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Almost 100,000 video tutorials are available from VTC. The avdidbi@ls include Windows 7, GroupWise 8
and Office 2010 applications.

To access these tutorials, vibitp://links.archchicago.or@nd click the link for VTC Online Training. Login with
your GroupWise usernagand password. You MUST use our custom login page from the list of Archdiocesan Web
Links. You will NOT be able to login directly at VTC.com.

Once logged into the VTC site, you can view any of the available tutorials (the Flash versions tend td load tha
fastest). You can view as many tutorials as you want.

We have a limit of 5 concurrent users (only 5 people from our network can be logged in at one time). If all of the
GasSlraaé INB OdNNByGte Ay dzaSsz e2dz gAftt NBOSABS |y SNNEPI

You can also acceshese tutorials from home. Simply use the link providehtet:/links.archchicago.org



http://links.archchicago.org/
http://links.archchicago.org/
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GETTING STARTED

Novell GroupWise is themailand scheduling application used within the Archdiocese of Chicago computer
network. GroupWise lets you send and receiwaal, maintain a personal calendar of appointments, tasks and
events, schedule meetings with other users, maintain addresses, aviddmmference rooms at the Quigley and
Meyer Centers.

This document is written based on GroupWa2 (12.0.2).

STARTING GROUPWISE

During your login to the Pastoral Center network, GroupWise will automatically start. If you exit GroupWise, you
would needto start it manually.

To start GroupWise:

1 Doubleclick the GroupWise icon on your Desktop
OR
1 Choose StartAll Programs, Novell GroupWise, GroupWise

®

GroupWise



LOGGING IN

When GroupWise launches, it will prompt you for your password. Simply enter your loginopads$sthe
Password field and click OK.

Pazgwiord:

[7] Use collaboration single sign-on [CAS54)
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In the Novell GroupWise Startup screen, enter your User ID and Password to log into your mailbox.

5

O

User ID (Required): uzername|

Password:

(@ Online Address: 10.10.1.200 Port: 1677
i) Caching mailbox path: | C:\Users'ymriley\AppData'Local\Novel\Group' | | &

() Remote mailbox path:

 FGSNJ @2dz FNB R2yS GAGK @2dzNJ DNRdzZLR A&aS | OO02dzyd 2y Fy2il
again, click Cancel on the Password screen and algdahe User ID. If not, the other user will, most likely, not
realize that GroupWise is trying to log intouraccount and will LOCK your account.



GROUPWISE WINDOW

| Navigation Tabs

| Toolbars

I Display Settings

| Folder List

aaioga: i</ Catalog Attachment(s) Only... Catalogue Messz

I View Toggles

Subject Date
+ 6122013
7 DNNUG: NewsFeeds, Identity Switcher, Blogs 6122013 a3
5 Mike Riey Truncate 6122013
F | n d Mike Riley tt.com - 6/12/2013
Mike Riley Terminated Employee Process 61272013
Hugh O'Neill Create plan for redundant webservers at 35th street 61272013
£ Hugh O'Neill Create plan for redundant webservers at 35th street /122013
[# Workln Progress g 5 % Py
R . i DXPRED Accounts . 0CS upload of webinars 6122013
Qu IC kV lewer Expeing Accounis Kristen McGann Re:DNN 6/12/20139:24 AM
: <no-reply@archchicago.org> Event Registration: New User Training 6/12/20138:43 AM
- Kristen McGann DNN 6/11/20134:22 PM
Weblog Expert Report GAUNOSIAM |
20 "WebSta reply@archchicago.org> Weblog Bxpert Report 6/11/20139:24 AM
. < : “WebStats" <no-reply@archchicago.org> WebLog Expert Report 6/11/20139:20 AM
I t em LI St — Meg Hall Re: new user training 6/11/20139:10 AM 3

* Reply Al B Forward | & E‘E@j = 2¢ Catalog

ke
/eblog Expen, %eport

I
| | Mailbox Size: 5% | Selected:1 | Totak:174

When GroupWise launches, it will either open your Mailbox or Home View (if confituetdrt in Home View).



The imageon the previous paghighlights the major elements of the GroupWise window.

Navigation Navigation Tabs provide one method of selecting different folders within your GroupWise
Tabs account. You can add/remove folders fraine Nav Bar by rightlicking an empty spot of it and
choosing Customize Nav Bar.

