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About This Guide

This Novell® GroupWise® 6.5 Windows Client User Guide explains how to use the GroupWise
Windows* client. The guide is divided into the following sections:
“Getting Started” on page 17

“Logging in to GroupWise” on page 35

“Working with Items in Your Mailbox” on page 41

“Sending Instant Messages” on page 99

“Scheduling Group and Posted Items” on page 115

“Using Your Calendar” on page 135

“Managing Your Mailbox” on page 147

“Using the Address Book” on page 207

“Using Remote Mode” on page 243

“Using Caching Mode” on page 261

“Using Newsgroups” on page 267

“Sending Secure Message (S/MIME)” on page 273

“Creating and Working with Documents” on page 281
“Customizing GroupWise” on page 347

“Documentation Updates” on page 359

Additional Documentation

For additional GroupWise documentation, see the following guides at the Novell GroupWise 6.5
documentation Web site (http://www.novell.com/documentation/lg/gw65):

* [nstallation Guide
* Administration Guide
¢ Multi-System Administration Guide

¢ [nteroperability Guide

*

Troubleshooting Guide
GroupWise WebAccess Client User Guide

*

Documentation Updates

For the most recent version of the GroupWise 6.5 Windows Client User Guide, visit the Novell
GroupWise 6.5 documentation Web site (http://www.novell.com/documentation/lg/gw65).

Documentation Conventions

In Novell documentation, a greater-than symbol (>) is used to separate actions within a step and
items in a cross-reference path.
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A trademark symbol (®, ™_etc.) denotes a Novell trademark. An asterisk (*) denotes a third-party
trademark.

User Comments

We want to hear your comments and suggestions about this manual and the other documentation
included with GroupWise. To contact us, send e-mail to proddoc@novell.com.
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Getting Started

GroupWise is a robust, dependable messaging and collaboration system that connects you to your
universal mailbox anytime and anywhere. This section gives you an introductory overview of the
GroupWise® client to help you start using the GroupWise client quickly and easily.

+ “Starting the GroupWise Client” on page 17

¢ “Getting Acquainted with the Main GroupWise Window” on page 17

+ “Using Different GroupWise Modes (Online, Caching, and Remote)” on page 23
¢ “Understanding Your Mailbox” on page 24

+ “Using the Toolbar” on page 29

¢ “Using Shortcut Keys” on page 30

¢ “Learning More” on page 32

Starting the GroupWise Client

To begin using GroupWise, you or your system administrator must install GroupWise on your
computer. Your system administrator might prompt you to install GroupWise by using
ZENworks®.

Running the Setup Program

1 If you are not automatically prompted to install GroupWise, contact your system
administrator to find out the location of the GroupWise client Setup program, setup.exe.

2 Make sure you are logged in as yourself on your computer.
3 Click Start, click Run, browse to the file location, select setup.exe, then click OK.

4 Follow the instructions in the Setup Wizard.

Starting GroupWise
1 Double-click on your desktop to display the GroupWise Main Window.

Getting Acquainted with the Main GroupWise Window

Your main work area in GroupWise is called the Main Window. From the Main Window of
GroupWise, you can read your messages, schedule appointments, view your Calendar, manage
contacts, change the mode of GroupWise you’re running in, open folders, open documents, and
much more.
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You can open more than one Main Window in GroupWise by clicking Window, then clicking New
Main Window.This is useful if you proxy for another user. You can look at your own Main Window
and the Main Window belonging to the person you are proxying for. You might also want to open
a certain folder in one window and look at your Calendar in another. You can open as many Main
Windows as your computer’s memory will allow.

The basic components of the Main Window are explained below.

The toolbar lets you quickly accomplish common GroupWise tasks, such as opening the Address
Book, sending mail messages, and finding an item. The Display drop-down list on the toolbar lets
you change the display of your Item List. For information about the toolbar, see “Using the
Toolbar” on page 29 and “Customizing Your Toolbar” on page 352.

Folder and Item List Header

The Folder and Item List header provides a drop-down list from which you can select the mode of
GroupWise you want to run (Online, Caching, or Remote), select to open your archived or backup
mailbox, and select a proxy mailbox. For information about these features, see “Using Different
GroupWise Modes (Online, Caching, and Remote)” on page 23, “Archiving the Items in Your
Mailbox” on page 168, “Backing Up Your Mailbox” on page 186, and “Giving Other People
Access to Your Mailbox™ on page 177.

This header also provides the Show drop-down list, from which you can select to see only items
of a specific category. For information about categories, see “Using Categories to Organize Items”
on page 77.
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Folder List

User Folder

Mailbox Folder

The new Filter icon (%) is also on this header, giving you convenient access to predefined and
custom filters. For information about filtering, see “Filtering Items” on page 193.

To change how information displays in headers, right-click the header and choose options. For
more information, see “Customizing Headers” on page 350.

The Folder List at the left of the Main Window lets you organize your GroupWise items. You can
create new folders to store your items in. Next to any folder (except for shared folders), the number
of unread items is shown in square brackets. Next to the Sent Items folder, the number in square
brackets shows how many items are pending to be sent from Caching or Remote mode. For
information about the different GroupWise folders, see “Using the Folder List” on page 147.

If you want, you can close your folder list to leave more room for other views, such as the
Calendar, in the Main Window. Click View, then click Folders List to open or close the Folder List
display.

Here is what you’ll find in each of the default folders:
+ “User Folder” on page 19
+ “Mailbox Folder” on page 19
+ “Sent Items Folder” on page 20
¢ “Calendar Folder” on page 20
+ “Contacts Folder” on page 20
¢ “Checklist Folder” on page 20
+ “Cabinet” on page 21
¢ “Documents Folder” on page 21
* “Work in Progress Folder” on page 22
¢ “Junk Mail Folder” on page 22
¢ “Trash Folder” on page 22
¢ “Shared Folders” on page 22
+ “IMAP4 Account Folder” on page 23
¢ “NNTP Newsgroup Account Folder” on page 23

Your user folder % (indicated by your name) represents your GroupWise database. All folders in
you Main Window are subfolders of your user folder.

The Mailbox & displays all the items you have received, with the exception of scheduled items
(appointments, tasks, and reminder notes) you have accepted or declined. Accepted scheduled
items are moved to the Calendar.
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Sent Items Folder

Calendar Folder

Contacts Folder

Checklist Folder

The Sent Items folder di displays all sent items from the Mailbox and Calendar. The Sent Items
folder in versions prior to GroupWise 6.5 was a query folder, which had some differences from the
current Sent Items folder.

The following is a comparison between the previous Sent Items query folder and the current Sent
Items folder.

Sent Items Folder (Current) Sent Items Query Folder (Previous)

A system folder that cannot be deleted. A Find Results folder that can be deleted and re-
created. (For more information about Find Results
folders, see “Understanding Find Results Folders”
on page 150.)

All sent items reside in this folder unless they are  No items actually reside in this folder. This folder is

moved to a folder other than the Mailbox or a Find Results folder, which means a Find is
Calendar. If a sent item is moved to another performed when you click the folder and the results
folder, it no longer displays in the Sent ltems of the Find (all sent items) are displayed in the
folder. folder. If you delete an item from this folder, the

original item remains in its original folder and
redisplays the next time you open this folder.

You can resend, reschedule, and retract sent You can resend, reschedule, and retract sent items
items from this folder. from this folder.

The Calendar folder [ shows several calendar view options. If you hide your Folders list by
clicking View, then clicking Folders List, the Main Window shows a better view of your Calendar.

The Contacts folder I, by default, represents the Frequent Contacts address book in the Address
Book. (You can change the folder properties so that it represents a different address book in the
Address Book. For information, see “Changing the Address Book the Contacts Folder Displays”
on page 160.) Any modification you make in the Contacts Folder will also be made in the Frequent
Contacts address book.

From this folder, you can view, create and modify contacts, resources, organizations and groups.

Your proxies will never see your Contacts folder.

Use the Checklist folder [ to create a task list. You can move any items (mail messages, phone
messages, reminder notes, tasks, or appointments) to this folder and arrange them in the order you
want. Each item is marked with a check box so that you can check items off as you complete them.

If you want another folder to work the way the Checklist folder does, click the folder, click the
Display drop-down list on the toolbar, then select Checklist. The folder will then have a Checklist
area at the top of the folder where you can drag items.

The following is a comparison between the Checklist folder and the Task List query folder (found
in previous versions of GroupWise).
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Cabinet

Documents Folder

Checklist Folder

Task List Folder

A system folder that cannot be deleted.

This folder contains the following items:
+ Items you have moved to this folder
+ Items you have created in this folder

+ Items in other folders that you have marked
Show in Checklist

+ ltems that are part of a checklist that you
have created in another folder

Any item type can reside in this folder.

To mark an item completed, click the check box
next to the item in the Item List.

To set a due date, open the item, click the
Checklist tab, then specify a date.

To set the priority of an item, drag the task to a
new position in the checklist.

Checklist items do not display in the Task List
of the Calendar.

If a checklist item is due today, the check box
in the Checklist is green. If a checklist item is
past due, the check box is red.

A Find Results folder that can be deleted and re-
created. (For more information about Find Results
folders, see “Understanding Find Results Folders” on
page 150.)

No items actually reside in this folder. This folder is a
Find Results folder, which means a Find is performed
when you click the folder and the results of the Find
(all scheduled tasks) are displayed in the folder. If
you delete an item from this folder, the original item
remains in its original folder and redisplays the next
time you open this folder.

Only tasks show in this folder. Tasks are scheduled
items that are associated with a due date.

To mark an item completed, open the item, then click
Completed.

Due dates are set by the person who sent you the
task. If you post a task for yourself, you can set a due
date.

To set the priority of an item, open the item, then type
a priority in the Priority field.

Tasks display in the Task List of the Calendar and
can be marked Completed from the Calendar.

Tasks that are past due show as red in the Calendar.

The Cabinet [l contains all your personal folders. You can rearrange and nest folders by clicking

Edit, then clicking Folders.

Your document references are organized in the Documents folder =l so you can locate them easily.

Any document references you create or open will be added to the Documents folder; if you specify,
any document references you view or import will also be added. You can also specify that none of
these actions adds a document reference to the Documents folder.

The Documents folder can contain only documents. If any other type of item is moved to this
folder by a GroupWise client older than version 5.5 (for example, from an older version of
GroupWise Remote), the item will be deleted.

The Documents folder contains, by default, your 20 most recent document references. You can
change this number from 0 to 5000 document references. After the maximum number is reached,
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the oldest document reference will be deleted. You can also manually delete document references
from the Documents folder.

The Documents folder has two Find Results folders. Authored contains document references for
all the documents which you are the author of. Default Library contains document references for
all the documents you have access to in the default library. You can change or delete the Author

and Default Library folders. You can create other document Find Results folders according to your
needs. For example, you can create a Find Results folder for a specific library, subject, author, or
document type.

Work in Progress Folder

Junk Mail Folder

Trash Folder

Shared Folders

The Work In Progress folder [4] is a folder where you can save messages you have started but want
to finish later.

All e-mail items from addresses and Internet domains that are junked through Junk Mail Handling
are placed in the Junk Mail folder &&. This folder is not created in the folder list unless a Junk Mail
option is enabled.

While Junk Mail options are enabled, this folder cannot be deleted. However, the folder can be
renamed or moved to a different location in the folder list. If all Junk Mail options are disabled,
the folder can be deleted. The folder can also be deleted if the Junk Mail Handling feature is
disabled by the system administrator.

To delete items from the Junk Mail Folder, right-click the folder, click Empty Junk Mail Folder,
then click Yes.

For more information about Junk Mail Handling, see “Handling Unwanted Mail” on page 88.

All deleted mail and phone messages, appointments, tasks, documents, and reminder notes are
stored in the Trash folder 3. Items in the Trash can be viewed, opened, or returned to your Mailbox
before the Trash is emptied. (Emptying the Trash removes items in the Trash from the system.)

You can empty your entire Trash, or empty only selected items. Items in the Trash are
automatically emptied according to the days entered in the Cleanup tab in Environment Options,
or you can empty the Trash manually. The system administrator may specify that your Trash is
emptied automatically on a regular basis.

A shared folder (8 is like any other folder in your Cabinet, except other people have access to it.
You can create shared folders or share existing personal folders in your Cabinet. You choose whom
to share the folder with, and what rights to grant each user. Then, users can post messages to the
shared folder, drag existing items into the folder, and create discussion threads. You can't share
system folders, which include the Cabinet, Trash, and Work In Progress folders.

If you place a document in a shared folder, people with rights to the shared folder don't
automatically have rights to edit the document. Before they can edit the document, you must give
them Edit rights on the Document Sharing tab.
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IMAP4 Account Folder

If you add a folder for an IMAP4 account, a & icon displays in your Folder List.

NNTP Newsgroup Account Folder

Item List

QuickViewer

If you add a folder for an NNTP newsgroup account, a &} icon displays in your Folder List.

The Item List on the right side of the Main Window displays your mail and phone messages,
appointments, reminder notes, tasks, and document references. You can sort the Item List by
clicking a column heading. To reverse the sort order, click the column heading a second time. For
information about the icons used with different items, see “Icons Appearing Next to Items in Your
Mailbox and Calendar” on page 25.

The QuickViewer opens below the Folder and Item List. You can quickly scan items and their
attachments in the QuickViewer rather than open each item in another window. For information
about the QuickViewer, see “Reading Items in the QuickViewer” on page 73.

Using Different GroupWise Modes (Online, Caching, and Remote)

Online Mode

Caching Mode

GroupWise provides three different ways to run the GroupWise client: Online mode, Caching
mode, and Remote mode.

You might be able to run GroupWise in any of the three modes, or your system administrator might
require that you use only a certain mode.

Most GroupWise features are available in all three GroupWise modes, with a few exceptions.
Subscribing to other users’ notifications is not available in Caching mode. Subscribing to other
users’ notifications and Proxy are not available in Remote mode.

When you use Online mode, you are connected to your post office on the network. Your mailbox
displays the messages and information stored in your network mailbox (also called your Online
Mailbox). Online mode is connected to your network mailbox continuously. In Online mode, if
your Post Office Agent shuts down or you lose your network connection, you will temporarily lose
your connection to your mailbox.

You should use this mode if you do not have a lot of network traffic, or if you use several different
workstations and do not want to download a local mailbox to each one.

Caching mode stores a copy of your network mailbox, including your messages and other
information, on your local drive. This allows you to use GroupWise whether or not your network
or Post Office Agent is available. Because you are not connected to the network all the time, this
mode cuts down on network traffic and has the best performance. A connection is made
automatically to retrieve and send new messages. All updates are performed in the background so
your work is not interrupted.
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Remote Mode

To use Caching mode, the client installation must be a standard installation, not a workstation
installation.

You should use this mode if you have enough disk space on your local drive to store your mailbox.
Several users can set up their Caching Mailboxes on a single shared computer.

If you run Caching Mode and Remote Mode on the same computer, the same local mailbox (also
called the Caching Mailbox or Remote Mailbox) can be used to minimize disk space usage.

If disk space is limited, you can restrict the items that are downloaded to your local mailbox. You
can specify to get the subject line only or specify a size limit.

For more information about setting up Caching Mode, see Chapter 10, “Using Caching Mode,” on
page 261.

Remote mode is familiar to GroupWise users on the road. Similar to Caching mode, a copy of your
network mailbox, or the portion of the mailbox you specify, is stored on your local drive. You can
retrieve and send messages on a periodic basis with the type of connection you specify (modem,
network, or TCP/IP). If you do not want a complete copy of your network mailbox, you can restrict
what is retrieved, such as only new messages or only message subject lines.

To use Remote mode, the client installation must be a standard installation, not a workstation
installation.

For more information about setting up Remote Mode, see Chapter 9, “Using Remote Mode,” on
page 243.

Understanding Your Mailbox

All of your items, whether you send or receive them, are stored in your GroupWise Mailbox. You
can quickly display only received items, sent items, posted items, or draft items by clicking a
setting on the Display drop-down list. You can further restrict which items display in your Mailbox
by using filters. See Chapter 7, “Managing Your Mailbox,” on page 147 for more information.

You can organize your messages by moving them into folders within your Cabinet, and you can
create new folders as necessary. See “Using the Folder List” on page 147 for more information.

You can also organize your messages by assigning them categories. Each category displays as a
different color in your Mailbox. You can filter on categories. See “Using Categories to Organize
Items” on page 77 for more information.

Bolded Items in Your Mailbox

All unopened items in your Mailbox are bolded to help you easily identify which items and
documents you have not yet read. The icon appearing next to an item also indicates if it is
unopened.

