extra work on your part. Note: the folder
must be created before you create the rule.

Calendaring

GroupWise is calendaring software, too. You can schedule yourself and others via the calendar
system in GroupWise.

To view your calendar, click on the calendar folder in the main GroupWise window. You will see the
following screen, depending on the view you choose.

 Novell GroupWise - Calendar |3|§ z|
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& Posted Appointment
File Edit View Actions Toos Accounts Window Help

To Schedule a Personal Appointment (a Bro Xowes @ |H oo | X By P M | Gsoucns | @ @
Posted Appointment):  ecariment Togtons]
1. Double-click on the time you want to setup the :‘m :
appointment. o

Startdate:  |7/6/2006 [7:30 am [0 [JAlDayEvent
2. The Posted Appointment window will R O [y :
appear. Tahoma v BruU|B|EEEEESsS| —AE"

3. Enter the information for your appointment:
Subject, Place, and Message.

Account: Novell GroupWise, Folder: Calendar




Z appointment To: Help Desk
Fie EM Yow Actom Jooh Accough fjndow  Hebp

sed X Corvel [ aiten T oy s be | % P M o [

Scporiment

4. Enter the Duration.

[From

5. Click Post. = o
Strtdste  [7/E/2006 B oA [ [CJlDayfeent
To Schedule an Appointment (a Meeting or — D e
Group Meetlng) == vliow sy @ EEFFE EEd —A QSO B

1. From the main mailbox or calendar window,
click on the New Appt icon.

2. Enter the To, CC, or BC, Place, Start Date,

Duration, Subject, and Message.

Click on Send. oo o o

The recipient will receive this item in their main mailbox. When they accept, it moves to the
Appointment section of their calendar.

3.
4.

Scheduling Recurring Appointments

Use the Auto-Date action to schedule recurring appointments, tasks, and reminder notes. For
example, if you were responsible for scheduling a department meeting every other week, you could
create one recurring appointment that would schedule the meeting for the entire year. You could also
reserve a room or projector (if they have a GroupWise resource account) with the same appointment.

To Select Recurring (Auto-Date) by Dates:

1. In the scheduled appointment, task, or reminder note window, click Actions (on the toolbar);
Auto-Date.
2. Click the days to select; click OK.
To Schedule Recurring (Auto-Date) by Example:
1. In the scheduled appointment, task, or reminder note window, click Actions (on the toolbar);
Auto-Date.
2. Click the Example tab.

3. In the Range group box, specify the Start date and End date OR To specify a certain
number of occurrences rather than a range: specify the Start date; click the End drop-down
list; choose Occurrences; specify the number of occurrences.

4. Click the months to schedule. To schedule all of the months, double-click any month

5. Click the Days of the Week drop-down list; click an option.

If Days of the Month was selected, click the On drop-down list; select an option; click the

numbered days to schedule (for example, 1 and 15) OR

If Days of the Week was selected, click the ordinal number across from the day of the week

to schedule (for example, 2nd Tue) OR

If Periodic was selected, specify a period length (for example, every 15 days).
7. Click OK.

o

Busy Search

Use Busy Search to find a time when all the people and resources you want to schedule for a
meeting are available. Busy Search works with appointments, for internal contacts, groups, or
resources (e.g., that are included in the Novell GroupWise address book).

To Use Busy Search:
1. From the calendar or main mailbox toolbar, click the New Appt icon.



N

Enter usernames and/or resource IDs in the To, CC, or BC boxes. Optional: Click the Address
icon if it is necessary to go to the address book to find and select them.

3. Specify the first possible day for the meeting in the Start Date box.
4. Specify the meeting’s Duration.
5. Click the Busy Search icon in the toolbar or the Busy? icon from the icons on the side.
6. Click the Auto-Select button in the lower left corner to select the first available meeting
time or repeatedly click on it until the desired time is displayed; click OK OR
Click the Available Times tab to see possible meeting times; click a time to select it; click OK.
7. Complete the Subject and Message. Click Send to send the appointment. The recipients will
receive this appointment in their main mailbox. When they accept, it moves to their calendar.
If they delete, it will disappear completely from their view.
Tasks
| |
Tasks appear in the task window and move to e zr wacnons Tooks Accounts window Help -
today’s date, until they are checked as completed. | - RS fo | & 0 B [ |Gt | B @
Task | options
To Assign a Personal Task: - s |
1. Double-click in the task section of the bweon:  [risizons
calendar window (day view) The Posted Tahoma v rulp zEEE s —al”
Task window will appear.
2. Enter the information for your appointment:
Subject, Priority, Start Date, Due On,
and Message.
3. Click Post.
Account: Novell GroupiWise, Folder: Calendar | cCompleted
To Assign a Task to Someone
Else: B snd X Cancel [ dress foo | X B P M
1. From the main mailbox or calendar Window, | rak send opters
click on the New Task icon. From =) [Felo ek & ]
2. Enter the To, CC, or BC, Start Date, Due To: I B |
On, Subject, Priority, and Message. D” :T;E.:m
3. Click on Send. The recipient will receive e | ity |
this item in their main mailbox. When they Tahama TRy R

Adjusting Times and Duration

accept, it moves to Task section of their
calendar.

Account: Novell GroupWise, Folder: Calendar

To Adjust Times and
Duration:

1. Click on the clock icon at the end of any time field in an
appointment or posted appointment.

2. To adjust the start time, click and drag the green or top arrow.
3. To adjust the end time, click and drag the red or bottom arrow.
4. This window adjusts time in 15-minute increments.