Toolbars The toolbars area includes toolbars for the current folder, selected item(s) within that folder,
display settings.

Display This dropdown box lets yoselect from various preset display options for that folder.
Settings
Folder List The folder list displays all of the various containers within your GroupWise mailbox.

View Toggles The righthand section of the Nav Bar displays three buttons that toggle diffedesptiay settings
(Folder List, QuickViewer, and Menu) on or off.

Find The Find box is a quick way to search the current folder. Simply type in the search termint
Find box and tap the enter key to search. Delete the text in the Find box to réktofelder to
its previous view.

QuickViewer The QuickViewer allows you another option to view the selected items in a folder (instead of
having to doubleclick those items). The QuickViewer can display either at the bottom or the
right.

Item List The tem list window displays the contents of the selected folder.




COMPOSING MAIL

Creating and sendingmail messages involved the same steps no matter whaté program you use.
The steps are:

Open a new message window
Address the message

Enter the subjecand message body
Specify any send options

Send the message

agrwbdE

OPENING A NEW MES&EAGINDOW

To open a new message window:

1 Click the New Mail button on the toolbar
OR

1 Choose File, New, Mail
OR

1 Hold down the Ctrl key and tap the letter M

ADDRESSING MESSAGES

You next step is to address the message. The methods you can use to address a message vary depending on
whether the recipients are in the Novell GroupWise Address Book, one of your Personal Address books, or not in
an address book.

= =

File Edit View Actions Tools Accounts Window TRIM Help

Send L Cancel ﬂﬁ\ddress .g" |n ﬁ., ,}Yé -L")j ﬂ ‘ PA. A ﬂ A

Mail | Send Options

o N-=1E]

225 Spell Check

From: hd IMikeRiIey cC I
Te: I BC: I

| NAME COMPLETION

If therecipient is listed in the Novell GroupWise Address Book or your Frequent Contacts Address Book, you can
use the Name Completion feature to address the message.

To address a message using Name Completion:

v

f .S3IAy GeLAy3d GKS NBONyLastSgmeTFastNake LI & y I YS 6G&LIAOK T
1  When GroupWise finds a match, it will AutoComplete the name
1 If the match is NOT the recipient you need, continue typing the display name or tap the down arrow on
your keyboard until the correct recipient is displayed
1 Tap the Entekey to add additional recipients or the Tab key to move to the next field

5



USER IDS

LT

display name. This method requires you to know the recipy G Q a
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FULL BMAIL ADDRESS

Like any other &/ |- A €
TAStRao

I LILX A QK GAR2Y S
L FY [8R{dzQieS &SIyl

auto-complete the address just like a display name.

I B/R NGB a &

6 | yiise willi Q &

USING THE ADDRES®RO

2y 2dzNJ YAt
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You can also use the Address Book to select the recipients of a message. You can then select anyone listed in any
of your available address books.

To address a messagsing the Address Book:

il

Click the Address button from the Mai
To window

Select the desired address book from
the Look in dropdown

Scroll through the list of names or
enter the beginning part of the
NEOALIASY(iQa RAa&LIX
for field

Once you hve located the desired
entry, click on it (once) and click the
To, CC or BC field as desired

To remove a recipient, click their
name from the Selected list and click
Remove

Continue until you are done selecting
recipients from the Address Book
Click the ®& button at the bottom

right to return to your message

() Address Selector

- e ) e ) CEED

Match| Mame * | Selected: Fouting Slip [

To: § Adams, Michael

BC: § Adams, Steve

Lack in [@1 Movell Broupwise tddress Baok
Look for.
Q)I

Name = Last Name E-Mail Addiess E
8 ABBOUD, LOUIS ABBOUD Iahhnud@arch:hnl—l
8 Acadlesuit, Elem Acadlesuit  Elem.Acadlesuit@
8 acadourlady, Elem acadourlady Elem.acadourlady
8 AcadPriscilla, Elem AcadPriscilli  Elem.AcadPriscilla
8 AcadStBenedict-Honore, Elem AcadStBene  Elem.AcadStBenec
a AcadStBenedict-Laflin, Elem AcadStBene  Elem.AcadStBenec
8 AcadStBenedict-Stewart, Elem AcadStBene  Elem.AcadStBenec
8 Accard, Joe Accardi JoeAccardi@arch
8 Accountd Accountd testd @archchicag
a Ackermann, Allen Ackermann  Allen.Ackermanni
8 Acuna, Azales Acuna aacuna@archchici
8 Adamich, Albert Adamich aadamich@archck
a Adams, Michael Adams madams@archchi
8 Adams, Scott Adams saadams@archchi
8 Adams, Steve Adams SteveAdams@arc
B ADAMS, STEWART ADAMS stadams@archchi
8 Adams, Thomas Adams tadams@archchic
al ADDAI-MENSAH, PETER ADDAI-MEN _paddaimensah@a ™
4 1 +
8 =