Collapsed discussion threads are marked with bold text to show that there are items in the thread
that are unread. This saves you the time of expanding each thread to check if there are newly posted
items.
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Sent items are also bolded to show when they are queued but not uploaded, status information has
not been received about the item being delivered, or they have not yet been transferred to the
Internet.

Icons Appearing Next to Items in Your Mailbox and Calendar

The icons that appear next to items in your Mailbox and Calendar show information about the
items. The following table explains what each icon means.

Icon Description

1 Next to an item you have sent in Remote or Caching mode, the [ icon indicates that
the item has been queued, but the queue has not been uploaded. After the item has
been uploaded, this icon indicates that status information has not been received
about the item being delivered to the destination post office or transferred to the
Internet.

Next to the Sent Items folder, the T icon indicates that there is at least one item that
has been queued but the queue has not been uploaded.

I Appears next to an item you have sent. If the item has been opened by at least one
person, this icon will appear until all recipients have 1) opened the mail, phone
message, or reminder note; 2) accepted the appointment; or 3) completed the task.

2] Appears next to an item you have sent. The item couldn't be delivered to the
destination post office or it failed to transfer to the Internet.

= Appears next to an item you have sent. Next to an appointment or task, this icon
indicates that at least one person has declined/deleted the item. Next to a mail
message, phone message, or reminder note, this icon indicates that at least one
person has deleted the item without opening it.

ol One or more attachments are included with the item.
Z One or more sound annotations are included with the item, or the item is a voice mail

message.

-~ Draft item.

i Appears next to an item you have sent.

& Appears next to an item you have replied to.

= Appears next to an item you have forwarded.

by Appears next to an item you have delegated.

i Appears next to an item you have replied to and forwarded

TN Appears next to an item you have replied to and delegated.

&

3 Appears next to an item you have forwarded and delegated.
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Icon Description

} Appears next to an item you have replied to, forwarded, and delegated
Jur) Posted item.

£ Specific version of a document.

* Official version of a document.

Unopened mail message with a low, standard, or high priority.

e | Opened mail message with a low, standard, or high priority.

e Unopened appointment with a low, standard, or high priority.

EEET )

]
o
@

=

Lz}

&

Opened appointment with a low, standard, or high priority.
Unopened task with a low, standard, or high priority.

Opened task with a low, standard, or high priority.

Unopened reminder note with a low, standard, or high priority.
Opened reminder note with a low, standard, or high priority.

Unopened phone message with a low, standard, or high priority.
Opened phone message with a low, standard, or high priority.

The sender has requested that you reply to this item. The item can be a low, standard,
or high priority.

This icon appears in a Busy Search. If it appears to the left of a username or resource,
you can click a scheduled time across from the username or resource on the
Individual Schedules tab to display more information about the appointment in the
box below. However, the user or resource owner must give you appointment Read
rights in the Access List before this icon appears. See “Adding and Removing Proxy
Names and Rights in Your Access List” on page 178.

This icon appears on your Calendar. An alarm is set for the item.

This icon appears on your Calendar. The item is a group appointment, reminder note,
or task.

This icon appears on your Calendar. The item is marked private.

This icon appears on your Calendar. You declined the item but didn’t delete it.

Viewing Options in Your Mailbox

26

You can view the items in your Mailbox four different ways, depending on how you want the
information organized. Details, Discussion Threads, As Calendar, and As Checklist are all found
on the View menu.
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Details

Details displays a list of your items and information about them in columns, including Subject,
Date, CC, Priority, Document Type, Due Date, Size, Version#, and many other categories. Details
is the default Mailbox view if you have not changed your Mailbox properties. For information
about adding or rearranging columns, see “Using the Columns in Your Mailbox” on page 203.

1 Click on the toolbar to view by Details.

or

Click "1, then click Details.

%% Novell GroupWise - Mailbox 10l =|
File Edit Yiew Actions Tools ‘Window Help

J @AddressBook & Gy | NewMaiI - G Mewappt - CErMewTask - i3 | i|

3

| ® - Rirey - e

(% sophis Jones From Subject Date # )
3 al 1 = Tabitha Hu Re: What's a good time... 1/2{2003 7:53:08 PM
& ent Ttems e  #ander Dominguez Customer Satisfaction Reparts 1/2{2003 7:54:15 FM
& calendar e Finial Test Plan 1/2/2003 7:55:41 PM
;2:5:;5 W]  Sophie Jores Final Test Plan 1/2/2003 8:28:44 PM
¥ Checklist “ Claudia Wong Project status report due Wednesd. 1/3/2003 10:03:00 AM
E’ Work In Progress = Jason Stevens I forgot to mention... 1/3/2003 2:03:06 PM
@ Cabinet = Samantha Murphy Afternoon doughnuts in the lunch rc  1/3/2003 2:05:34 PM
5 Trash (% Grace Smith Submit your vote for Employee of tl  1/6,/2003 11:59:59 AM
je=3 Matt Barnard Proiect Meeting 1/9/2003 10:00:00 AM LI
I I Selected: 1 Total: 10 |

Discussion Threads

Discussion Threads shows the e-mail discussion of an original item and all its replies grouped in
hierarchical order.

1 Click E on the toolbar to view by Discussion Threads.

or
Click

“1, then click Discussion Threads.

%% Novell GroupWise - Mailbox 10l =|
File Edit Yiew Actions Tools ‘Window Help
J @Address Book & Gy | Mew Mal ~ EgyMew dppt ~ CgrMNewTask ~ iy | i) J W - Breply - ElF i
Mal
(% sophis Jones - From Subject Cate )
1 B 1 = = Tabitha Hu Wwhat's a good time. .. 11212003 7:51:12 PM
dlp Sent Items 17 Sophie Jones Fie: What's 2 good kime. ., 1/2}2003 7:52:01 PM
| Ea'et”d‘:r E TahithaHu Re: What's a good time. . 1/2/2003 7:53:08 PM
[j DE:u::e;ts e  #ander Dominguez Customer Satisfaction Reporks 11212003 7:54:15 PM
" Checklist e | Mike Palu Final Test Plan 11212003 7:55:41 PM
s . "
[ work In Progress B  Sophie Jones Final Test Plan 1/2/2003 8:28:44 PM
E Cabinet = Jason Stevens I forgot to mention... 1/3/2003 2:03:06 PM LI
—— ' A — - - - P - ) o tr lmmne oaa Enoen o=
I I Selected: 1 Taotal: 11 |

As Calendar

As Calendar displays all scheduled items saved in a particular folder. This is useful if you organize
all your appointments and other items for a specific project in one folder.

1 Click E on the toolbar to view As Calendar.

or
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As Checklist

28

Click =21 then click As Calendar.

%4 Novell GroupWise - Mailbox

File Edit Yiew Actions Tools ‘Window Help

J @AddressBook @ & Gy | NewMaiI - EnewAppt ~ CgrNewTask ~ iy | i)

P Mailbox

| ® - Rrey - e

Show: All Categories|

(% sophis Jones

Pl

Sent Items

[ work In Progress

E ] cabinet

-4 B Technalagy Ideas [£]
[ Feedback from Training
@ Messages from Director
[ sStatus Reports

-7 POP3 Account

5 Trash

Meeti

||1{13[2003 B T 1> 47> «31) (385

(1 [7] G bel 3l iolwle

Tue Jan 14, 2003

Wed Jan 15, 2003

Thu Jan 16, 2003

Friday Jan 17, 2(

|-ii'

Core Team
Meeting

As Checklist displays a checklist area at the top of your Item List where you can create a checklist
using the items in your Item List. Each item that is dragged to the checklist area displays with a
check box so that you can mark it completed. You can assign due dates, priorities, and more to
checklist items. Any items you move to the checklist area will also display in the Checklist folder

in the Folder List.

For more information about creating a checklist, see “Creating a Checklist” on page 82.

1 Click View, click Display Settings, then click As Checklist.

or

Click

%4 Novell GroupWise - Mailbox

, then click As Checklist.

File Edit Yiew Actions Tools ‘Window Help

=10l x|

J @AddressBook & Gy | NewMaiI - G Mewappt - CErMewTask - i3 | i|

(% sophis Jones

[ Calendar
Contacts
Documents

[ Checklist

[ work In Progress
EJ cabinet

5 Trash

| ® - Rirey - e

Date o

From Subject
O g Matt Barnard Project Meeting
O| E1e Final Test Plan
O “ Claudia Wong Project status report due Wednesd.
O (% Grace Smith Submit your vote for Employee of tl
= Tabitha Hu What's a good time. ..
= Tabitha Hu Re: What's a good time...
e  #ander Dominguez Customer Satisfaction Reports
@ Sophie Jones Final Test Plan
=1 Jason Stevens I forgot to mention...
= < Fha nfE den in tha hinch ee

1/9/2003 10:00:00 AM
1/2/2003 7:55:41 PM
1/3/2003 10:03:00 AM
1/6,/2003 11:59:59 &AM
14212003 7:51:12 PM
14212003 7:53:08 PM
1/2/2003 7:54:15 PM
1/2/2003 5:25:44 PM
1/3/2003 2:03:06 PM

1./ /20072 2N5-2A4 DM
I Selected: 1 Total: 10

AN |
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Using the Toolbar

Use the toolbar to access many of the features and options found in GroupWise. The toolbar at the
top of a folder or item is context sensitive; it changes to provide the options you need most in that

location.

You can customize each toolbar by adding and deleting buttons, choosing button order, and placing

separators between buttons.

Customizing the Toolbar Display

1 If the toolbar is not displayed, click View, then click Toolbar.

2 Right-click the toolbar, then click Customize Toolbar.
3 Click the Show tab.

Shaw IEustDmizeI
" Picture = Picture and text
yaE ® |a
Address Book | Find | Property
* Picture and selected text an the right
%Address Eiciok: | Q,,
Display options
" Single row of buttons only.
™ Multiple rows of buttons, if necessam. Al buttans will be dizplaped.
W Show dizplay settings drop-down list
[ Show item contest toolbar
[ Show folder contest toolbar
Ok, I Cancel

4 Click how you want the toolbar to display.

5 To remove or show the Display drop-down list, deselect or select the Show Display Settings

Drop-Down List check box.

6 To show the buttons that are most useful for the selected item, select Show Item Context

Toolbar.

7 To show the buttons that are most useful for the selected folder, select Show Folder Context

Toolbar.
8 Click the Customize tab.
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10

11

12

13

To add a button, click a category in the Categories list box, click a button in the Controls box,
then click Add Button.

Categories are menu titles in the Main Window. The buttons in the Controls box correspond
to features found under the menu title. For example, the buttons for the File category are
actions under the File menu (opening views, printing, saving, and so on).

To remove a button, leave the Toolbar Properties dialog box open, then drag the button off the
toolbar in the Main Window.

To change the order of a button on a toolbar, leave the Toolbar Properties dialog box open,
then drag the button to a new location on the toolbar in the Main Window.

To add space between buttons, leave the Toolbar Properties dialog box open, then drag one
button away from the other button.

or

To remove space between buttons, leave the Toolbar Properties dialog box open, then drag one
button toward another button.

Click OK.

Using Shortcut Keys

You can use a number of shortcut keys in GroupWise for accessibility or to save time when you
perform various operations. The table below lists some of these keystrokes, what they do, and the
context where they work.

Keystroke Action Where It Works

F1 Open online help Main Window, Calendar, item, dialog box
F2 Search for text In an item

F4 Open the selected item Item List

F5 Refresh the view Main Window, Calendar

F8 Mark the selected item Private Item List

F9 Open the Font dialog box In an item

Ctrl+A Select all items; select all text Item List; text

Ctrl+B Bold text In text

Ctrl+C Copy selected text In text

Ctrl+D Open a new document Main Window, Calendar, item, dialog box

management document

Ctrl+F Open the Find dialog box Main Window, Calendar, item, dialog box
Ctrl+G Go to today’s date Calendar

Ctri+l Italicize text In text

Ctrl+L Attach a file to a message In a new item
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Keystroke

Action

Where It Works

Ctrl+M
Ctrl+N
Ctrl+O
Ctrl+P
Ctrl+Q
CtrI+R

Ctrl+S

Ctrl+U
Ctrl+V
Ctrl+X
Ctrl+z
Ctrl+Enter
Ctrl+Del
Ctrl+F1

Ctrl+Up-arrow
or

Ctrl+Down-arrow

Ctrl+Shift+Left-arrow
or

Ctrl+Shift+Right-
arrow

Ctrl+Shift+L
Ctrl+Shift+A
Ctrl+Shift+D
Ctrl+Shift+T
Ctrl+Shift+R
Ctrl+Shift+P

Alt+F4

Open a new mail message
Normal text

Open the selected message
Open the Print dialog box

Turn the QuickViewer on and off
Mark the selected item unread

Save adraftin the Work in Progress
folder

Underline text

Paste selected text

Cut selected text

Undo the last action
Open the selected item
Delete an item

Open the Spell Checker

Open the previous or next item

Select text one word at a time

Insert numbered or bulleted list
Open a new appointment

Open a new document reference
Open a new task

Open a new reminder note
Open a new phone message

From the Main Window or
Calendar, exit GroupWise.

From an item, exit the item.

From a dialog box, exit the dialog
box.

Main Window, Calendar, item, dialog box
In text

Item List

Main Window, item

Main Window, Calendar

Item List

In an item

In text

In text

In text

In text
Item List
In an item
In an item

In an item

In text

In text

Main Window, Calendar, item, dialog box
Main Window, Calendar, item, dialog box
Main Window, Calendar, item, dialog box
Main Window, Calendar, item, dialog box
Main Window, Calendar, item, dialog box

Main Window, Calendar, item, dialog box
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Keystroke

Action

Where It Works

Alt+F6

Alt + [letter]

Alt+D

Alt+Enter

Shift+Left-arrow

or

Shift+Right-arrow

Shift+End

or

Shift+Home

Shift + [letter]

Tab

Shift+Tab

Ctrl+Tab

Toggle between the Main Window
and the most recently opened item

Activate the menu bar (Use the
underlined letters in the menu
names)

Send item

Display the properties of the
selected item

Select text one character at a time

Select text to the end or beginning
of aline

In the Folder List, Shift + the first
letter of a subfolder name goes to
the subfolder.

Cycle through fields, buttons, and
areas

Reverse the order of cycling
through fields, buttons, and areas

In text, indent the text.

In a tabbed dialog box, open the
next tab.

Main Window, item

Main Window, Calendar, item

In a new item

Iltem List

In text

In text

Folder list

Main Window, Calendar, dialog box, item

Main Window, Calendar, dialog box, item

In text, dialog box

Learning More

You can learn more about GroupWise from the following resources:

¢ “Online Help” on page 32

* “GroupWise 6.5 Documentation Web Page” on page 33

¢ “Cool Solutions Web Community” on page 33

Online Help

Complete user documentation is available in Help. In the Main Window, click Help, click Help
Topics, then use the Contents tab, Index tab, or Search tab to locate the help topics you want.

In order to use Help with the GroupWise client, you must have Internet Explorer 4.x or higher

installed.
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GroupWise 6.5 Documentation Web Page

For this user guide and extensive GroupWise administration documentation, go to the GroupWise
6.5 area on the Novell Documentation (http://www.novell.com/documentation/lg/gw65/docui/
index.html) Web site.

This user guide is also available from the GroupWise client by clicking Help, then clicking User
Guide.

Cool Solutions Web Community

At GroupWise Cool Solutions, you’ll find tips, tricks, feature articles, and answers to frequent
questions. In the Main Window, click Help, then click Cool Solutions Web Community or go to
http://www.novell.com/coolsolutions/gwmag (http://www.novell.com/coolsolutions/gwmag).
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Logging in to GroupWise

This section tells you about GroupWise® login options and GroupWise passwords.
+ “Logging in to GroupWise” on page 35

* “Assigning Passwords to Your Mailbox” on page 36

Logging in to GroupWise

When you start GroupWise, you might be prompted to type information such as your password,
TCP/IP address of your post office agent, and so forth. This Startup dialog box changes, depending
on the information GroupWise needs to be able to open your Mailbox, and the GroupWise mode
that you log in to.

Your system administrator may restrict the GroupWise modes you can log in to.

You can use a startup option to force the Startup dialog box to be displayed when you start
GroupWise.

¢ “Logging in to Your Mailbox” on page 35

+ “Logging in to Your Mailbox from Another User’s Workstation” on page 36

Logging in to Your Mailbox
1 Start GroupWise.

If you have not specified a password for your Mailbox and GroupWise needs no additional
information, you will bypass the Startup dialog box and GroupWise will be displayed.

To force the GroupWise Startup dialog box to be displayed, right-click the GroupWise icon
on the desktop, click Properties, click the Shortcut tab, in the Target box, after the GroupWise
executable, type a space, type /@u-?, then click OK.

