GroupWise

HOW TO CREATE A NEW MAIL MESSAGE .......ooioiiiiiiit et 2
ADDRESS BOOK ... .ottt h et e e r e b e h e e e r e e e nE e r e a e s e 3
CHECKING SENT MAIL PROPERTIES ... oottt 4
AT TACHMENT S e E et s bt e st e e E e e s b e e e shb e e s e n e e s r e e e b e e e sbae e sane e s aneeeares 4
CHANGING FILE PROPERTIES......cco ettt sttt st nre e snne e nane e 5
ADDRESS BOOK - EDITING ADDRESSES..........oot it 7
L 1 N T TP PP STOU PV PRTON 8
CABINET - CREATING A FOLDER......c ottt sre e 9
CREATING A SIGNATURE ...ttt e e e s e e r e are e e snne s 11
TRASH MANAGEMENT .ottt e b s b et s e e s e e s b e s are e saa e e sene e sr e e e nes 12
CALENDAR = NOTESPAGE ...t 13
RUL ES .o h e h et e e E e e h e s b e e s h e e s E e e e R e e e e h et e e R e e e R e r e n e nrae s 13



Your e-mail address= username@sd104.s-cook.k12.il.us New Mail
yd Button
How to create a new mail message =

There are two ways to start this process. You can go to the File menu and choose the
New/Mail option, or click on the new mail button on the toolbar.

This will open up a New Mail Window:

= Mail To: =] F3
File Edit Yiew Acton: Toolz ‘wWindow Help
o i el S e e 0 ] B Y
Fram: IBr_I,Ian Drrozd CC: I JIL
= ll\ - I Send
Subject: I \ B
Wsssge = You can start typing b4
in a name for people
in the district and it Cancel
should automatically -
be filled in. Click here for
address book \
Addiess
Attach
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This tab lists all the e-mail
Address Book addresses in the system.

Frequent contacts lists addresses
you have used recently.

- Address Book
File Edit “iew f4ddrezz Help

Movell Grouphsize Address Book | Frequent Contacts I Bryan Drozd I Movell LDAP Address Book I I™ Bouting Slip
Search List: :f;EE Marne Completion Position: 2 [Last] 395 I To: EE I BC. I
/
I |_Narne DE!EL.J /
| Mame Office Phone...) UserID_| Dep...| Tille | Netwark ID Fa |,
Adrmin Adriin, SUMMIT |
iga 1zt Grade 13t Grade
& 2nd Grade 2nd Grade | Double-click a name to
& Ard Grade 2rd Grade add it to the list of
& 4th Grade 4th Grade | People you are sending
& Sth Grade Sth Grade | the message to. You
& Eth Grade fthGrade | Can send to as many
& Afterzchool Fea... Aftersch... people as you like.
Alice Vilimek, avilirnek, rMIT
Ay Brachman abrachman abrachman GRAVES. SUK. .
Amy Mcokes amckes amckes GRAVES. SUMMIT
Ana Garcia agarcia agarcia. GRAVES SUMMIT =
J | o
] | Cancel i Dl I ol I Hemuye | |nformatiarn Cloze List << | Shave o,
\

\

— | click OK when
you are done.




Checking Sent Mail Properties

Go to your sent mail folder.

Find the item you wish to check.

Right click on the item and choose Properties

This is a sample of the information that can be gathered from the properties screen.

Subject: Fe: hi
Creation Date: 10/18/00 9:29AM
From: Bryan Drozd
Created By: badrozd. SUMMIT _POST. SURMMIT DO
Recipients Action Date & Time
SUMMIT_FOST. SLIMMIT_ DOk Delivered 10/18/00 09:29 A
vohodaor Mivian Chodar) Opened 108100 0929450
\ Replied 10/18/00 10:47 Ahd
Who the Replied 101800 10:49AM
message Deleted 10/18/00 01:37Ph
was sent to.
Attachments

An Attachment is a file that is sent along with an e-mail message. The ability to attach
files allows you to send items such as Word documents or images via e-mail. Itis a very
useful feature of e-mail.

To attach a file to an e-mail message, you just have to know the following things:
=  What is the name of the file you are attaching?
= Where is it located or saved?

When you are ready to attach a file, just create a new mail message, as you normally
would. Then click on the Attach button (the one with the paperclip icon).



Use the drop

down menu to go
to the folder with
the file you need.

Attach File |
Lok ir: I 5 class800 \ll ﬁl
=} "WRL0927 @ questions and answers

Class 800 | week 2 outline
clazs packet v1

HTHL tags / Select the file
HTHL tagsv you want to

phone number html example attach.
File name: | ok
Files of type: I,-'l'-.ll Files [=.%] ;‘ Cancel
Click OK
Document Reference. . I The file name will when you
show up here once are done.

you select it.

The file should appear in the boxed off area below where you type in your message.

When you receive a message with an attachment, all you should have to do is double-click
on the file to open it.

Changing File Properties

In your mail message, go to File and choose Properties
Mail and Phone Properties
send Options I Status Trackingl SEcurit_l,II

-~ Clagzification———— [ Expiration date=—
Bfter |1 _| days

Proprietary

Confidential
Secret
Top 5 eret

1 Delay delivery——

For |1 = days




File Properties continued....