a'i:d Save Group v 3

a
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TO, CC, BC

When addressing a message, you can specify how each recipient receives the message. This can be important
when you are sending one message to several recipients.

CC (Carbon Copy/  Informational copy. Typically, no action is required by the CC recipients.
Courtesy Copy)

To add additionalacipients in the To, CC or BC field:

1 Enter the first recipient as normal
1 Tap the Enter key or serblon () to dropdown that name
i Tap the Tab key when finished

To remove a recipient:

1 Click within the To, CC or BC field
i Click on the name of the recipient
1 Tap the Delete key



ENTERING THE MESSAGE
Click within or Tab into the Subject and message body and simply begin typing the message and its subject.

When composing a message:

1 Use a clear, concise subject

o {dzo2S0oGa tA1S al A& 2N aien2sOspectdng indssageVsisimplyia vias | S G K

or SPAM message
1 Try to stick to one topic per message
0 Having your message focus on a single topic lets the recipient better organize the message

o ' RRAGAZ2YLIE O2yGSyd Ay | YSaatdeSesyAIKEG 3AS
o0 This might mean sending more than one message to the recipient

1 Getto the point immediately

0 You should let the recipient know the action you want them to take as soon as possible.
0 52y QG 0dzNBE AYLRNIFYyG LINGA&A 2F GKS YSaal 3§

1 Avoid formatting the message using different fonts and colors

o ¢CKS loAfAlGe (2 @ASs (KS T 2MNaWpragiam iegusRSLISY R &

o0 Some people will NOT view messages that are formatted using HTML
o If the formatting of the content is important, creatbe content in another program (like
Microsoft Word) and attach that file

Before sendingan¥ I A f = A (G Q& I -checRyRur &pBliBg. Gio@pWikedintodesSa spedcker that
will verify the spelling of the message subject and body (butangtfile attachments).

To spelkheck a message: e srcnoc S =~

Mot Found:  fomatted [ Replace ][ QuickCorrect ]

T Click within the message subject or body Replace With: Formatied T
1 Choose Tools, Spell Check Replacements: [T | sioAways | Optons... |
f If a misspelled word is found, choose the e
. . . fatted
correct spelling from the list and click flatted .
T —

Replace

7 If the word is spelled correctly, you can
either Sklp the word or Add it to your ee—— s
spellcheck dictionary

If you configure your system to use HTML formatting by default, the spell check
button is visible on the toolbar at the top of the message.

afz2ad

2y



ATTACHING FILES

In addition to the text of a message, youca
attach files to a message. You can attach a

[ Mail To:

SCIREN|

File

file that you can access from that computer

To attach a file:

|l

- ¥ = @
. Look in Complete (<]
to the body of a GroupWise message. . | = ; Dot Tye -
- el ] Access 2010 - End Userdoct 3/15/201211:45 AM  Micres
Subject: RecentPlaces = 5 cerc 2010 - End Userpdf 10/14/2011 141 PM Adobe|=
—— - @) DNN Intro for Site Administrators (563) - C.. 6/27/201211:07 AM  Micros
" DNN Intro for Site Administrators (563) - C.. 6/27/201211:07 AM  Adobe
Desktop (] DNN Intro for Site Administrators (363).doce  4/13/20121247 PM Micros
@DNNlntrnduztmn 56.1.docx 3/24/201111:13 AM Micros.
. . . = 1 DNN Introduction 5.6.L.pdf 3/10/2011 1100 AM  Adobe
Click the Attach a File icon (the Ubrariss  TIDNN nrodcson 55-3paf W20 1255 PV Adete
. @DNN Introduction 5.6.7 (Rad Editor).docx 5/17/2012 2:32 PM Micros.
paperc“p) A 1 DNN Introduction 5.6.7 (Rad Editor) pdf 5/17/20122:19PM  Adobe
Computer (9] Excel 2010 Charts.docx 4//2012301 PM Micros
H—— ‘L Excel 2010 Charts.pdf 4/9/2012 3:01 PM Adobe
Browse to the fOIder Contalnlng the @ \E‘IEx:eIZOIG Functions.d m'm;lzonum PM  Micros ™
“ m »
- Network
f| I e File name: | - OK
. . Fies of type: [ Fies 0 +] [ Cancel |
Doubleclick the file
(oot iemes.)