For information about other startup options, see “Using Startup Options” on page 355.
2 [fyou are prompted for a password, type the password in the Password box.

3 Click the mode of GroupWise you are logging in to and type additional information necessary,
such as the path to the post office, the TCP/IP address and port of the post office agent, the
path to your Caching or Remote mailbox.

If you do not know the required information, contact your system administrator.

4 Click OK.
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Logging in to Your Mailbox from Another User’s Workstation

You must be on the same post office as the other user to log into your own Mailbox from his or
her workstation.

1

Log in to the network with your own user ID.
or

To force the GroupWise Startup dialog box to be displayed, right-click the GroupWise icon
on the desktop, click Properties, click the Shortcut tab, in the Target box, after the GroupWise
executable, type a space, type /@u-?, then click OK.

2 Start GroupWise.

& Novell GroupWise Startup K E3
Uszer Il [Required): |hwu:ung
Pazsword: |

& Online Address: |1EIEI.1D1.1EIE.9 Fuort: I1E?’?

" Caching mailbox path: Ic:Hnovellkgroupwise'\remote |
" Bemate mailbox path: Ic:‘movell‘\groupwise\remote |

OF. I Cancel |

3 Type your user ID in the User ID box.

4 Click the Password box, type your password, then click OK.

Assigning Passwords to Your Mailbox

You can assign a password to your Mailbox. GroupWise passwords are case sensitive (for
example, Wednesday is not the same as WEDNESDAY). If you forget your password, you will
not have access to any of your items.

*

*

*

*

*

*

“LDAP Authentication” on page 36

“Adding, Changing, and Removing Your Password” on page 37
“Bypassing Your GroupWise or LDAP Password” on page 37
“Proxies and Mailbox Passwords” on page 38

“Mailbox Passwords and Remote Mode” on page 38

“Mailbox Passwords and Caching Mode” on page 39

LDAP Authentication

36

If your system administrator has turned on LDAP authentication, your LDAP password is used to
access your Mailbox rather than a GroupWise password. With LDAP authentication, you are
required to have a password and you cannot remove your password.

If your system administrator has disabled changing your LDAP password in GroupWise, you may
need to change your password using a different application. Contact your system administrator for
more information.
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Adding, Changing, and Removing Your Password
* “Adding a Password” on page 37
¢ “Changing Your Password” on page 37

¢ “Removing Your Password” on page 37

Adding a Password

If your system administrator has turned on LDAP authentication, your LDAP password is used to
access your Mailbox rather than a GroupWise password, and you cannot add a password using this
method.

1 In the Main Window, click Tools, then click Options.

2 Double-click Security, then click the Password tab.

3 In the New Password text box, type the password.

4 In the Confirm New Password text box, type the password, click OK, then click Close.

Changing Your Password

If your system administrator has turned on LDAP authentication and has disabled changing your
LDAP password in GroupWise, you might need to change your password using a different
application. Contact your system administrator for more information.

1 In the Main Window, click Tools, then click Options.

2 Double-click Security, then click the Password tab.

3 In the Old Password text box, type the password you want to change, then press the Tab key.
4 In the New Password text box, type the new password.

5 In the Confirm New Password text box, type the new password again, click OK, then Close.

Removing Your Password

If your system administrator has turned on LDAP authentication, you are required to have a
password and you cannot remove it.

1 Click Tools, then click Options.

2 Double-click Security, then click the Password tab.
3 Type your old password, then click OK.

4 Click Clear Password.

5 Click OK, then click Close.

Bypassing Your GroupWise or LDAP Password

If you have a password but do not want to be prompted for it every time you start GroupWise, you
have several options. The availability of these options depends on the platform on which you run
GroupWise, the options your system administrator has set, and other products you have installed.

Logging in to GroupWise 37



Remember My Password

When you run GroupWise on Windows* 95 or higher, are logged in to the network as yourself,
and have selected this option in Security Options or during login, you will not be prompted for
your password on the current workstation. Windows remembers the password.

No Password Required With eDirectory

When you are logged in to Novell® eDirectory™ or NDS® as yourself on any workstation and
have selected this option in Security Options, you will not be prompted for your password.
Because eDirectory has identified you, the password is not required.

Use Single Sign-On

When you are logged in to eDirectory as yourself on any workstation where Novell SecureLogin
is installed and you have selected this option in Security Options or during login, you will not be
prompted for your password. Single sign-on locates your stored password. If other users log in to
GroupWise on your workstation, they should deselect this option during login. This will not turn
the option off, but will make sure their password is not stored in place of yours.

Bypassing Your GroupWise Password

The availability of these options depends on the platform on which you run GroupWise, the
options your system administrator has set, and other products you have installed.

1 Click Tools, then click Options.
2 Double-click Security, then make sure the Password tab is selected.
3 Sclect No Password Required With eDirectory.

or

Type your password, type a new password, type the new password again, then select
Remember Password or Use Single Sign-On.

4 Click OK, then Close.

You can also select Remember My Password or Use Single Sign-On in the Startup dialog box at
login.

Proxies and Mailbox Passwords

Setting a password for your Mailbox does not affect a proxy's ability to access your Mailbox. A
proxy's ability to access your Mailbox is determined by the rights you assign him or her in your
Access List.

Mailbox Passwords and Remote Mode

To use Remote mode, you must assign a password to your Online Mailbox. If you assign a
password when you're running Remote, the password you create affects only your Remote
Mailbox. For example, if you are running Remote mode at home and you create a password in
Security Options, the password you create only affects your Remote Mailbox. The password does
not affect your Online Mailbox at the office.
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Changing Your Online Mailbox Password from Remote Mode

If your system administrator has turned on LDAP authentication and has disabled changing your
LDAP password in GroupWise®, you might need to change your password using a different
application. Contact your system administrator for more information.

1 Click Accounts, click Account Options, then select your GroupWise account.
2 Click Properties, then click Server.

3 Change the password in the Online Mailbox Password field.

4 Click OK.

Mailbox Passwords and Caching Mode

To use GroupWise in Caching mode, you must assign a password to your Online Mailbox. If you
assign a password when you're in Caching mode, the password you create affects only your
Caching Mailbox. For example, if you are running in Caching mode and you create a password in
Security Options, the password you create only affects your Caching Mailbox. The password does
not affect your Online Mailbox.

Changing Your Online Mailbox Password from Caching Mode

If your system administrator has turned on LDAP authentication and has disabled changing your
LDAP password in GroupWise, you might need to change your password using a different
application. Contact your system administrator for more information.

1 Click Accounts, click Account Options, then select your GroupWise account.
2 Click Properties, then click Advanced.

3 Change the password in the Online Mailbox Password field.

4 Click OK.
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3 Working with Items in Your Mailbox

GroupWise® provides many options for sending and receiving different kinds of e-mail.
¢ “Understanding GroupWise Item Types” on page 41
+ “Sending and Receiving Items” on page 42
+ “Using Routing Slip” on page 51
¢ “Downloading POP3 and IMAP4 Accounts to GroupWise” on page 54
+ “Attaching Files” on page 63
+ “Managing Sent Items” on page 67

+ “Managing Received Items” on page 72

Understanding GroupWise Iltem Types

Every day you communicate in a variety of ways. To accommodate these needs, GroupWise
delivers your items using a variety of item types. Each item type is explained below.

Mail
A mail message is for basic correspondence, such as a memorandum or letter.

Appointment

An appointment lets you invite people to and schedule resources for meetings or events. You can
schedule the date, time, and location for the meeting. You can use posted appointments to schedule
personal events such as a doctor’s appointment, a reminder to make a phone call at a certain time,
and so forth. Appointments display on the Calendar. See “Scheduling Appointments” on page 115.

Task

A task lets you place a to-do item on your own or on another person’s Calendar. You can schedule
a due date for the task and include a priority (such as Al). Uncompleted tasks are carried forward
to the next day. See “Sending Tasks” on page 120.

HINT: You can also create a checklist that is not associated with your Calendar. In this type of checklist, any
item type (mail, appointment, task, reminder note, phone message) can be used. For information, see
“Creating a Checklist” on page 82.

Reminder Note

A reminder note is posted on a specific date on your own or another person’s Calendar. You can
use reminder notes to remind yourself or others of deadlines, holidays, days off, and so forth.
Posted reminder notes are useful as reminders for birthdays, vacations, pay days, and so forth. See
“Sending Reminder Notes” on page 123.
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Phone Message

A phone message helps you inform someone of a phone call or visitor. You can include such
information as caller, phone number, company, urgency of the call, and so forth. You cannot
answer your phone from a phone message. See “Sending Phone Messages” on page 44.

Sending and Receiving Items

This section contains the following topics:
+ “Sending Mail Messages” on page 42
+ “Sending Phone Messages” on page 44
¢ “Changing the Font of Items You Send” on page 45
¢ “Adding a Signature or vCard to Items You Send” on page 47
¢ “Spell-Checking Items You Send” on page 49
+ “Undoing the Last Text Action” on page 51

Sending Mail Messages

42

A mail message has a primary recipient, subject line, date, and can be carbon copied and blind
copied to other users. You can also attach files, document references, sounds, movies, and OLE
objects to your mail messages.

CC (Carbon Copy)

Carbon copy recipients (CC) receive a copy of an item. CC recipients are users who would benefit
from the information in an item, but are not affected by or directly responsible for it. All recipients
can see that a carbon copy was sent. They can also see the names of the CC recipients.

BC (Blind Copy)

Blind copy recipients (BC) receive a copy of an item. Other recipients receive no information
about blind copies. Only the sender and the blind copy recipient know that a blind copy was sent.
If a recipient replies and chooses Reply to All, the blind copy recipient will not receive the reply.

£ i |-
1 Click MewMal 7] on the toolbar,
. G —_ . NewMaiI v|
You can select a different mail view by clicking the down arrow in .
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2 Inthe To box, type a username, then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes.

or

To select usernames from a list, click Address on the toolbar, double-click each user, then
click OK.

3 To change the From name (to another account or proxy), click M, then click a name.
4 Type a subject.
5 Type a message.

You can specify many options, such as making this message a high priority, requesting a reply
from recipients, and more, by clicking the Send Options tab.
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If you want, you can change the font of the message text. For information, see “Changing the
Font of Items You Send” on page 45.

6 Include any attachments by clicking Attach a File on the toolbar.
7 Click Send on the toolbar.

Sending Phone Messages

A phone message is a note you can send to notify other GroupWise users of calls they received
while they were out of the office or unavailable. Phone messages are stored in the recipient’s
Mailbox. You cannot answer your phone from a phone message.

You can change the phone messages you receive into tasks, reminder notes, or other posted item
views. This way, you can leave a record of the conversation on the date it was held (reminder note)
or create a to-do item to complete at a later date (task). See “Changing Item Types” on page 94.

1 Click File, click New, then click Phone Message.

You can place a New Phone Message button on the toolbar. See “Customizing the Toolbar
Display” on page 29.
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2 Inthe To box, type a username, then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes.

or

To select usernames from a list, click Address on the toolbar, double-click each user, then
click OK.

3 Type the name, company, and phone number of the caller.
4 Click the check boxes that apply to this phone message.
5 Type the message in the Message box.

If you want, change the font of the message text. For information, see “Changing the Font of
Items You Send” on page 45.

6 To change the From name (to another account or proxy), click M, then click a name.
7 Click Send on the toolbar.

Changing the Font of Items You Send

The recipient of an item will see the changes you make in Plain Text view if he or she views the
item in Plain Text view. The recipient of an item will see the changes you make in HTML view if
he or she views the item in HTML view. You might want to let the recipient know which view you
composed the item in.

This section contains the following topics:
¢ “Changing the Font in Plain Text View” on page 46
¢ “Changing the Font in HTML View” on page 46
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Changing the Font in Plain Text View

1 In an open item you are composing, click View, then click Plain Text.

2 Click the Message box.
3 Click Edit, click Font, then click Font again.

FEont: Font style:
IHeguIar
Py Feqular
Terminal Italic
€} Times Mew Foman Bald
' Times Mew Roman M1 Bald Italic
() Trebuchet M5 |
Tunga
() ‘erdana LI
r— Effect: — Sample
[ Stikeout
AaBbYyZ
[ Underline i
Lolor:
I- EBlack - l Script:
IWestern LI

4 Click a font and a font style.
5 Click a size.

6 Click any other options you want to change, then click OK.

You can also bold, italicize, or underline portions of text using toolbar buttons.

Changing the Font in HTML View

1 In an open item you are composing, click View, then click HTML.

-0/
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2 Use the HTML toolbar to change the font, add background colors, add images, and more.
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You might need to re-size the item view horizontally to see all the buttons on the HTML toolbar.

You can set a default font for items you compose in HTML view. For information, see “Viewing
and Composing Items in HTML” on page 96.

Formatting Bulleted and Numbered Lists

You can easily include bulleted and numbered lists in messages.
¢ “Formatting Lists in Plain Text View” on page 47

+ “Formatting Lists in HTML View” on page 47

Formatting Lists in Plain Text View

In an open item you are composing in Plain Text view:
1 Press Ctrl+Shift+L to insert a bulleted list.
2 Press Ctrl+Shift+L again to change it to a numbered list.
3 Continue to press Ctrl+Shift+L to select from the six list formats available.
4 Type the list item, then press Enter to create the next item in the list.

5 Press Enter twice after the last list item to turn off the list formatting.

Formatting Lists in HTML View

In an open item you are composing in HTML view:
1 Use the HTML toolbar to insert a bulleted or numbered list
2 Type the list item, then press Enter to create the next item in the list.

3 Press Enter, then press Backspace after the last item to turn off the list formatting.

Adding a Signature or vCard to Items You Send

Use Signatures to insert a signature or tag-line at the end of items you send. For example, you can
have GroupWise automatically list your name, phone number, and e-mail address at the bottom of
every item you send. If you have a number of different accounts, including POP3, IMAP4, and
NNTP newsgroup accounts, you can create a different signature for each account.

You can also have GroupWise automatically add a vCard*, or virtual business card, to the end of
messages. GroupWise searches the Address Book for your user information and places it at the end
of any messages you send.

This section contains the following topics:
¢ “Understanding .vCard Files” on page 47
* “Adding a Signature or vCard to Items” on page 48

Understanding .vCard Files

vCards are electronic business cards formatted according to standards set by the Internet Mail
Consortium. A vCard file has a .vcf extension, and you can add the file to your outgoing e-mail
items. Third-party companies create software you can use to create vCards that include text,
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graphics, and sound. When you use GroupWise to generate your vCard, it uses the information
from the fields in your Address Book listing.

To view a vCard that has been attached to an item, right-click it, then click View Attachment. For
information about importing vCard information into an address book, see “Importing Information
from a vCard” on page 225.

Adding a Signature or vCard to Items

1 To specify a general signature for all items, click Tools, click Options, then click double-click
Environment.

or

To specify a different signature for an individual POP3, IMAP4, or newsgroup (NNTP)
account, click Accounts, click Account Options, click the account on the Mail or News tab,
then click Properties.

2 Click the Signature tab.
3 Click Electronic Business Card (vCard) or Signature.

Generall Wiews I File Lu:uc:atiu:unl Eleanupl Default Actions  Signature |

Add pour signature andfor electionic business card [vCard) to outgaing
messages.

™ Signature: ) Automatically add
:l % Frompt before adding

[™ Electronic business card (vCard)

[Leave empty to uze Address Book generated wCard]

| =

k. I Cancel |

4 If you selected Signature, type the text you want as a signature in the Signature box.
or

If you selected vCard, either specify a .vcf file or leave the field empty to have the vCard use
information from your listing in the Address Book.

5 Click a signature option.

6 Click OK.

You can have both a signature and a vCard at the same time.
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Spell-Checking Items You Send

Use Spell Checker to check for misspelled words, duplicate words, and irregular capitalization in
items you are creating.

When Spell Checker finds a misspelled word, you can replace it with a word Spell Checker
suggests, edit the word manually, or skip the word. You can also define an automatic replacement
for the word, or add the word to a user word list.

You can use Environment Options to set up Spell Checker to automatically spell check your
messages before you send them.

This section contains the following topics:
+ “Spell-Checking an Item” on page 49
¢ “Spell-Checking Items Automatically” on page 50
+ “Editing Your User Word List” on page 50

Spell-Checking an Item
1 Click the Subject or Message box.
or
Select the text to spell-check.
2 Click Tools, then click Spell Check.