Address Book - Editing Addresses

Choose a person and Click the Information button

Information For Jeff Foydl

Eirst hame: =i Last name: IFn:n_l,n:II ok
Dizplay name: IJeff Fodl Format | Cancel
Organization: IJensean Info | Mew

Advanced...

flfel B

E-mail addresz; l"ieff.fu:uydl@iensenit.|:|:|m" Department; I

E-mail type: | R |Metwork Engineer
Address: 1671 Elk, Bk, | Maistap: |

| Gresting |
City: |Des Plaines Phone#fs  |[Office x| [847.803.0044 M
State; |IL Comments: =
ZIP code: |Eo0E-4721
Country: | =

Any of thisinformation can be edited. Adding the first and last name, for instance, allows
GroupWise to use the autocomplete feature for that e-mail address.



Find

Tools Menu > Find

Find R AE |

Find | Find by Example I

Full Text 3

Fram/duthar = |

— |tem type:

[ Mail [ Appointrent
™ Task [ Phone message
[ Hate [T Document

— |tem source:

[ Feceived [ Posted

[ Sent [ Diaft

— [ ate range:

[ Created or delivered betweer:

[Fr7200 and [57177200

¥ Find only official document versions

Look i

= .@ Bryan Drozd

Rl

- (2] Calendar
- [Z7] Contacts
- (23] Joumal
- 2] Motes
- £ Tasks
[ 5 Mailbax -
1] Sent ltems

-] [ Calendar

+]- . . Documents

e Taszk List

-~ [wf] 23] Work In Progress
- . E LCabiret

1 [ Doaily Reparts

1 7] phe survey
7] middle schaal

- [£7] ongoing issues

[y B TR W W L | "'l"i

Advanced Find... Reszet

k. I Cancel

TypeinaTerm or Author that you are looking for, and click OK.

Sample Results screen:

r.. GroupWise Find Results =] E3
File Edit Miew Action: Tool: Window Help
JDispIa_l,llFind Results ;I J |@|.I:¢5\| %I B&I@I l@l

_Name Subject | Date | ¥ | Docu._.

P2 Laurel Bird njhz needs your support

0311702 01:17PM




Cabinet - Creating a Folder

To add a new folder to your Cabinet, right click the cabinet item and choose New Folder.

| Create Personal Folder

Default Libram
Incomplete Task List

Sent ltems
Task List

| Create Perzonal Folder

Calendar

- Documents
azk, List
41 Wtk In Progress
-E] Cabinet

_IName the Folder and Click Next



| Create Perzonal Folder

<Mew Folder Custom Settingz> [y JENE A I Ielete

Dizplay all iterns in the selected folder.

|

ﬂ Lty
ﬂ.

All of these settings can be | eft as they are.

Click Finish.
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Creating a Signature

Tools Menu > Options

Options |

| ’
® S 2

E nwviranment Send Dacuments

3

Securty Certificates  Date & Time

Cloze |

Double-click Environment

Environment |

Generall iews I Filz Ll:n:atil:unl Cleanup  Signature I

Add vour zsignature and/or electronic buginess card [wCard] to outgoing
MESEAgEs.

H iglectrnnic buziness card [vCardf " Automatically add
¥ Signature ¥ Prampt before adding

=

Bryan Drozd
S0 104 Tech Coordinatar
708.458.0141

| -]

k. I Cancel

Choose the Signature Tab

Type in what you would like for your signature and click OK to save it.



Trash Management

To empty out your trash, go to the Edit menu and choose Empty Trash.

Trash can be set to be automatically deleted after a certain number of days.

Go to Tools > Options

Double-Click Environment

Environment |

Generall iews I Filz Location  Cleanup I Signaturel

= Mail and phone

&' Manual delete and archive
" futo-delete after:

z I?EI :: =i
" Auto-archive after: =1 =
— Appointment, tazk, and reminder note
% b anual delete and archive

= Auto-delete after:

- |14 j; Has
" Autg-archive after: = o
— Ernpty trazh
" Manual

o Autamatic after: |5 _ij days

k. I Cancel

Notice the last item: Empty trash. The settings there can be changed. Click OK when you
are done.
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Calendar - Notes Page

Rules
Tools > Rules

Rules

Fulez are executed in the order they appear in the list. Drag a
rule to a different pogition to change the order.

Fiule lizt:

Cloze

il

Hew. ..

_| Rule Mame | Ewent |

[ filker? Mew [tem
jurk vmadmir  Mew ltem
milezpres Hew ltem

Edit...
Copy...
Delete

Digable

ddild

Bun
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Edit Rule 2]x]|

Rule name:

"When event iz

M ew [tern ¢| &nd items are; W Received [~ Sent [T Posted [ Draft

[f conditions are [optional]

Define Conditions. . |

[tem types:
™ Mail ct or iteme where From containg ‘milespree’ or Auther containg
[ Appointment milespres’
[ Task
[ Beminder note
[ Phone message
Appointment conflict exists: |D|:|es niot matter [v'es or Mo j

Then actions are

&dd Action - | elete/Decline |
Edit Action |
Delete Action |

Save I Cancel

Define Conditions
Eilker

Include entries where ... From containg 'milezpree’ or Author containg 'milezpree’ 0k I

Or = | Cancel |

{From =l ¢| Imilespree
I 'I 1 ¢| Imilespree

End - Llear |
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