G send 32 Cancel ] Address (7

Attach additional files as desired

Edit View Actions Tools Accounts Window TRIM Help

285 Spell Check

celm@

mi-

DNN

e

| Account: Novell GroupWise

ATTACHMENT WARNINGS

Be cautious about attaching large files. Many mail systems will reject large mail messages (including the

attachment size). If the file is over 5 MB in size, it might be rejected.

Some mail systemsilivblock certain types of file attachments. Standard files such as Word documents, Excel
spreadsheets, etc., will normally go through without any problems.

If at all possible, simply include the text of the attachment in the body of a message instettdabing a file. It
will result in a smaller mail message.

tol éa

08

ALISOAFTAO Ay GKS

02Re

27T

GKS YSaal

attachments might lead the recipient to believe the attachment is a Weiden file.

We haveb h
RSt AQOSN

system.

&b
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SENDING MESSAGES

Once the message is ready to go, simply click the Send icon.
As long as BupWise can resolve the addresses of all recipients, it will send.

If any recipienti &idresgs areh y @ £ A RZ @& 2 dzehosk adgr&&ER (2 O2 NNB O
SEND OPTIONS

When you send an item via GroupWise, there are options you can use to impact the deliyagrape, and
behavior of the message.

To specify the options for an item you send:

9 Click the Send Options tddeforeyou send the item
1 Specify any options as desired
1 Send the message

You can change the default options for every item you send thrdogts, Options,
| Send.

Not all options are particularly useful. The table below outlines the send options that will be supported by most
recipients and are considered useful by a large number of GroupWise users.

Tab Option Description

General Category Cobr-codes an item for the recipient if they use GroupWise
and have the same colaoded category. Urgent, Personal,
Low-Priority and FollowJp are defaults within GroupWise.
52y Qi F¥20dza 2y GKS OF G6§S32NE
color of the message iWwimpact how the recipient will treat
the message.

General Delay Delivery Holds the message at the post office until the specified time
Use this for items that need to be delayed for any reason or
when sending to a large number of recipients to hdid t
message until after the normal work dagSending a high
volume of emails can slow down our entire mail system.)

Status Tracking  Return Notification Specifies whether you should receive a receipt or GW Notify
alert when the recipient(s) open/deletihe message. Return
Notification only works if the recipient is in our post office.

10



DRAFT MESSAGES

l'a &2dz O02YL2aS | YSaalr3sSs e&2dz |
send it right away (or need more information to complete the
message).

% Vou have made changes to this item.
' Do you want to save your changes?

Rather tharretyping the entire message, you can save a Draft copy
that you can then complete and send.

To save a draft message:

1 Click the Cancel button or tap the Esc key while
composing your message

1 Choose Yes when asked to Save changes

1 Choose the Folder to saveetiraft copy in (Work

Select the folder that you want this item saved to.

Folder list:
't Mike Riley Home

in Progress is already selected and recommende =, Mailbox [15]
; B TRIM
Click OK
ﬂ E DL Stuff Rename
B4l Work In Progress
To complete a Draft: = EXPIRED Accourts Delete
- Expiring Accounts
. -f5] Frequent Contacts Maove Up
1 Select the folder containing the message &, Sert tems
1 Doubleclick the draft copyo open it % Tasklist bl B
H-{x| Calendar -
1 Complete and send the message [ Cabinet Move Right

]... DOC,UT-I,BTE Mowe Left

11



WORKING WITH MAIL

You will probably spencdhore time managing your incoming items within GroupWise than creating new items.

Your inbound mail often determines the messages you need to send.

Learning to keep your account organized is vital.

QUICKVIEWER

The QuickViewer is a spfitreen preview oitems you select
within GroupWise. The QuickViewer can reduce the amount Edit | View

time you spend going through your mail.