Writing Tools

Spell Checker |

Ready: IBegin spell checking | Start I uchEamest |
Fieplace with: || Shipnce | (]} |

Fieplacements: Ship flivays | Suggest |
Add... | Customize v|

Add!01|WTs1us.UWL |
Check: I Document - l

Lloze | Help |

3 To specify a user word list to add words to, click the Add To drop-down list and select an
option.

4 To specify a range of text to check, click the Check drop-down list and select an option.

8 When Spell Checker stops on a word, click any of the available options, or edit the word
manually.

You can choose from the following options:

Replace: Replaces a misspelled word with a word Spell Checker suggests. To replace a
misspelled word, double-click the word or click the word, then click Replace. To make your
own corrections, edit the word in the Replace With box, then click Replace.

Skip Once: Skips the word one time. Spell Checker will stop the next time it encounters the
word.

Skip Always: Skips every occurrence of the word throughout the document. Spell Checker
ignores the word until the next time you spell-check.
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Add: Adds the word to the current user word list, which stores supplemental words so that
Spell Checker can recognize the word in future spell-checks.

QuickCorrect: Defines an automatic replacement for a word or phrase. When Spell Checker
stops on a word, click QuickCorrect to replace the word with the text in the Replace With box
and add the replacement to the user word list QuickCorrect* uses. Next time you type the
word, QuickCorrect automatically replaces it.

Suggest: Displays additional words or phrases in the Replacements list box.

6 Click Yes when spell-checking is complete.

Spell-Checking Items Automatically
You can spell-check items automatically every time you click Send.

1 Click Tools, click Options, then double-click Environment.
2 Click Check Spelling Before Send, then click OK.

Editing Your User Word List

Changes you make in a user word list are effective only if you have QuickCorrect turned on. In the
Message box of an item you are creating, click Tools, click QuickCorrect, then make sure the
Replace Words As You Type check box has a check mark.

For more information about user word lists, click Tools, click Spell Check in an item you have
created. In the Writing Tools dialog box, click Customize, click User Word Lists, then click Help.

To make changes in your user word list:

1 In the Spell Checker, click Customize, click User Word Lists, then click the list you want to
modify.

If you haven’t added lists of your own, the default word list will be the only list available.
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2 To add a new entry, type it in the Word/Phrase text box, then click Add Entry.
or
To delete an entry, select it, then click Delete Entry.
or
To change an entry, select it, make the changes, then click Add Entry.
3 Click Close when you have finished making changes.

Undoing the Last Text Action

You can undo the last text action in the Subject or Message field of a message you are composing.

1 Click Edit, then click Undo.

You can also undo an action by pressing Ctrl+Z. (For information about other shortcut keys, see
“Using Shortcut Keys” on page 30.)

Using Routing Slip

Use Routing Slip to send a mail message or task to several users consecutively. You determine the
order of the route. When a user marks the routed item Completed, it is sent to the next user on the
route.

If there are attachments to the routed item, each user on the route can view and add comments to
them. When comments are added to an attachment, all subsequent users on the route will see the
comments. The final user on the route will see all the comments that were added.
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You can track the status of a routed item you have sent by checking the item's Properties. When
you send a routed item to an external address, the item is automatically marked Completed
(because the external recipient will not be able to mark it) and sent to the next user on the route.

If you want to prevent a proxy from marking routed items Completed, you can require a password
to complete a routed item.

This section contains the following topics:
* “Creating a Routed Item” on page 52
* “Requiring a Password before Marking a Routed Item Completed” on page 53
+ “Completing a Routed Item” on page 53
¢ “Addressing a Routed Item with an Address Book™ on page 53

Creating a Routed Item

52

1 Open a mail message or task.

2 Click Actions, then click Routing Slip.
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3 Inthe Route box, type a username, then press Enter. Repeat for each user included in the route.
or
Click Address on the toolbar to select usernames from the Address Selector dialog box.

You can also specify personal groups as recipients of a routed item. When you use the Address
Selector dialog box, the group is expanded into its members so that you can specify the order
of the users in the route.

4 Type a subject and message.

5 If you want to prevent a proxy from marking routed items Completed, you can require the
recipient's GroupWise password to mark the item Completed. Click the Send Options tab,
click Security, then select Require Password to Complete Routed Item.

6 Click Send on the toolbar.

GroupWise 6.5 Windows Client User Guide



Requiring a Password before Marking a Routed Iltem Completed

To require a password for all routed items you create,
1 Click Tools, then click Options.
2 Double-click Security, then click the Send Options tab.
3 Select Require Password to Complete Routed Item.
4 Click OK.

For information on GroupWise passwords, see “Assigning Passwords to Your Mailbox” on page
36.
Completing a Routed Item

1 When you are finished with the assignment or instructions in the routed item, open the item.

2 [fyouneed to view and edit an attachment to the routed item, open the attachment in its
associated application, make your changes, then save the file. The file is saved to your
computer's temporary files directory. Do not change the path, or your changes will not be
included when the routed item is sent to the next recipient. Close the application.

IMPORTANT: To be able to edit attachments in a routed item, you must have the GroupWise 5.5
Enhancement Pack or higher installed.

3 In the item, select Actions, click Mark Completed, then click OK.
You can also select the Completed check box in the item header.

4 [f the sender has required a password to complete the item, type your GroupWise password,
then click OK.

The item is sent to the next user on the route.

5 Click Close.

Addressing a Routed Item with an Address Book
1 In a mail message or task, click Address on the toolbar.

2 Seclect the Routing Slip check box.
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3 Ctrl+click names in the order you want to route the item, then click Route.
or
Double-click names in the order you want to route the item.
Use drag and drop to change the order of names in the list of addresses.

4 Click OK.

Downloading POP3 and IMAP4 Accounts to GroupWise

54

If you have multiple e-mail accounts, you know that it's inconvenient to change locations to look
at each account. You can add your POP3 and IMAP4 Internet mail accounts to GroupWise so that
you can read and send messages for all your accounts from GroupWise.

Adding POP3 and IMAP4 Accounts to GroupWise

Before you add a POP3 or IMAP4 account to GroupWise, you need to know the type of mail server
being used (POP3 or IMAP4), your account name and password, and the name of the incoming
and outgoing mail servers. You can get this information from your Internet Service Provider or
LAN administrator. Microsoft* Secure Password Authentication is supported for accessing
Exchange servers and MSN accounts.

Configuring POP3 and IMAP4 Accounts

The Accounts menu in the GroupWise Main Window allows you to access account features, such
as adding an account, setting account properties, and sending and retrieving items from Internet
mail accounts.
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Using POP3 and IMAP4 Accounts in Online Mode

If the Accounts menu is not available in your Online Mailbox, your system administrator has
specified that POP3 and IMAP4 accounts cannot be used in Online mode, or your post office is
not using a GroupWise 5.5 Enhancement Pack or higher Post Office Agent.

Using POP3 and IMAP4 Accounts in Remote and Caching Modes

While you are using Remote mode, you can check Internet mail accounts without connecting to
GroupWise.

The Accounts menu is always available in Remote mode.

If you are using GroupWise in either Remote mode or Caching mode, you have the option of not
uploading a POP3 or IMAP4 account to your Online Mailbox. To make sure you don't upload,
click Accounts, click Account Options, select an account, click Properties, then uncheck Upload
This Account to the GroupWise Online Mailbox.

Storing Items on the IMAP4 or POP3 Server

Your IMAP4 account items are always stored on the IMAP4 server. You can choose to have your
POP3 account items stored on the POP3 server. If you store items on the server, you can read those
items from more than one computer.

Understanding IMAP4 Accounts

When you add an IMAP4 account, the folder you see in GroupWise represents the folder on your
IMAP4 server. Any actions in the GroupWise folder, such as creating, renaming, or deleting, are
performed on the IMAP4 server as well.
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J @AddressBook & Gy | NewMaiI - G Mewappt - CErMewTask - i3 | i|

(% sophis Jones

Subject

[ Checklist
[ work In Progress

I Mailbox Size: 0% Selecked: 0 Total: 0 |
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When you delete an item, it is marked for deletion on the IMAP4 server. To remove the item, you
need to purge it. You can download only the subject (header) of an item, or you can download the
entire item. You can move items from another folder into an IMAP4 folder, and the items will be
created on the IMAP4 server.

If you use your IMAP4 account while you are in Remote mode, any changes you make will be
synchronized with the GroupWise server the next time you connect to your Online Mailbox.

Querying in IMAP4 folders is not supported. Proxy for IMAP4 folders is not supported.

Using the GroupWise E-Mail Importer Utility

The GroupWise E-Mail Importer Utility lets you import information from supported POP3 and
IMAP4 clients into GroupWise. The Accounts > Account Options > Add option lets you create
new accounts. For information about importing accounts from supported e-mail clients, see
“Importing POP3 and IMAP4 Accounts” on page 60.

This section contains the following topics:

“Adding a POP3 or IMAP4 Account to GroupWise” on page 56

*

* “Modifying Properties of a POP3 or IMAP4 Account” on page 57

¢ “Downloading Items from POP3 and IMAP4 Accounts” on page 57

¢ “Downloading New Items from POP3 and IMAP4 Accounts Automatically” on page 58
+ “Downloading Only the Header (Subject) for IMAP4 Accounts” on page 58

+ “Using GroupWise to Send POP3 and IMAP4 Mail” on page 59

+ “Deleting an Item from a POP3 or IMAP4 Account” on page 59

+ “Connecting to a POP3 or IMAP4 Server Using SSL” on page 60

¢ “Importing POP3 and IMAP4 Accounts” on page 60

+ “Storing Your POP3 Items on a Mail Server” on page 61

¢ “Changing the Length of Time for POP3 and IMAP4 Server Timeouts” on page 62
¢ “Subscribing and Unsubscribing to IMAP4 Folders” on page 62

+ “Alphabetizing the Folders in an IMAP4 Account” on page 62

+ “Downloading Voice Mail Attachments through an IMAP4 Account” on page 62

Adding a POP3 or IMAP4 Account to GroupWise

Make sure you know the type of mail server being used (POP3 or IMAP4), your account login
name and password, and the name of the incoming and outgoing mail servers. Contact your
Internet Service Provider for this information.

1 Click Accounts, then click Account Options.
2 Click Add.
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Type the name pou will uge to refer to thiz account. Often, people use the name
of their Internet Service Provider, however vou may use any name you would like.

Account hame: I

Select what type of account your Internet Service Provider haz given pou.

Account type: I POP3 j

|MaP4

< Hack I Mest > I Cancel

3 Follow the prompts.

Modifying Properties of a POP3 or IMAP4 Account

1 Click Accounts, then click Account Options.
2 Click the Account you want to modify.

Mail |News I Llose

Marked Account | Account Type | Incoming Server |

Movell Group...  Grouptize [def...
My Pop Account POP3 TEMVEINAME, Com
IMAP Account [MAP4 imapzerver.com :
MailandM eves FOP3 mailandnews. com Eraperties

Bemove

Set Default

General Options

Eolders

L1

3 Click Properties.
4 Click the tabs to find the properties you want to modify.
5 Modify the properties, then click OK.

For IMAP4 accounts, if you change the account name, the name of the IMAP4 folder is also
changed.

Downloading Items from POP3 and IMAP4 Accounts

1 To download items from one account, click Accounts, click Send/Retrieve, then click the
account name.

or
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To download items from all accounts in which Include This Account When Doing Send/
Retrieve On All Marked Accounts is selected in the account properties, click Accounts, click
Send/Retrieve, then click All Marked Accounts.

In Remote mode, if Include This Account When Doing Send/Retrieve On All Marked
Accounts is selected in Remote Properties, you can download items from your Online
Mailbox at the same time as your Internet mail accounts.

Downloading New Items from POP3 and IMAP4 Accounts Automatically
1 Click Accounts, then click Account Options.
2 Click General Options.

Internet Account General Settings 2=l

General |

Dizplay name: IHan_l,l Wong

™ Send/Retrieve Al Marked Accounts every |15 _I::' minute(s]
™ Send/Retrieve All Marked Accounts at startup

I | Hang up when Send/Fetieyve is done

[V ‘wiam of unsent messages at exit

™ Use ICAL when sending appaintments via SMTP

()8 I Cancel |

3 To download items periodically, select Send/Retrieve All Marked Accounts Every _Minutes.
Specify how often you want items to be sent and retrieved.

4 To download items every time you start GroupWise, select Send/Retrieve All Marked
Accounts at Startup.

The settings will affect all accounts that have Include This Account When Doing Send/Retrieve
On All Marked Accounts selected in the account’s properties.

If you have created new items for these accounts and have not yet sent them, they are sent at the
same time new items are downloaded.

To quickly turn this option on and off, click Accounts, then click Auto Send/Retrieve. It is active
when a check mark is displayed.

Downloading Only the Header (Subject) for IMAP4 Accounts
1 Click Accounts, then click Account Options.
2 Click the IMAP4 account, then click Properties.
3 Click the Advanced tab.
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IMAP Account Properties ; 2=l

Generall Serverl Connection  Advanced | Signaturel

Boot folder path: I

V' Only show subscribed folders

V¥ Download headers anly

™ Download new items only

V' Send/Retrieve when folder is selected

™ Remove items from trash as they are deleted

Incoming mail server [IMAP4]: |143 ze [efault |

[~ UseSS5L Certificate: |<Temp0rary zezzion-only certificate: j
Outgoing mail server [SMTP): |25 lze Mefault |
[~ UseSSL  Certificats: |<Tem|:norar_l,I session-only certificate: j

I‘I _,::' Minutes to wait for server to respond

™ Download extemal file bodies

™ Detailed error messages

()8 I Cancel

4 Sclect Download Headers Only.
5 Click OK, then click Close.

After downloading the headers (subjects) of items, you can download the complete item by
opening the item while you are connected to the Internet.

Using GroupWise to Send POP3 and IMAP4 Mail

1 In an item you want to send, click Actions, click Send Using, then click the account from
which you want to send.

or
Click _From: 71 then click the account.

The From name associated with that account will be in the From box of this item.

To set the default account from which items will be sent, click Accounts, click Account Options,
click an account, then click Set Default.

Deleting an Item from a POP3 or IMAP4 Account
1 To delete an item from an IMAP4 or POP3 account, click the item, then press Delete.

or

To delete an IMAP4 item from the IMAP4 server, drag the item from the IMAP4 folder and
drop it in a regular GroupWise folder.

or

To delete POP3 items from the POP3 server as they are downloaded, click Accounts, click
Account Options, double-click the POP3 account, click the Advanced tab, make sure Leave
A Copy Of Messages On The Server is unchecked, then click OK.

If you select both Leave A Copy Of Messages On The Server and Remove From Server After
Days, the POP3 items will be deleted from the POP3 server the specified number of days after the
item is downloaded.
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If you select both Leave A Copy Of Messages On The Server and Remove From Server After
Deleting From Trash, the POP3 items will be deleted from the POP3 server when you manually
empty them from the Trash. If GroupWise automatically empties your Trash, the items will not be
deleted from the POP3 server.

Connecting to a POP3 or IMAP4 Server Using SSL

You can connect to your POP3 or IMAP4 mail server using SSL, an Internet security protocol that
helps maintain the confidentiality of your messages. In order for you to use this option, your mail
server must support SSL.

1 Click Accounts, then click Account Options.

2 Click the account, then click Properties.

3 Click the Advanced tab.

4 Sclect Use SSL, then specify the digital certificate you want to use.

This certificate enables GroupWise to use SSL to authenticate to the mail server you have
chosen. (If no certificates are listed in the drop-down list, you need to use your Web browser
to obtain a certificate from an independent Certificate Authority. For more information, see
“Obtaining a Security Certificate from a Certificate Authority” on page 276.)

5 Click OK, then click Close.

Importing POP3 and IMAP4 Accounts

60

Use the GroupWise E-Mail Importer Utility to import existing POP3 and IMAP4 accounts into
GroupWise. In addition to importing messages from your existing POP3 and IMAP4 accounts, you
will save time by not having to retype address book entries into the GroupWise address book.

1 Click File, then click Import POP3/IMAP.

%4 Copy POP3/IMAP messages, addresses, and account settings into GroupWise - |EI|1|
File Edit Wew Actions Tools Accounts Window Help
(= i’ | MNew Mail - % Mew Appt % MNew Task - }D | is| T | 0 - J % Reply - Accept i
Open Archive
Open Backup
O Wiew, .
Spennlew From Subject Dake +
Iave t;‘“ : 1 Tabitha Hu What's a good time. .. 1/2/2003 7:51:12 PM
mport Documents. ..
Ir"rr ERDETED = Tabitha Hu Re: What's a good time... 11212003 7:53:08 PM
npork POP3IMAPR. ..
Proxy e  #ander Dominguez Customer Satisfaction Reporks 11212003 7:54:15 PM
Sharing e Mike Palu Final Test Plan 11212003 7:55:41 PM
e Aty B  Sophie Jones Final Test Plan 1/2/2003 §:25:44 PM
Q Claudia Wong Project status report due Wednesd. 1/3/2003 10:03:00 AM
A Chrl+p 1  Jason Stevens I forgot to mention... 1,/3/2003 2:03:06 PM
Prit Calendar... = Samantha Murphy Afternoon doughnuts in the lunch rc  1/3/2003 2:05:34 PM
Retrieve. .. (% Grace Smith Submit your vote for Employee of tl  1/7/2003 11:59:59 AM
o . g Matt Barnard Project Meeting 1,/9/2003 10:00:00 AM
ode
Exit Alt+F4
! - I Mailbox Size: 0% I Selected: 1 I Total: 10

4

The Installed E-Mail Clients list box displays the e-mail accounts installed on your machine.
2 Seclect the e-mail account you want to import into GroupWise, then click Next.
3 Click the appropriate check boxes to import the account information into GroupWise.

You can choose e-mail messages, address books, account settings, or any combination of the
three.

4 Click Next.
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85 Click the folders that you want to import from your existing e-mail account into GroupWise.
When you import a folder, all messages and subdirectories in that folder will also be imported.
6 Click Next.

7 Type a name for the new GroupWise folder that will contain the imported messages and
folders, use the Up, Down, Right, and Left buttons to position the folder in the GroupWise
Cabinet, then click Next.

8 Type a name for the new GroupWise address book that will contain the imported addresses.
The name you type will display on a new tab in the GroupWise Address Book.
9 Click Next.
10 Click the accounts that you want to import into GroupWise, then click Next.
11 Accept the default name for the new account, then click Next.
or

Select the account folder in the list box, click Change Folder, type a new name, click OK, then
click Next.

12 Review the summary information to ensure that it is correct, then click Next.
or
Click Back to change your import options.

13 Ensure that the e-mail account was successfully imported, then click Done.

Storing Your POP3 Items on a Mail Server
1 Click Accounts, then click Account Options.
2 Click the POP3 account name.
3 Click Properties.
4 Click the Advanced tab.

MailandNews Propetties 2=l

Generall Serverl Eonnectionl Folder Advanced | Signature

™ LLeave a copy of messages on the server

™| Bemaye from senver, after |5 _:I day(z]

I | Remaye from senver after deleting framm Tirash

Incaming mail server [POP3): |11U Use Default |

[~ UseSS5L  Certificate: |<Tem|:norar_l,I session-only certificate: j
Outgoing mail server [SMTP): |25 lze Mefault |
[~ UseS5L  Certificate: |<Temp0rary session-only certificate: j

|1 _I; Minutes to wait for server to respond

™ Detailed error messages

()8 I Cancel
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5 Click Leave A Copy Of Messages On The Server.
6 Click OK, then click Close.

Changing the Length of Time for POP3 and IMAP4 Server Timeouts

1 Click Accounts, then click Account Options.

2 Click the account name.

3 Click Properties.

4 Click the Advanced tab.

5 Type the number of minutes in the Minutes To Wait For Server To Respond box.

6 Click OK, then click Close.

Subscribing and Unsubscribing to IMAP4 Folders

This feature is available if your IMAP4 server supports subscribing and unsubscribing to folders.
When you unsubscribe to a folder, it no longer displays in your list of folders under the IMAP4
server, even though it is still in your IMAP4 account. This is especially useful if you are accessing
an NNTP account through an IMAP4 folder.

1 Click Accounts, then click Account Options.
2 Click the IMAP4 account, then click Folders.
3 Click the All tab to see all the folders in this account.
or
Click the Subscribed tab to see the folders you are currently subscribed to.

4 [f you want to list folders containing specific text in the folder name (instead of listing all of
the folders), type the text in the Search for Folders Containing text box, then click Search.

5 Click the folder name, then click Subscribe.
or
To unsubscribe to a folder, click the folder name, then click Unsubscribe.

6 Click Close.

Alphabetizing the Folders in an IMAP4 Account

1 In the Folder List, right-click the IMAP4 account folder, then click Sort Folders.

This option is not available if the folders are already alphabetized.

Downloading Voice Mail Attachments through an IMAP4 Account

62

If you are accessing a telephony server through this IMAP4 account, GroupWise can download the
external file bodies for voice mail attachments.

1 Click Accounts, then click Account Options.
2 Click the IMAP4 account, then click Properties.
3 Click the Advanced tab.
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4 Sclect Download External File Bodies.
5 Click OK, then click Close.

Attaching Files

Use Attach File to send one or more files to other users. You can attach a file that exists on your
hard disk, diskette, 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.

If you attach a file that is password-protected, the recipient cannot open or view the attachment
without entering the password.

For information about attaching documents that are in a GroupWise Library, see “Attaching a
Document Reference to an Item” on page 64.

This section contains the following topics:
¢ “Attaching a File to an Item” on page 63
+ “Attaching a Document Reference to an Item” on page 64
+ “Embedding an OLE Object in an Item” on page 66
+ “Viewing Attached Files” on page 66
+ “Opening Attached Files” on page 67

Attaching a File to an Item

1 Open a new item.
2 Fill in the To, Subject, and Message boxes.

3 Click Attach a File on the toolbar, then browse to and select the file or files you want to send.

Attach File 7]
Loak i IEAIILISEIS j & ¢ B

.Ehpplication Data: | %] NTUSER.DAT
|_ 1 Desktop {5 NTUSER, DAT.LOG
[:I Diocurents
[:I Favorites
[:l Skart Menu

“iTemplates

File mame: | ak. I
Files of type: I,-L\II Files [%.%] ﬂ Cancel |

Document Reference. .. |

To remove an attached file, right-click the attachment, then click Delete.
4 Click OK.
5 Click Send on the toolbar.
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Moving or deleting a file on a disk or network drive does not affect a file you’ve attached to an
item and sent.

If you delete an attached file, it is not erased from disk or network drive; it is simply removed from
the attachment list.

Attaching a Document Reference to an Item

64

If the file you want to attach is a document stored in GroupWise Library, you can attach a
document reference. When a recipient opens the attachment, the document in the library will open
if the recipient has rights to open or view the document and if the library is available.

If any recipients do not have sufficient document rights, or if they are not using an e-mail product
that supports GroupWise Library, or if the library is unavailable, only a copy of the document will
open. If the recipient edits the copy, the changes will not affect the actual document in the library.
For more information about document rights, see “Sharing Documents” on page 295.

Dragging and Dropping an Attachment from a Received Item

When you receive an item, you can drag any of its attachments into a folder or onto your desktop.
A document reference attachment that you drag and drop will become a shortcut to a document
reference or to a copy of the document, depending on your rights to the document and the
availability of the library.

Document Reference Attachments and Remote Mode

You might receive an item with a document reference attachment when you are running Remote
mode. When you open the attachment, the document will open from your Remote Library, even if
the document in your Remote Library is an older version than the attachment. If the document does
not exist in your Remote Library, you will be prompted to connect now or later to your Online
Mailbox to retrieve the document.

You can also send items with document reference attachments from Remote mode. However, if the
document does not exist in your Remote Library, any recipients who do not have sufficient rights
to the document in the Master Library or who are not using an e-mail product that supports
GroupWise Library will not receive a copy of the document.

In addition, if the Master Library is unavailable, recipients will not receive a copy of the document.
If any of these conditions exist, you will need to attach an actual copy of the document in addition
to the document reference.

To attach a document reference to an item,
1 Open a new item.
2 Fill in the To, Subject, and Message boxes.
3 Right-click in the Attachments box, then click Attach Document Reference.
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Mail |Send Cptions I

From: v| |Sophie Jones [a(af} I
Ta: I BC: I
Subject: I
Attach File. ..
Attach Object...
Attach Document
Account: Novell GroupWise Wigw 3 v
Arrange Icons 3
4 The Select Document dialog box displays.
Falders: Available Documents:
@ Sophie Jones | From | Subject
7 (YR 7] il Sophie Jones Final Test Plan
& Sent ltems
~[F Calendar
Contacts
=] Documents
[ Checklist
<[ ‘wiork In Progress
- Cabinet
g Trash 1| | _>|
Library: Document #: Wersion:
IDeveIopment Library [Crefault] j |1 IEurrent j

ok |  Cancel | Eind

5 In the Library drop-down list, click the library that contains the document you want to attach.

6 In the Document # box, type the document number.

If you don’t know the number of the document, click Find to locate the document in the
library. To attach a document displayed in the Find Results dialog box, click the document,

then click OK.

7 In the Version drop-down list, click which version you want to attach. If you select Specific

Version, type the version number in the Version # box.
8 Click OK.
9 Click Send on the toolbar.
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Embedding an OLE Object in an Item

In order for a recipient of an item to view or edit embedded OLE objects, the recipient must be
using GroupWise for Windows. For example, a GroupWise for Macintosh* recipient cannot view
embedded OLE objects.

1 Open and address an item.

2 Click File, click Attachments, then click Attach Object.

Insert Object EHE

Object Type: oK, I
' Create New Microsoft PowerPaoint Slide |a]
Microzoft Word Docurment Cancel |
" Create fram File Microsoft 'Ward Picture
- MIDI Sequence

M5 Organization Chart 2.0
Package

Paintbrush Picture

Sound ﬂ

Rezult
|nsertz a new Paintbrush Picture object into your

L=
document.

3 To embed an existing object, click Create from File, type the path and filename, then click OK.
Skip to Step 8.

or
To create a new object and embed it, follow Steps 4-8
Click Create New, then select a type of object.

Click OK to open the application.

Create the object you want to embed.

N~ o a b

Click the application’s File menu, then click Exit.
This step may differ depending on the application.
8 Complete the item if necessary, then click Send on the toolbar.

If the recipients open the object and edit it, they must save it under a new filename. Otherwise,
when they try to close the mail message, they’ll receive an error.

If you have copied an OLE object to the Clipboard, you can embed it in an open item by using
Paste Special on the Edit menu.

Viewing Attached Files

When you click an attached file, the attachment is displayed in the message pane with a viewer.
This is usually faster than opening the attachment; however, the attachment might not be formatted
properly. If the attachment type is not supported, you will receive an error.

1 Open the item containing the attachment.

2 Click the attachment.
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or
Right-click the attachment, then click View Attachment or View in New Window.
or

If you cannot see an icon representing the attachment in your view, click File, click
Attachments, then click View.

Opening Attached Files

When you open an attached file by double-clicking it, GroupWise determines the correct
application to open the file in. You can accept the suggested application, or you can type the path
and filename to another application.

1 Open the item containing the attachment.

2 Double-click the attachment.
or
Right-click the attachment, then click Open or Open With.
or

If you cannot see an icon representing the attachment in your view, click File, click
Attachments, then click Open.

By default, GroupWise warns you if an attachment is larger than 1000 KB (1 MB). To eliminate
the warning message, click Tools > Options > Environment > Default Actions, then deselect Warn
If Larger Than. You can also adjust the attachment size at which the warning message is displayed.

Managing Sent Iltems

This section contains the following topics:
+ “Confirming Delivery of Items You’ve Sent” on page 67
+ “Displaying Sent Items” on page 68
+ “Resending Items” on page 68
¢ “Retracting Items You’ve Sent” on page 68
* “Checking the Status of an Item” on page 69
* “Receiving Notification About Items You Send” on page 69
+ “Requesting a Reply for Items You Send” on page 70

¢ “Changing the Subject of a Sent Item” on page 71

Confirming Delivery of ltems You’ve Sent

GroupWise provides several ways for you to confirm that your item was delivered.

Track an Item You Sent

You can check the status in the Properties window of any item you’ve sent. For information, see
“Checking the Status of Your Items” on page 69.
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Receive Notification When the Item is Opened or Deleted

You can receive notification when the recipient opens or deletes a message, declines an
appointment, or completes a task. For information, see “Receiving Notification About Items You
Send” on page 69.

Request a Reply

You can inform the recipient of an item that you need a reply. GroupWise adds a sentence to the
item stating that a reply is requested and changes the icon in the recipient’s Mailbox to a double
arrow. For information, see “Requesting a Reply for Items You Send” on page 70.

Displaying Sent Items

You may want to display items you previously sent. For example, you can read a sent item, resend
it with or without corrections, and in some cases, retract it (if it has not already been opened by the
recipient).

1 Click the Sent Items folder d in the Folder List.

All sent items reside in this folder unless they are moved to a folder other than the Mailbox or
Calendar. If a sent item is moved to another folder, it no longer displays in the Sent Items folder.
To display sent items that have been moved to other folders, open those folders.

Resending ltems

Use Resend to send an item a second time, perhaps with corrections.
1 Click the Sent Items folder in the Folder List.
Right-click the item you want to resend, then click Resend.
If the item was an auto-date item, click This Instance or All Instances.

Make any changes to the item, if necessary, then click Send on the toolbar.

a h O N

Click Yes to retract the original item.
or

Click No to leave the original item.

You can check the Properties of the original item to see if GroupWise was able to retract it. Right-
click the item in the Mailbox, then click Properties. Mail and phone messages cannot be retracted
if they have already been opened.

Retracting Items You’ve Sent

68

Use Delete to retract a sent item from the recipient’s Mailbox. You can retract a mail or phone
message from those recipients who haven't yet opened the item. You can retract an appointment,
reminder note, or task at any time.

1 Click the Sent Items folder in the Folder List.
2 Right-click the item you want to retract, then click Delete.
3 Select the appropriate option.

4 If you have selected to retract this item from other recipients’ mailboxes, you can type a
comment to the recipients, explaining why the item was retracted.
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5 Click OK.

To see which recipients have opened your message, right-click the item, then click Properties.

Checking the Status of Your Items

Properties lets you check the status of any item you’ve sent. For example, you can see when an
item was delivered and when the recipient opened or deleted the item. If a recipient accepted or
declined an appointment and included a comment, you’ll see the comment in the Properties
window. You’ll also see if a recipient marked a task Completed.

Properties also shows information about items you receive. You can see who else received the item
(except for blind copy recipients), the size and creation date of attached files, and more.

You can save and print status information for an item.

For information about a document, use the Activity Log in Properties. See “Viewing the History
of a Document” on page 302.

This section contains the following topics:
¢ “Checking the Status of an Item” on page 69
¢ “Saving the Status Information of an Item” on page 69

¢ “Printing the Status Information of an Item” on page 69

Checking the Status of an Item

1 Right-click an item in your Mailbox or Calendar, then click Properties.

The icons next to an item can give also you helpful status information. See “Icons Appearing Next
to Items in Your Mailbox and Calendar” on page 25.

Saving the Status Information of an Item
1 Right-click an item, then click Properties.
2 Click File, then click Save As.

GroupWise gives the item a temporary filename. You can change the filename and default
folder to save the file.

3 Click Save.

Printing the Status Information of an Item
1 Right-click an item, then click Properties.
2 Right-click in the Properties window, then click Print.

Receiving Notification About Items You Send

1 To receive notification for one item, open an item view, click the Send Options tab, then click
Status Tracking.
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or

To always receive notification for items you send, click Tools, click Options, double-click
Send, then click the tab for the item type.

2 In the Return Notification group box, specify the type of return receipt you want.

You are automatically subscribed to Notify in Options. If you have deselected to receive
alarms and notifications, you cannot receive notifications with Notify. For more information,
see “Running Notify” on page 165.

If you are sending an item to an Internet address, you can click Enable Delivery Confirmation.
If the receiver's Internet e-mail system enables status tracking, you can receive status about
the item you send.

3 Click OK.

Requesting a Reply for Iltems You Send

1 To request a reply for one item, open an item view, click the Send Options tab, then click
General.

or
To request a reply for all items you send, click Tools, click Options, then double-click Send.
2 Click Reply Requested, then specify when you want to receive the reply.

The recipient sees & next to the message. I[f you select When Convenient, "Reply Requested:
When convenient" appears at the top of the message. If you select Within x Days, "Reply
Requested: By xx/xx/xx" appears at the top of the message.

3 Click OK.
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Changing the Subject of a Sent Item
1 Open an item from your Mailbox or Calendar.
2 Click the Personalize tab.
3 Type a new subject in the My Subject text box.

%= Mail From: Sophie Jones =lal x|

File Edit Wiew Actions Tools Window Help
“ 3 Cose T25Reply - ElForward - % v| = = S | Bl Gy, | |E”

Mail IProperties Personalizel

My Subject: IFollow-up to Tabitha

Edit Categories |

Lategory: I

Subject: Re: What's a good time. ..

How about next Tuesday before lunch?

=2 Tabitha Hu 1/2/2003 7:51:12 PM =53
to get kogether about our new project?