To activate the QuickViewer:

1 Choose View, QuickViewer

OR

f  Click one of the QuickViewer icon =

lisplay or hide

Actions Tools Accounts  Window TRIM

Toolbars
Folder List
QuickViewer

Mav Bar

s

Contact Index

Display Settings
Appointment Display

QuickView
Folder List

3

Ctrl+Q

If the item has any attachments, you celick the attached files to preview those as

well.

"W Mailbox[16]

Training Calendar
IT Calendar Calendar

A Equipment Request
& Hostmaster Mail
[ Documents

i Junk Mail

Systems Engineer
Arehdiocese of Chicago
Office of Information Technology

w8 e

EI0 <Mailbox Custom Settings> -

= Mailbox(16]

From

Kristen MecGann
<no-reply@archchicago.org>
Kristen McGann

Meg Hall
Meg Hall
Meg Hall
Susan Zarnowski

Jose Ramirez

Richard Hudzik
Susan Zamowski

Subject
Re: DNN

DNN

Weblog Expert Report

Weblog Expert Report

Weblog Expert Report

Re: new usertraining

Re: new user training

new usertraining

Fd: Re: Phone Direstory Changes
i

Mike Fuwd: gwlogin graphic
tti Fuid: Re: Phone Directory Changes

Re: Can you set me up for the maintenance work order login? Im the new maintenance 6/7/2013 322 PM

| @ 4 catolog.. < Cotolog Attachment() Oniy..

Event Registration: New User Training

Re: GroupWise Account for Gary Miarka

QuickViewer ]

Re: GroupWise Account for Gary Miarka

Date -
6/12/20139:24 AM

6/12/2013 843 AM

611/2013 422 PM E
6/11/20139:53 AM
6/11/20139:24 M
6/11/20139:20 AM
6/11/20139:10 AM

6/10/2013 423 PM
61020131215 PM

6/10/2013 9:40 AM

6/10/2013 5:30 AM
6/10/20139:20 AM
6/10/20139:14 AM

6/7/20131:43 PM
6/7/20131:38 PM

=] R

Message GroupWise.

Mailbox Size: 45%

Selected: 1

| Totak: 176

12



OPENING MAIL

If you choose to NOT use the QuickViewer, simply declid& an item to open it.

If you have troble doubleclicking, you can singldick the item and tap th&nterkey to open it.

File Edit VYiew Actions Tools Accounts Window Help

3 Close s Reply @ﬂReplyAn i) Forward ‘ﬂ A== S ‘

Properties | Personalize | Message Source | Discussion Thread
From: "WebStats" <no-reply@archchicago.org> 6,/11,/2013 9:53:09 AM
To: Riley, Mike
Subject: WeblLog Expert Report

|Web traffic logs are attached.

=

Message Report.pdf

REPLYING

Most of your time in GroupWise will be spent replying to messages that yourbegwed

To reply to a message:

Open/QuickView the message
Click the Replgr Reply Allicon
Enter your text for the reply
Send the reply

=A =4 =4 4

The text of the original message is included in your reply can be edited as
desired.

| REPLY TO ALL WARNSNG
Be extremely cautious about Reply to all. The recipients might not have caredtabariginal message to begin

gAGK yR Y2ailh fA1Ste YoPsyoddnodalNdly usé Repiyi All BoRadajechib e thed
participants have agreed they should use Reply All.

13



FORWARDING

Forwarding lets you send the original messaganother recipient. GroupWise includes two options for
forwarding: standard forwarding and forwarding as an attachment.

When you click the Forward button, it uses the last forwarding method you had chosen. To specify the forwarding
method, click the drogdown arrow to the right of the Forward icon and choose the desired method.

Standard Forward Forward as Attachment

File Edit View Actions Tools Accounts Window TRIM Help File Edit View Actions Tools Accounts Window TRIM Help
- R » - R »
@ Seaa 3¢ Concel P address @ | [ % [ 9 ) | A A A A | ¥ I @ Send 3¢ Concel T address @ | [ %o | % 9 ) | M A A A | % I
Mail | Send Options Mail | Send Options
From: | [Mike Riley e | From: =] [Mike Riley e |
Te: I B | Te: I BC: |
Subject: [Fwd: WebLag Expert Report Subject: [Fwd: WebLog Expert Report
5> "WebStats” <no-reply@archchicago.org> 6/11/2013 9:52 AM »>>
Web traffic logs are attached
P E| @
Report.pdf - WebLog -
| Account: Novel GroupWise | Account: Novell GroupWise

The standard forward simply copies the content of | Forward as Attachment embeds the original messa
the original message into a new message. as a file attachment.