Tabitha

| A

This personalized subject will display in your Mailbox and/or Calendar and in the Mailbox and/or
Calendar of anyone who proxies for you. If you change the subject of an item in a shared folder,
other users of the shared folder will see the original subject.

To see the original subject, open the item and look in the Subject field in the item header.

When you create a basic filter or perform a Find with a specific word in the Subject field, the filter/
Find results will show items whose original subject or personalized subject contains this word.
When you create an advanced filter or find, use the Subject field to search for the original subject,
and use the My Subject field to search for the personalized subject.

When you create a rule that looks for a specific word in the Subject field, the rule will only look
at the original subject.
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Managing Received Items

GroupWise stores all the mail messages, appointments, and other items you receive in your
Mailbox.

%% Novell GroupWise Caching - Mailbox 10l =|
File Edit Yiew Actions Tools Accounts Window Help

J @AddressBook & Gy | NewMaiI - G Mewappt - CErMewTask - i3 | i|

hReply - fccepl

% sophis Jones From Subject Date # )
AP [Maibox] (51 £ TabithaHu Re: What's & good time. .. 1/2/2003 7:53:05 PM
Sent Ttems e  #ander Dominguez Customer Satisfaction Reporks 11212003 7:54:15 PM
e Mike Palu Final Test Plan 11212003 7:55:41 PM
;2:5:;5 B  Sophie Jores Final Test Plan 12/2003 BizBiaa P
¥ Checklist @ Project status report due Wednesd. 1/3/2003 10:03:00 AM :
E’ Work In Progress = Jason Stevens I forgot to mention... 1/3/2003 2:03:06 PM
= Samantha Murphy Afternoon doughnuts in the lunch rc  1/3/2003 2:05:34 PM
(% Grace Smith Submit your vote for Employee of tl  1/7/2003 11:59:59 AM LI
| Last Connection: 1/7/2003 11:33:34 AM | Mabox Sizei 0% | Selectedi1 [ Totalito

From your Mailbox, you can read items, reply to items, and forward items you’ve received. You
can organize items by assigning them with categories or by creating a checklist. You can delegate
tasks and appointments to other users. You can handle unwanted Internet e-mail with Junk Mail
Handling. You can even change an item, such as a mail message, to another type of item, such as
an appointment.

This section contains the following topics:
¢ “Reading Items You Receive” on page 72
¢ “Changing the Font of Items You Receive” on page 75
+ “Replying to Items You Receive” on page 75
+ “Forwarding Items to Other Users” on page 77
+ “Using Categories to Organize Items” on page 77
¢ “Changing the Subject of an Item You’ve Received” on page 81
+ “Creating a Checklist” on page 82
¢ “Delegating Items” on page 87
¢ “Handling Unwanted Mail” on page 88
¢ “Changing Item Types” on page 94
* “Viewing and Composing Items in HTML” on page 96

Reading Items You Receive

72

You can read items you receive in your Mailbox or Calendar. Your Mailbox displays a list of all of
the items you have received from other users. Posted appointments, tasks, and reminder notes
appear in your Calendar, not in your Mailbox.

You can open and read all types of new items in your Mailbox. However, you might want to read,
tasks, and reminder notes in your Calendar so you can view new messages while looking at your
schedule.

GroupWise 6.5 Windows Client User Guide



Phone and mail messages stay in your Mailbox until you delete them. Appointments, reminder
notes, and tasks stay in your Mailbox until you accept, decline, or delete them. When you accept
an appointment, reminder note, or task, it is moved to your Calendar.

All Mailbox items are marked with an icon.The icons change depending on whether or not the item
has been opened. See “Icons Appearing Next to Items in Your Mailbox and Calendar” on page 25
for more information.

In addition, all unopened items in your Mailbox are bolded to help you easily identify which items
and documents you have not yet read. This is especially useful for collapsed discussion threads
because it saves you the time of expanding each thread to check if there are newly posted items.

This section contains the following topics:
+ “Reading Items in Your Mailbox” on page 73
+ “Reading HTML Items” on page 73
+ “Reading Items in the QuickViewer” on page 73

¢ “Marking an Item Unread” on page 74

Reading Items in Your Mailbox

1 Double-click the item you want to read.

Reading HTML Items

For information about reading items that were composed in HTML, see “Viewing and Composing
Items in HTML” on page 96.

Reading Items in the QuickViewer

Use QuickViewer to scan the contents of your items. QuickViewer saves time because you don’t
need to open each item; you simply click an item or press the Down-arrow to read your items. If
you click a document reference, the document will display in the QuickViewer. You can display
an item’s attachment by clicking the attachment in the drop-down list on the QuickViewer toolbar.
OLE attachments, however, do not display in the QuickViewer.

When you read an item in the QuickViewer, the icon changes to the opened status. For example,
the closed envelope representing a mail message changes to an opened envelope.

You can specify that some folders show QuickViewer every time you open them, while others
never show QuickViewer.

1 Click E on the toolbar.
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Marking an Item Unread

74
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Select to turn the QuickViewer on in all folders or just the selected folder, then click OK.

(You can also set this option by clicking Tools, clicking Options, double-clicking
Environment, clicking Default Actions, then clicking an option under Show Or Hide
QuickViewer On.)

Size the QuickViewer by dragging a corner of the window or by dragging the horizontal
dividing line up or down.

If you size and close the QuickViewer, it will be the same size when you open it again. Size
it by dragging a corner of the window, not by clicking the maximize button.

In the Mailbox, click each item that you want to read.

To view an attachment, click the drop-down list on the QuickViewer header, then click the
attachment. You cannot open OLE attachments in the QuickViewer.

Right-click the QuickViewer window to choose other options.

To change how information displays in the header, right-click the header and choose options.
For more information, see “Customizing Headers” on page 350.

To close the QuickViewer, click E on the toolbar.

If you open an item to read it, and then decide you want to read the item later, you can mark the
item unread. Marking the item unread changes the item to bold and changes the item’s icon to
unopened so you will know you still need to read the item.

1
2

In the Main Window, click the item in the Item List.
Click Actions, then click Read Later.

Marking an item you have opened unread does not change the status of the item in Properties. For
example, if you have opened an item, then marked the item unread, the sender of the item still sees
the item status as Opened in the Properties window.
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Changing the Font of ltems You Receive
This information applies to reading an item in an item view or in the QuickViewer.

This font change is only in effect while you read the item. If you close the item and re-open it, the
font returns to the Windows system default font or the font that the sender composed the item in.
The Windows system default font affects every program on your desktop. To change the Windows
system default font, open the Control Panel and change Display Properties.

You cannot change the font in the QuickViewer if the item was composed in HTML view.
1 Select the text you want to change.
2 Click Edit, then click Font.
or

Right-click the window, click Font, then click Font.

Font 2 x|
Eont; Fant stule:
|Hegular
-
Teminal [talic:
(} Times Mew Foman Bald
B Times Mew Foman MT Bold Italic
()} Trebuchet M5 =
€} Tunga
(} Verdana LI
— Effects — Sample
[ Strikeout
AaBhiyz?
[ Underline Sl
LCaolar;
|- Black x| | Scrpt:
I'w'estem ;l

3 Click a font and a font style.
4 Click a size.

5 Click any other options you want to change, then click OK.

Replying to Items You Receive

Use Reply to respond to an item. You can reply to everyone who received the original item or to
the sender only, without needing to create and address a new message. You can also include a copy
of the original message in your reply. Your reply will include Re: preceding the original subject
text. You can modify the subject text if you want.

This section contains the following topics:
+ “Replying to an Item” on page 76
+ “Replying to an Item in a Shared Folder” on page 76
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Replying to an Item
1 Open the item you want to reply to.
2 Click Reply on the toolbar.

Reply [ 2] x|

Options
; f F Dk I
™ Feply to all [sender and recipisnts] Cancel |

¥ Include meszage received from sender

3 Click Reply to Sender.
or
Click Reply to All.

To include the message text in your reply, make sure Include Message Received From Sender
is selected.

4 Click OK.
5 Type your message, then click Send on the toolbar.

If the original item included BC or CC recipients and you selected to reply to all, your reply will
be sent to the CC recipients but not to the BC recipients.

Replying to an Item in a Shared Folder
1 Open or select an item in the shared folder.

2 Click Reply on the toolbar.

Reply EHE

— Dptions

) Bl b eriginalldiscussion opic

il

& Feply to selected subject Lancel

" Beply privately [outside discussion)
%) Tiasendern anly
€ 7o all (eenden and recipients]

[ Include meszage received from sender

3 Click a reply option.

You can reply to the original discussion topic, rather than to the item you are reading. Or, you
can reply to any item you are reading, whether it's an original discussion topic or someone
else's reply. In both cases, these replies are posted in the shared folder and not sent to
individuals.

If you reply privately to the individual who wrote the item, your reply is not posted to the
shared folder.

4 Click OK.
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8 Type your reply, then click Post on the toolbar.

Forwarding Items to Other Users

Use Forward to send items you receive and document references to other users. When you forward
an item, it is sent as an attachment to a mail message. The mail message includes your name and
any additional comments you have made.

This section contains the following topics:
¢ “Forwarding an Item” on page 77

+ “Forwarding Multiple Items” on page 77

Forwarding an Item
1 Open the item you want to forward.
2 Click Actions, then click Forward.
or
Click Actions, then click Forward as Attachment.
3 Add the names of the users to whom you want to forward the item.
4 Type a message (optional).
5 Click Send on the toolbar.

If you can’t accept an appointment, task, or reminder note, you can delegate the item instead of
forwarding it. Delegating places a Delegated status in the item’s Properties window, letting the
sender know you have transferred responsibility for the item to another person.

Forwarding Multiple Items
1 Ctrl+click the items you want to forward in your Mailbox.
2 Click Actions, then click Forward as Attachment.
3 Add the names of the users to whom you want to forward the item.
4 Type a message (optional).
5 Click Send on the toolbar.

If you can’t accept an appointment, task, or reminder note, you can delegate the item instead of
forwarding it. Delegating places a delegated status in the item’s Properties window, letting the
sender know you have transferred responsibility for the item to another person.

Using Categories to Organize Iltems

Categories provide you with a way to organize your items. You can assign a category to any item,
including contacts. You create and add categories and can give each category an identifying color.
The colors display in the Item List and in the Calendar.
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You can assign more than one category to an item, and specify which category is the primary one.
The color of the primary category will be used to identify the item.

When you reply to an item that has been assigned a category, the same category (or categories) is
assigned to the reply message.

Four default categories (Follow-Up, Low Priority, Personal, and Urgent) are available for you to
immediately assign to items. You can modify and delete them if you choose, as well as continue
to create new categories.

You can filter on categories by using the Show menu next to the Filter icon. You can add a
Category column heading and sort your Item List by category.

This section contains the following topics:
* “Assigning a Category to an Item” on page 79

+ “Adding a Category” on page 80
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+ “Deleting a Category” on page 80

¢ “Renaming a Category” on page 80

¢ “Seeing All Items in a Certain Category” on page 80

Assigning a Category to an Item

To quickly assign a category to an item,

1

Right-click an item in your Mailbox or Calendar, then click the category.

The 10 most recently used categories are available from this right-click menu. (If you have
not yet used categories, they are displayed alphabetically.)

Open
Wigw

Save As...
Print...
Filter...

Junk. Mail 3

Dial Sender

Reply

Forward

Forward as Attachment:

Delete

Delete and Empty
Change to...

Move ko Checklist Folder
Move ko Archive

Categories Fallow-up

Mark Read Requires discussion
v Personal
CheckIn...
Urgent
Mavigate 3 Loww priority
Properties More. ..

To assign multiple categories to an item, assign a category to a new item you are composing, or
assign a category that does not display on the right-click menu,

1

Right-click an item in your Mailbox or Calendar, click Categories, then click More.
or

Open an item in your Mailbox or Calendar, click the Personalize tab, then click Edit
Categories.

or
Open a new item to compose, click the Send Options tab, then click Edit Categories.
Select the check box of the category you want to assign.

or

Type a new category name in the text box next to Add, then click Add.

To change the color of an existing category or assign a color to a new category, select the
category name, click Edit Color, click a color, then click OK.

To assign additional categories to this item, select the check boxes of those categories.

When you assign multiple categories to an item, the color of the primary category is the color
that will show in the Item List. When you sort the Item List by category, items are sorted by
their primary category. By default, the first category you assign is the primary category. Or,

to set the primary category for this item, select a category, then click Primary.

Click OK.
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Adding a Category
1 Right-click an item, click Categories, then click More.

O 0K |
O

[ Personal Cancel |

[ Requires discussion

[ Urgent Prirnary |
Edit Colar |

Fremove Color |

Eename |

Delete |

|<T_l,lpe here to add a new category: Aidd

2 Type the category name in the field at the bottom of the Categories dialog box.
3 Click Add.
The Add button becomes active when you begin typing a category name.

4 To assign a color to a category, select the category name in the list, click Edit Color, click a
color, then click OK.

5 To assign this category to the selected item, select the check box to the left of the category
name, then click OK.

Deleting a Category
1 Right-click an item in your Mailbox or Calendar, click Categories, then click More.
2 Seclect the category name, then click Delete.
3 Click Yes, then click OK.

The category is removed from the list, and from all the items to which it was assigned.

Renaming a Category
1 Select the category name, then click Rename.

2 Type the new name, then click OK.

The category is renamed in the list, and for all the items to which it was assigned.

Seeing All Iltems in a Certain Category

1 In the upper-right corner of your Mailbox or Calendar view, click the Show menu, then click
the category name.

The 10 most recently used categories are available from the Show menu. (If you have not yet
used categories, they are displayed alphabetically.)

All items that have been assigned this category will display.

To clear this selection, click Show, then click All Categories.
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Changing the Subject of an Item You’ve Received
1 Open an item from your Mailbox or Calendar.
2 Click the Personalize tab.
3 Type a new subject in the My Subject text box.
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This personalized subject will display in your Mailbox and/or Calendar and in the Mailbox and/or
Calendar of anyone who proxies for you. If you change the subject of an item in a shared folder,
other users of the shared folder will see the original subject.

To see the original subject, open the item and look in the Subject field in the item header.
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When you create a basic filter or perform a Find with a specific word in the Subject field, the filter/
Find results will show items whose original subject or personalized subject contains this word.
When you create an advanced filter or find, use the Subject field to search for the original subject,
and use the My Subject field to search for the personalized subject.

When you create a rule that looks for a specific word in the Subject field, the rule will only look
at the original subject.

Creating a Checklist

Use the Checklist folder to create a task list. You can move any items (mail messages, phone
messages, reminder notes, tasks, or appointments) to this folder and arrange them in the order you
want. Each item is marked with a check box so that you can check off items as you complete them.

After you have moved an item to the Checklist folder, you can open it, click the Checklist tab, and
assign it a due date. You can also mark it Completed and set its position in the list from the
Checklist tab.

You can also make other folders work the way the Checklist folder does.

The Checklist folder is a system folder. It replaces the Task List folder. For a comparison of the
Checklist folder and the Task List folder, see Checklist Folder under “Folder List” on page 19.

IMPORTANT: If you or your system administrator has set up auto-archiving of items in your Mailbox, checklist
items will also be archived based on the original date you received the item, not based on the due date you
assign it.

This section contains the following topics:
* “Creating a Master Checklist in the Checklist Folder” on page 82
+ “Creating a New Item in the Checklist Folder” on page 83
* “Moving an Item to the Checklist Folder” on page 84
+ “Marking an Item to Display in the Checklist Folder” on page 84
¢ “Creating a Checklist in a Folder Other Than the Checklist Folder” on page 85
¢ “Assigning a Due Date to an Item in the Checklist Folder” on page 86

¢ “Marking or Unmarking a Checklist I[tem Completed” on page 87

Creating a Master Checklist in the Checklist Folder

82

1 Drag items to the Checklist folder .

In the Checklist folder, the items display with a check box to the left of them. When you
complete an item in the checklist, you can mark it complete by selecting the check box.

You can move items to the Checklist folder from a shared folder only if you are the owner of
the shared folder.
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If these buttons do not display on the toolbar, right-click the toolbar, then click Folder Context.

3 To assign a due date and a numerical position (order) in the Checklist to an item, open the item
and add this information on the Checklist tab.
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You can also create a checklist area in another folder and drag items to the area. After items are in
a checklist area of any folder, they will also display in the master Checklist folder, even though
they are still located in the original folder.

Creating a New Item in the Checklist Folder
1 Click the Checklist folder.

2 Ifno items exist in the Checklist folder, click the down-arrow on the
click Posted Message.

E r
‘ Mew Mail |- .
= icon, then

Type a subject and message, then click Post on the toolbar.
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Skip to Step 6.
or
If items already exist in the Checklist folder, follow Steps 3-5 below.

3 Click the position in the checklist where you want to add a new item. For example, if you want
the item to be first in the checklist, click the first item.

4 Begin typing the subject text.
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5 When you are finished typing the subject text, press Enter.

The item you have created displays as a posted mail item in the position you selected, and the
item that was originally in that position is moved down one position in the checklist.

6 To add additional information to this item, open it and type additional text on the Mail tab.

7 To assign a due date to the item, open it, click the Checklist tab, click Due On, then click a
date.

Moving an Item to the Checklist Folder
1 Right-click a selected item or items, then click Move to Checklist Folder.

You can also open an item, click Actions, then click Move to Checklist Folder.

The item or items are moved from this folder to the Checklist folder, where you can arrange them
in the order you want, assign due dates, mark them Completed, and so forth.

You can only move items to the Checklist folder from a shared folder if you are the owner of the
shared folder.

To return an item to its original folder, drag the item from the Checklist folder to the original folder.

Marking an Item to Display in the Checklist Folder

Use this action to display an item in the Checklist folder without moving the item to the Checklist
folder.

1 Click an item or select multiple items.

2 Click Actions, then click Show in Checklist.

You can also open an item, click Actions, then click Show in Checklist.
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The item or items will stay in the original folder, but will also display in the Checklist folder, where
you can arrange them in the order you want, assign due dates, mark them Completed, and so forth.

You can also open these items in their original folder to mark them Completed.
You can only mark items to display in the Checklist folder from a shared folder if you are the owner

of the shared folder.

Creating a Checklist in a Folder Other Than the Checklist Folder
1 Click a folder.
2 Click the Display drop-down list on the toolbar, then click Checklist.

If the Display drop-down list does not display on your toolbar, right-click the toolbar, then
click Display Settings.
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You can also click , then click As Checklist.

The top of the item list for this folder now displays "Drag items here to add them to the
checklist."
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E’ wark In Progress =12  Final Test Plan IMike Palu Sophie Jones 11212003 7:55:4  Mailbc

@ Cabinet @ Final Test Plan Sophie Jones 11212003 &:28:4  Mailbc

& Trash ‘Im_ e : = |

I I Mailbox Size: 0% I Selected: 1 I Total: 15

3 Select one or more items and drag them to this area of the item list for this folder.

The items now display with a check box to the left of them.
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%4 Novell GroupWise Caching - Mailbox - |[

File Edit Yiew Actions Tools Accounts Window Help

J @AddressBook & Q | NewMaiI - %Newnppt - %NewTask - 3[3 | B »J ﬂ - I?E’Rxapl »JDispIaylchecinst

& Caching P Mailbox Show: All Categories

% sophis Jones Subject Due ... | From To Date # Falder
9[5] [ S| Alfons' question about HHY T Alfons Skoczylas Sophie Jones 1j7/2003 5:47:4 Mailbc

Sent Items Submit your vote for Emg 1/31/Z Grace Smith Sophie Jones 1/13/2003 11: Mailb

{0 Calendar Final Test Flan Mike Palu Sophie Jones 1/2/2003 7:55:4  Mailbc

i Contacts 2] what's a good time. . Tabitha Hu Sophie Jones 1/2/2003 7:51:1  Mailbc

Documents . X . )
& Checklist 17 Follow-up ko Tabitha Sophie Jones Tabitha Hu 11212003 7:52:0  Mailbc

¥
E’ wark In Progress = Re: What's a good time... Tabitha Hu Sophie Jones 11212003 7:53:0  Mailbc

EJ cabinet [=)#  Customer Satisfaction Report #ander Dominguez Sophie Jones 1/2/2003 7:54:1  Mailbc

_____________ Trash ) et i P, dmdnann e RaodL
T 4 i

I I Mailbox Size: 0% I Selected: 1 I Total: 15

4 To arrange the items the order you want, drag them to the place you want, or click them, then

click the toolbar buttons ks s i R Y , and it .

If these arrow buttons are not on your toolbar, you can add them. Right-click the toolbar, click
Customize Toolbar, click Customize, then click Actions. Click each button, then click Add
Button.

8 To show only the items that are part of the checklist in this folder, click an item in the folder,
click Actions, click Checklist Actions, then click Hide Non-Checklist Items.

Perform this step again to show all items in the folder.

Any items you add to the checklist area of a folder will also display as part of the master checklist
in the Checklist folder.

If you click another folder and then click this folder again, the default Display setting shows in the
Display drop-down list, which is not Checklist unless you have changed it. You can select it again
from the Display drop-down list, or you can change the default Display setting by right-clicking
the folder, clicking Properties, clicking the Display tab, clicking Checklist on the Setting Name
drop-down list, then clicking OK.

If you perform a sort on this folder, only the non-checklist items are sorted.

Assigning a Due Date to an Item in the Checklist Folder
1 Open an item in the Checklist folder.
2 Click the Checklist tab.
3 Select Due On, then click a date.
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Marking or Unmarking a Checklist ltem Completed

1 Click the box next to the checklist item.

Delegating Items

Use Delegate to reassign a scheduled item to someone else. The sender can determine who you
delegated the item to by looking at the item’s Properties.

This section contains the following topics:
+ “Delegating an Appointment, Task, or Reminder Note from the Main Window” on page 87

* “Delegating an Appointment, Task, or Reminder Note from the Calendar View” on page 88

Delegating an Appointment, Task, or Reminder Note from the Main Window
1 In the Main Window, click a task, reminder note, or appointment.
2 Click Actions, then click Delegate.
3 In the To box, type a username, then press Enter.
or

To select a username from a list, click Address on the toolbar, double-click the user, then click
OK.

4 Type any additional comments to the recipient.

5 Click Send on the toolbar.

6 Click Yes if you want this item to remain in your Calendar.
or

Click No if you want this item deleted from your Calendar.
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Delegating an Appointment, Task, or Reminder Note from the Calendar View
1 In a Calendar view, right-click a task, reminder note, or appointment, then click Delegate.
2 In the To box, type a username, then press Enter.
or

To select a username from a list, click Address on the toolbar, double-click the user, then click
OK.

3 Type any additional comments to the recipient.

4 Click Send on the toolbar.

5 Click Yes if you want the item to remain in your Calendar.
or

Click No if you want the item deleted from your Calendar.

Handling Unwanted Mail

Use Junk Mail Handling to decide what to do with unwanted Internet e-mail that is sent to your
GroupWise e-mail address. Internet e-mail includes all e-mail where the sender’s address is in the
form of name@domain.com, name@domain.org, and so forth.

This is an example of an e-mail message from the Internet:

%= Mail From: John Thomas <jthomas@theofficeasusual.everyl.net= - |EI|1|
File Edit Wew Actions Tools Accoupts Window Help

“ 3 Close  EReply ~ B rorward - i v| = oS S | B S | |E”

Mail |Pr0perties I Personalize I

From: John Thoma susual.everyl.nets

| A

Junk Mail Handling does not apply to internal e-mail. Internal e-mail is e-mail where the sender is
part of your GroupWise system and the From field shows only the name of the sender, not an
Internet address as explained above. If you want to block or junk internal e-mail, you can use
Rules. (For more information, see “Creating Rules” on page 171.)

This is an example of an internal e-mail message:

88 GroupWise 6.5 Windows Client User Guide



B2 Mail To: Alfons Skoczylas

File Edit WYiew Actions Tools ‘Window Help

=10l x|

“ Dil send 3¢ Cancel I@.ﬂu:h:lress & | e | = | FFE b U ¢ | [ spell check >
Mail | Send Options I
From: v| |Mike Palu cc I
To: |AIFOns Skoczylas BC: I

Subject: IRe: ‘What's a good time. ..

Okay, let's make it 10:30,

=== Alfons Skoczylas 5714/2003 4:47:04 PM ==
How about next Tuesday before lunch?

=2 Mike Palu 5/14/2003 4:45:44 PM >>>
to get kogether about our new project?

Mike:

You have three options for blocking or junking Internet e-mail:

+ You can add individual e-mail addresses or entire Internet domains to a Block List. Items from
these addresses or Internet domains are blocked and never arrive in your Mailbox.

An Internet domain is the part of the e-mail address that comes after the @. For example, in

the address Henry@mymail.com, the Internet domain is mymail.com.

* You can add individual e-mail addresses or entire Internet domains to a Junk List. Items from
these addresses or Internet domains are delivered to the Junk Mail folder in your Mailbox. You
can specify that the items in this folder be automatically deleted after <n> days.

. @ Sent Ikems
D Calendar
[ﬂ"'g Cabinet
[

----- & 3 Junk Mail [111]
E’ work In Progress

+ You can specify that any e-mail items from users whose addresses are not in your personal
address books (including your Frequent Contacts address book and any personal address
books you have created) are sent to the Junk Mail folder.

For information about the Junk Mail folder, see Junk Mail Folder under “Folder List” on page 19.

In addition to the Block List and Junk List, there is a Trust List. Use this list to add e-mail addresses
or Internet domains that you do not want blocked or junked, no matter what is specified in the other
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two lists. For example, you may have zcompany.com in your Block List, but you have one friend
whose address is myfriend@zcompany.com. Add this friend's e-mail address to the Trust List.

If you specify Junk Mail Handling options in Caching or Remote mode, make sure to synchronize
with your Online Mailbox in order to see the same options when you log in to GroupWise on
another computer.

Your system administrator can turn off Junk Mail Handling so that it is not available.

This section contains the following topics:
+ “Blocking or Junking E-Mail From a User” on page 90
+ “Blocking or Junking E-Mail From an Internet Domain” on page 91
* “Junking E-Mail From Users Not In a Personal Address Book™ on page 92
+ “Deleting Items From the Junk Mail Handling Folder” on page 92

+ “Preventing E-Mail From a User or Internet Domain From Being Junked or Blocked” on page
93

¢ “Modifying Junk Mail Handling Lists and Settings” on page 93

Blocking or Junking E-Mail From a User
1 Right-click an item with an Internet address, then click Junk Mail.
2 Click Junk Sender.
or

Click Block Sender.

Open
Wiga

Save As...
Prink,..
Filter. ..

Junik: Mail Trust sender, ..

. Junk sender. ..
Dial Sender

Block sendet, ..

Reply
Forward Junk Mail Handling. ..
Forward as Attachment

Delete

Delete and Emphy

Change ta...

Maove to Checklist Folder

Mowe ko Archive

Cakteqories b
Read Later

Retrieve Selected Ikemis). ..
Check In...

MNavigate k

Properties

3 Select Junk E-Mail From This Address or Block E-Mail From This Address.
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If you select Junk, the address is added to the Junk List. All future e-mail items from this e-
mail address will be delivered to the Junk Mail folder &3.

You can specify that the items in this folder be automatically deleted after <n> days. This
folder is not created in the folder list unless a Junk Mail option is enabled or an address or
Internet domain is added to the Junk List (which enables the Junk List option).

If you select Block, the address is added to the Block List. All future e-mail items from this
e-mail address will not be delivered to your Mailbox.

4 If the Junk List or Block List is not enabled, select Enable Junk List or Enable Block List.

At any time, you can click Tools, click Junk Mail Handling, click Junk List or Block List, then
click New to add an e-mail address to the Junk List or Block List.

Junk Mail Handling 2=l
Settings  Junk List | Block List | Trust ListI
Showe [ Addiesses Mew... | Edit... I Dielete | I mve to Block
¥ Domains
I mve b Tirst
| Address/Domain | Last Uzed | Count |
& henmy@mybestbuddy. com 11/20/02 358001 PM O
& joeyEspikel 0000.com
&5 razorback. org 11/20/02 358001 PM O
& tobaccofreekids@tobaccofreskids.org 12/19/02 4:55:01 PM 1
& zippenwil.com
Total | E-mail from addreszes in your Junk List will be placed in the Junk Mail folder.
5
Fietrieyve | QK Cancel Apply

Blocking or Junking E-Mail From an Internet Domain

An Internet domain is the part of the e-mail address that comes after the @. For example, in the
address Henry@mymail.com, the Internet domain is mymail.com.

1 Right-click an item, then click Junk Mail.
2 Click Junk Sender.

or

Click Block Sender.

3 Select Junk Any E-Mail From This Internet Domain or Block Any E-Mail From This Internet
Domain.

If you select Junk, the Internet domain is added to the Junk List. All future e-mail items from
this Internet domain will be delivered to the Junk Mail folder &.
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You can specify that the items in this folder be automatically deleted after <n> days. This
folder is not created in the folder list unless a Junk Mail option is enabled or an address or
Internet domain is added to the Junk List (which enables the Junk List option).

If you select Block, the Internet domain is added to the Block List. All future e-mail items
from this Internet domain will not be delivered to your Mailbox.

4 If the Junk List or Block List is not enabled, select Enable Junk List or Enable Block List.
At any time, you can click Tools, click Junk Mail Handling, click Junk List or Block List, then
click New to add an Internet domain to the Junk List or Block List.

Junking E-Mail From Users Not In a Personal Address Book
1 Click Tools, then click Junk Mail Handling.
2 Sclect Enable Junk Mail Using Personal Address Books.

Junk Mail Handling 2=l

Settings | Junk List | Black List | Trust List

Junk Mail Handling provides the ability to deal with unwanted e-mail based on the address of the
zender. There are several options available:

r—Junk. kail
*f'ou can specify that e-mail be placed in the Junk kail folder. [IF the Junk bail folder does not exist
it will be created when either of these options are enabled.]

[V Enable Jurk List
Mail from addrezzes in the Junk List will be placed in the Junk ail folder.

able Junk Mail uzing Qersonal address books. H
il from addrezzes not in a personal address book [including Frequent Contacts] will be placed
iin the Junk Mail folder.

Junk. b ail Folder:
¥ Automatically delete items |14 _:I days after delivery [move to Trash).

— Blocked Mail

[V Enable Block List.
Mail from addresses in the Block List will not be delivered.

Fietrieve | QK I Cancel Apply
3 Click OK.

All future items from e-mail addresses not in your Frequent Contacts address book and other
personal address books will be delivered to the Junk Mail folder. You can specify that the items in
this folder be deleted after <n> days.

Deleting Items From the Junk Mail Handling Folder
1 Click Tools, then click Junk Mail Handling.
2 Click Automatically Delete Items _ Days After Delivery (Move to Trash).
Specify how long you want items retained in the Junk Mail folder.

3 Click OK.
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To manually delete items from the Junk Mail folder, right-click the Junk Mail folder, click Empty
Junk Mail Folder, then click Yes.

Preventing E-Mail From a User or Internet Domain From Being Junked or Blocked
1 Click Tools, then click Junk Mail Handling.
2 Click the Trust List tab.

Junk Mail Handling 2=l

Settings | Junk List | Block List

Show: |V Addiesses Mew... | Edi... | Delete | Move to Junk
¥ Domains

Move to Block

Address/Domain | La_stUsed | Count |
amyEidomain. com |

Total | E-mail from addreszes in your Trust List will always be delivered to your inbox.
1
Fietrieyve | QK I Cancel | Apply |

3 Click New, type an e-mail address or Internet domain, then click OK.

An address or Internet domain can be in upper, lower, or mixed case. For example,
amy@idomain.com and AMY@IDOMAIN.COM are both the same.

You cannot use wildcard characters such as * or ? in an Internet domain name. However, an
Internet domain, for example idomain.com, will affect all e-mail from idomain.com and any
subdomains which prefix this Internet domain, for example, offers.idomain.com or
members.idomain.com. A domain of abcidomain.com would not be affected.

4 Click OK.

All future items from this e-mail address or Internet domain will not be blocked or delivered to the
Junk Mail folder, no matter what is specified in the Block List and Junk List.
Modifying Junk Mail Handling Lists and Settings
1 Click Tools, then click Junk Mail Handling.

2 On the Settings tab, modify any settings. Click 21, then click an option for information about
each option.

3 Click the tab of the list you want to modify.

4 To add an e-mail address or Internet domain to a list, click New, type the e-mail address or
Internet domain, then click OK.
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An address or Internet domain can be in upper, lower, or mixed case. For example,
amy@idomain.com and AMY @IDOMAIN.COM are both the same.

You cannot use wildcard characters such as * or ? in an Internet domain name. However, an
Internet domain, for example idomain.com, will affect all e-mail from idomain.com and any
subdomains which prefix this Internet domain, for example, offers.idomain.com or
members.idomain.com. A domain of abcidomain.com would not be affected.

5 To change an e-mail address or Internet domain, click the address or Internet domain, click
Edit, make changes, then click OK.