Standard forward is the preferred method. This method allows a user to view the message
headers of the original message.

Typically, you would only Forward as Attachment
when requested for troubleshooting purposes.

Forward as iachment is the only forwarding
method used by a forwarding rule in GroupWise.
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(PREYIEWINGAND OPENINBTTACHMENTS

When an email includes an attached file, you cay to preview

File Edit View Actior

the attachment or open the attachment. e §3Rely 30

When you click on an attacheddjlGroupWise will generate a
preview of the file (if possible). Doubbticking an attached file will
OPEN the file (if possible).

SAVING ATTACHMENTS

CAtS FidlFIOKYSyidia oAttt GF1S dzLd |
to save attached liés to your local drive or shared drive to free up space in

your account.If you want to make edits to an attached file, you will also [Repor
need to save the file. =

You can use the Save As option for most files to save them outside of
GroupWise.

You can also rig-click an attached file and choose Save As to save the file
the desired location.
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View Attachment

View in New Window

Open
Open With...

Save As... [}

Save in Novell Vibe...
Print...
Send To...

Copy




FIND

As your mailbox fills up, it will become harder to locate specific messages. Luckily,
GroupWisdncludes & ind utilitythat can help you locate messages.

ichment(s) Only... % Catalog Mes

To usehe Find
9 Click inside thé&indbox

In 'Mailbox’ folder...

1 Type in the text to search for =
1 Tap the Enter key In Al Folders

In Default Library
1 Messages containing thtext in the To, CC, From, Subject, My Subject or Place fie  naitimaie

In Contacts

will be displayed

Categories »

Received ltems

Sent Items

The Find dropdown displays additional options you can use to myulifiy = Pttt

Draft ltems

SearCh . Items with Attachments

Toclear the Find:
1 Click the Find dropdown
1 Choose Clear
-OR
1 Click the icon to the right of your text entered in the Find box

FIND IN GROUPWISE
If you want to search against the body text of an item or specify which fields you are seargaingt.ause the

.
Find in GroupWise window. Choose Tools, Find or click the Finrirom the main toolbar.

Find Find by Example Find Find by Example

kemtpe:  [Task Full Text 5 Look n:

(- 1} [Mike Riley Home|

[7]Received [ Sent [ Posted [ Dreft (@) Movel Vibe

BatchMail

From: |l =] Control Maibax:
controladministrative_cc| -

Io.cC: I controlagency_hd 1

Start date: II_ (Mo Date) E -— controlagency_users

. 0 . i ointment controlalldirectors
Due on: II_ (Mo Date) gxn controlallpriests
NS messags control ARCHPRIEST

[7] Document controlbusinessmanage
Task priority: — kem source: ——————————————— controldeaconsall
[ Recsived [ Posted controlparish_all

Message, .
Attachments: controlParishes
Achmens [0 Sert [0 Draft IT Calendar

—Daterange: ——— Mail Distribution
[T Created or delivered between: Mickey Mouse

[61372013 & and[6/13/2013 i | ¢

Subject:

[ Advanced Find... ] [ ]

Find only official document versions

[ ok ][ canca |
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DELETING

File Edit View Actions Tools Accounts Window Help

R Close U5’ Reply BUReplyAl [ gFoward ~ [ ~| c» 2 O

When you no longer need a message, you should delete it to help keep your Mailbox clean. When you delete a
message, it moves to the Trash folder. It will remain in the Trash folder (taking up space in your account) until you
empty the Trash ov days.

Todelete a message:

1 Select the message and tap tbeletekey
OR

1 Open the message

9 Click the Delete icon

You can bypass the Trash completely by choosing Delete and Empty.
You can adjust the-@ay trash lifespan via Tools, Options.

SENT ITEMS

When you send ap-mail, a copy of your message is moved into the Trim Sent folder to be catalogued within TRIM
the next time you start GroupWise. These items will thenmdraovedfrom GroupWise and will only be available
via TRIM.
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ADDRESS BOOK

The Address Books in Groufsé&/contain entries for people (contacts), resources (such as conference rooms) and
groups (distribution lists).

TYPES OF BOOKS

Your GroupWise Account can access three types of address books: the Novell GroupWise Address Book, your
personal address bookand shared address books.

The Novell GroupWise Address Book is the public book that displays all public entries in our GroupWise system.
This is, in general, a reamhly address book.

Your GroupWise account also comes with two personal address boauerts Contacts (which is auto
populated when you send items) anchamedaddress book. You have complete control over your personal
books.

In addition, other users can share their personal address books with you. This is covered in the GroupWise
Calendr and Collaboration course.

FREQUENT CONTACTOPERTIES

By default, whenever you send an item to someone from et (s e S
GroupWise, the recipients will be added to the Frequent Options | Sharing
Contacts address book.

You can change how entries are added to Frequent Contacts |

adjusting its properties [ Save addresses of tems that are received
[ From extemal sources (Intemet)

To set the properties of Frequent Contacts: [ From intermal sources

Only if my name or |D is in the To"field

Open the Address Boalsing the toolbar ove adrosces of foms fhat e sont
RightClick the Frequent Contacts book [ To extemal sources (intemet)
Choose Properties [] To intemal sources

Select the Options tab

. . . [ Delete add ot ref d within ti iod
Select the desired options and click OK 7 setEss e EerEnese WATn e pee

=A =4 =4 4 -4

Time period: & 2 | Months ¢] [ Delete Now

[ ok [ Ccancel
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GROUPWISE 20BDDRESS BOOK NAMRRMAT

In GroupWis&012 the name format of Address Books defaults to first name and last name. This format is not as
useful as last name first. However, you can easily change the name format with a few mouse clicks.

Once you have madthis change, it will remain in effect until you manually change it

back.

To change the name format:

Open the Address Book from the main GroupWise

window

From the Address Book window, choose View, Nam

C2NXI X

Choose Show last name then first namme alick OK.
Choose Yes if prompted about the format of any

existing entries.

Novell GroupWise -

File Edit View Actions Tools

€ () Novell GroupWise - Calendar

File Edit View Actions Tools Accounts Window TRIM Help

% Online

e Riley Home
—

Details.
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- 4E a‘e":eq‘[;‘]“ Disable Quick Info
> = Mailbox }
: Define Custom Filter...

= TRIM

B Sent Define Filter for References... i

[ 90-day Retention ™

[ 1-Year Retention ©  Filter OFF =

[ 3-Year Retention No Custom Filter Defined Ao

D DL stff [559) Filter for at Least 3 References e

£ WorkIn Progress A

5 EXPIRED Accounts Filter for Groups Ane

w7 Expiring Accounts Filter for Contacts Pusc

) Mike Riley Filter for Resources g:f

S () Frequent Contacts Filter for Organizations Bar

o &2 Sent ltems Bor

oo ] Tasklist Name Format... Bra

off Bro

5 o[ Catines 12 V' System Book Links o

i [B Equipment Request Refresh F5  {Bur

i [ Hostmaster Mail f8 Cr

a oo "
Display Name Forma [ |

Display name format
() Show first name then last name
ow |ast name then first name:

[ Applyto selectedbooks |

Select Personal Address Books
to use this format:

Mike Rile:

Mote: This format will be used in the
Systemn Address Book automatically.




ADDING ENTRIES

You can manually add entries to a personal address book. When you add a new entry, you can add a Contact,
Group, Resource or Organization. This cotwsases on adding Contaasd Groupnly.

When creating entries, you should store them in your Frequent Contacts (Contacts) folder so that GroupWise can

easily locate those entries. This is the ONLY personal book that is automatically searched wdmnhrgesia
message.

To add a new contact:

Select the desired book from the main GroupWise folder list
Choose File, New, Contact

Enter the appropriate information in the New Contact window
Click Save and Close when finished

= =4 =4 =4

If you adda Company name, GroWise will automatically create an Organization

SyiNE Ay (GKS alYS I RRNBaa 06221 02NJ I RR (GKS
While you can address a message To an Organization (using Name Completion), it

g2y QG | Oldzr t £ & &SyR (affon.(ThednynaydsSidan 2 F (1 KS
AGSY (2 SOSNB2yS Ay Iy hNBFYATFGAZ2Y A& o8
entry and choosing Send Mail.

Unfortunately, there is no way to disable to automatic creation of Organization

entries.
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