6 To remove an e-mail address or Internet domain from a list, click the address or Internet
domain, then click Remove.

7 Click OK.

Changing Item Types

You can use Change To to convert an item in your Mailbox to another type of item. For example,
you can change a mail message in your Mailbox to an appointment in your Calendar. The new
appointment contains all the information from the mail message (such as To, CC, and BC lists,
subject, and message text) that is applicable in the appointment.

When you change a mail or phone message to another type of item (such as an appointment or
task), the original item is removed from your Mailbox and the new item is added in the appropriate
location, such as the Calendar.

When you change an item, GroupWise displays the default item view selected in Environment
Options.

This section contains the following topics:
¢ “Changing an Item in Your Mailbox to Another Type of Item” on page 94
¢ “Changing an Item in Your Calendar to Another Type of Item” on page 95
¢ “Changing a Posted Item to a Group Item” on page 95

Changing an Item in Your Mailbox to Another Type of Item

94

1 In your Mailbox, click the item you want to change.
2 Click Edit, click Change To, then click an item type.
or

Click Edit, click Change To, click More, then click an item type. You can choose posted or
group items.
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¥ Switch the contents of this item to a reminder note =]
File | Edit Wiew Actions Tools Window Help

u ek Mew Mal ~ EghMew dppt ~ C@rNewTask ~ iy | i) J = - EhRreply - =lFone
Copy Chrl+C
Paste Chrl-
Select Al Chrl+a
i i From Subject Dake +
Add Calendar; Tab, .. = Tabitha Hu Wwhat's a good time. .. 11212003 7:51:12 PM
Delete Del ] Tabitha Hu Re: What's a good time... 11212003 7:53:08 PM
Delete and Empty Shift+Del R  #ander Dominguez Customer Satisfaction Reports 1/2{2003 7:54:15 PM
Retract =1 Mike Palu Final Test Plan 1/2/2003 7:55:41 PM
Retract and Delete ®]  Sophie Jones Final Test Plan 1/2/2003 §:25:44 PM
Delete Sent Item “ Claudia Wong Project status report due Wednesday by 1/3/2003 10:03:00 AM
Undelete E]  Jason Stevens I forgot to mention... 1,/3/2003 2:03:06 PM
Empty Trash —
Change to i
Elleyosl) :15" I Alfons' question about HHY Technology 11712003 5:47:44 PM
Folders. .. Tppkoln men Another question 1/7/2003 5:47:56 PM
as|
Move/Link to Folders. .. Er———— Is anyone looking to carpool? 1/7/2003 5:48:45 PM
Leminder Note
—— = Phone Message Motes From last project meeting 11712003 5:49:35 PM
. Fvmimmb Bllmmbimo AN A PO 0 AR
I Fimd et 3 More... I Selected: 1 I Tatal: 14
—— | Find Previous Chrl+F3

Posted items are sent directly to your Calendar. Group items are sent to the Mailboxes of
individuals and groups the message is sent to.

3 Type any necessary information.

4 Click Send or Post on the toolbar.

When you change a mail or phone message to another type of item (such as an appointment or
task), the original item is removed from your Mailbox and the new item is added in the appropriate
location, such as the Calendar.

Changing an Item in Your Calendar to Another Type of Item
1 Click Calendar in the Folder List.
2 Click the item you want to change in the Appointments, Tasks, or Reminder Notes List.
3 Drag the item to the list that corresponds to the type of item you want to change it to.
For example, drag a task to the Appointments List to change it to an appointment.
To copy an appointment, task, or reminder note, press Ctrl while you drag the item.
4 Type any necessary information.

5 Click Send or Post on the toolbar.

Changing a Posted Item to a Group Item
1 In your Calendar, click a posted item.

2 Click Edit, click Change To, then click More.
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Change To EHE

-~ Item type Yiews:
= Mail Posted Appointment *
¢ Phone " Reminder note
 Task

" Giroup i Posted

(1] I Cancel

3 Click Group, then click OK.
4 Type any necessary information.

5 Click Send on the toolbar.

Viewing and Composing Iltems in HTML

You can view items in GroupWise that have been composed in HTML from other users or from
Web-based information services. You can click any links that are included in the item and jump to
the linked Web sites.

If you have Internet Explorer 4.x or higher installed on the same computer as GroupWise, you can
compose messages in HTML. An HTML toolbar above the Message box gives you HTML options
such as text formatting, text color, lists, inserting lines and pictures, inserting a background image,
and inserting links.

For information about changing the font of items you send and receive, see “Changing the Font of
Items You Send” on page 45 and “Changing the Font of Items You Receive” on page 75.

This section contains the following topics:
+ “Setting the Default View” on page 96
¢ “Changing the Default Font in the HTML View” on page 97

Setting the Default View

96

If you do not like your default read or compose view (whether it is HTML or Plain Text), you can
change it. open an item, click View, then click Plain Text or HTML.

To change the view in one item,

1 Open an item.

2 Click View, then click Plain Text or HTML.
To set the default view,

1 Click Tools, then click Options.

2 Double-click Environment.

3 Click the Views tab.

4 Make selections in the Default Compose View and Default Read View group boxes.
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5 In the Default Read View group box, select Force next to Plain Text if you want to prevent
HTML-only messages from being displayed automatically when no plain text version is
available.

If you select Force, a message will inform you whenever an HTML-only message cannot be
displayed; however, you can still click View > HTML to view it. If you do not select Force,
HTML-only messages are displayed in HTML, even though you have selected Plain Text for
the default read view.

6 Click OK.

Changing the Default Font in the HTML View

If you set the default view as Plain Text, the Windows system default font is used for your message
text. However, if you choose HTML as your default view, HTML tools become available in your
outgoing and incoming messages. You can also choose a different default font for your outgoing
messages.

1 From an HTML view, select the font style and size you want to use as the default for your
messages.

-loix

File Edit Yiew Actions Tools ‘Window Help

“ Dil send 3¢ Cancel I@.ﬂu:h:lress & | [ = | [ spell check | ﬂ E |

Mail |Send Cptions I

From: vllHeatherSarmiento o |

To: | BC: |

Subject: |

[rahoma Slflo-lB 7 u|[@|lEEEE|e = 5|— al

| =
E

| 2

2 Right-click any of the tools on the HTML toolbar, then click Set Current Font as Default.
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Sending Instant Messages

Novell® GroupWise®™ Messenger is a corporate instant messaging product that is based on the

directory.

You can create a Contact List, send instant messages, create an archive of messages, allow and

block others from seeing your availability, and more.

© GroupWise Messen
File Wiew Actions Tools Help

& Tonya Wu: Online =
Contact List p

& Amanda Adams

W Lori Tanaka

B Mike Palu

&1 Answer Team (1/2)
)
W Sophie Jones

& ProjectZ (1/3)
& Henry Ramstetter
B Joe Pangilinan
B Samantha Murphy

=10l x|

& Send amessage
=1 Send E-mail

& Add a contact
[ Add afolder

GroupWise Messenger options are available only if GroupWise Messenger is installed and
running.

This section contains the following topics:
+ “Using GroupWise Messenger” on page 99
* “Using GroupWise Messenger from Within GroupWise” on page 113

Using GroupWise Messenger

This section contains the following topics:
¢ “Understanding Logging In” on page 100
* “Working with Conversations” on page 100
* “Working with Contacts” on page 105
* “Working with Statuses” on page 107

“Customizing GroupWise Messenger” on page 108

Sending Instant Messages
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Understanding Logging In

When you log in to GroupWise Messenger, the GroupWise Messenger icon is added to the
Windows system tray.

The username and password you use to log in to GroupWise Messenger is your directory (NDS®/
Novell eDirectory™) username and password, which might or might not be the same as your
GroupWise username and password. Check with your system administrator.

When you are logged out but have the GroupWise Messenger window displayed, you can select
Log In or Log In As from the File menu. Log In allows you to log back in as yourself. Log In As
allows another user to log in.

Log Out logs you out of GroupWise Messenger but does not close the main window or exit
GroupWise Messenger.

There are two other options on the main File menu: Close this Window closes the GroupWise
Messenger window but leaves the icon in the system tray. Exit logs you out of GroupWise
Messenger, closes the GroupWise Messenger window, and removes the icon from the system tray.

If at any time your network or GroupWise Messenger connection is interrupted, you are logged out
of GroupWise Messenger, but as soon as your connection is restored, you are logged back in. If
you are in the middle of a conversation when this happens, the conversation can continue as soon
as the connection is restored.

Working with Conversations

This section contains the following topics:
+ “Sending an Instant Message” on page 100
+ “Using Emoticons in Your Message” on page 101
¢ “Changing the Font of Text in a Conversation” on page 102
+ “Holding a Group Conversation” on page 102
¢ “Adding a Timestamp to Each Entry in a Conversation” on page 103
+ “Saving a Conversation” on page 103
* “Opening a Saved Conversation” on page 103
+ “Printing a Conversation” on page 104
¢ “Searching the Archives for Logged Conversations” on page 104

¢ “Sending an E-Mail Message” on page 105

Sending an Instant Message
1 Double-click a contact, then follow Step 3.

or
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If you want to send a message to someone who is not in your Contact List, click Send a
Message, then follow Step 2.

2 Click Find User, select Use This UserID, type the userID of the person, then click Finish.

Send Instant Message |

Select the perzon(z) you would like to send a message to.
Or press the Find User button,

Contact List

& Amanda Adams
&1 Answer Team (1/2)

)
& ProjectZ (1/3)

& Henry Ramstetter

Find Uzer... |

()8 I Cancel

or

Click Find User, select Search for User, type all or part of the name you are looking for, then
click Next. Select the user you want from the Search Results list, click Add to My Contact
List if desired, then click Finish.

or

Click Find User, click Advanced, click Begins With, Contains, or Equals from the drop-down
list next to a field, type the information you are looking for in the field, then click Next. Select

the user you want from the Search Results list, click Add to My Contact List if desired, then
click Finish.

3 Type your message.
4 Click

Using Emoticons in Your Message

1 In an open conversation, click , then click the image that conveys your feelings.

or

Type any of the following keystrokes to represent an emoticon:

Keystrokes = Emoticon = Meaning

:)or:-) T Smile
:(or ER Frown
;)or;-) ) Wink
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Keystrokes = Emoticon  Meaning

:0Oor:-O & Surprised

@ or:-@ Angry

Jor -/ a Undecided
:Dor:-D @) Big Smile

“(or ' N Crying
O)or0O:-) & Innocent
[or:-[ i Embarrassed
:Xor:-X 3 Lips Are Sealed
lor - o Foot in Mouth

When you use the keystrokes rather than selecting the image, the emoticon image appears
when you press Enter to send your message. To remind yourself of the keystrokes when typing
a message, click Edit > Emoticons.

If you do not want the keystrokes to be converted into images, click Tools > Options, then
deselect Use Graphical Emoticons. This setting prevents the typed character sequences from
being converted into images.

Changing the Font of Text in a Conversation

1 In an open conversation, select the text you want to change.
2 Click Edit, then click Font.
3 Make selections, then click OK.

You can also select text and make selections from the header over the text you are typing.

To specify default fonts, see “Specifying the Font of Composed Messages™ on page 111 and
“Specifying the Font of Received Messages” on page 111.

Holding a Group Conversation

You can hold instant messaging conversations with more than one user. Start a conversation with
one user, then invite additional users to join.

1 Double-click a user in your Contact List.

or

Click Send Message, then find a user by following Step 2 in “Sending an Instant Message” on
page 100.
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2 Click Actions, then click Invite Others to Join the Conversation.
3 Click a user (or Ctrl+click multiple users) in your Contact List, then click OK.
or

Click Find User to search for users who are not in your Contact List. Follow Step 2 in
“Sending an Instant Message” on page 100.

You can also Ctrl+click multiple users in your Contact List and press Enter to begin a group
conversation.

Each user who is invited to the conversation receives this message box:

4§ Invitation to Conversation ﬂ

’:‘ Invitation from: Tonya ‘W

Sent: 21242003 10:08:47 AM

‘wiould you like to join the conversation™?

™ Always accept invitations I Mo |

If you cannot see the list of participants in this conversation, click [#*| to open the Control Panel.

After each user accepts the invitation to join the conversation, he or she can send messages to the
other participants. A user cannot see any messages that were sent before he or she joined the
conversation, or after he or she leaves the conversation.

Adding a Timestamp to Each Entry in a Conversation

1 In an open conversation, click View, then click Show Timestamp.

Saving a Conversation

1 In an open conversation, click File.

2 Click Save Conversation As, browse to a location, then specify a filename.
or
Click Save Conversation if you have already saved the conversation at least once.
or
Click Save Conversation to iFolder if you have Novell iFolder™ installed.

3 Click Save.

The conversation is saved with a .txt file extension.

You are also prompted to save a conversation whenever you close the conversation. To change this
setting, see “Specifying If You’re Prompted to Save Conversations” on page 112.

Opening a Saved Conversation
1 In a Conversation window, click File, then click Open Conversation.

2 Browse to the location of the conversation, then click OK.

Use this procedure to open a conversation you have saved.
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In order to search for a conversation that has been archived, your system administrator needs to
grant you access rights. For more information, see “Searching the Archives for Logged
Conversations” on page 104.

Printing a Conversation
1 In an open conversation, click File, then click Print Conversation.

2 Click Print.

Searching the Archives for Logged Conversations

The system administrator can specify that all conversations be logged in a system archive. If you
are given access rights, you can search the archive for logged conversations.

1 Click File, then click Search Archive.

Search Archived Messages x|

— Participant

First Mame ILastName |UserID |

Eemove |

—Date Range
Fram: no date To: no date

— Containing Text

Search I Cancel | Help |

2 Use the Search Archived Messages dialog box to search by participants, dates, and
conversation text:

Click Find to search for and add participants.
Click to select dates in the Date Range group box.
Type the text you want to search for in the Containing Text field.
3 Click Search to search for conversations that meet the search criteria you specified.

4 To print or save the list of logged conversations that displays, click Print List or Save List on
the File menu.

85 To print or save the currently selected logged conversation, click Print or Save on the File
menu.

6 To make changes to your search, click File, click Modify Search, make changes, then click
Search again.
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Sending an E-Mail Message

1 Click Send E-Mail.

2 Seclect the name of the person you want to send an e-mail message to, then click OK.
or
Double-click the name of the person you want to send an e-mail message to.
or
Click Find User, select Use This UserID, type the userID of the person, then click Finish.
or

Click Find User, select Search for User, type all or part of the name you are looking for, then
click Next. Select the user you want from the Search Results list, click Add to My Contact
List if desired, then click Finish.

or

Click Find User to search for a person. Click Advanced, click Begins With, Contains, or
Equals from the drop-down list next to a field, type the information you are looking for in the
field, then click Next. Select the user you want from the Search Results list, click Add to My
Contact List if desired, then click Finish.

3 When the e-mail item opens, complete the message and click Send on the toolbar.

If you want to be prompted to send an e-mail each time you try to send an instant message to
someone who is offline, click Tools, click Options, click the Message tab, make sure Send E-Mail
When I Start A Message to An Offline Contact is selected, then click OK.

Working with Contacts

This section contains the following topics:
+ “Adding a Contact” on page 106
+ “Deleting a Contact” on page 106
¢ “Organizing the Contact List” on page 106
+ “Importing a Contact List” on page 106

+ “Exporting a Contact List” on page 107
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Adding a Contact
1 Click Add a Contact.

Fnd x|

p Thiz wizard will help you locate contacts and add them to your list.

Advanced »> |
& Search for a user:

Mame:

Type a full or partial name. Asterizks are ignored.

' Use this User |D:
Wzer|D:

< Back | Tewt > | Cancel I

2 Type part or all of the name of the person you want to add, click Next, click the name in the
Search Results list, then click Add.

or
Type the userID of the person, then click Add.
or

Click Advanced, click Begins With, Contains, or Equals from the drop-down list next to a
field, type the information you are looking for in the field, then click Next. Select the user you
want from the Search Results list, then click Add.

Deleting a Contact

1 Right-click the contact, then click Remove.

Organizing the Contact List

You can organize your Contact List by dragging contacts and folders to the location you want
them. Or, you can use the following steps:

1 Click Tools, then click Organize Contacts.
2 Click contact names, then click Move Up or Move Down to change the position in the list.
3 To add a folder, click Add Folder, then type the folder name.

4 To move a contact to a folder, drag the contact to the folder, or click the contact, click Actions,
click Move, select the folder from the drop-down list, then click OK.

5 Click Close.

Importing a Contact List

You can import a contact list if you have a .nmx file (contact list file) to import. A .nmx file is a
file that has been exported from a GroupWise Messenger contact list. The imported contacts are
merged with your existing Contact List.

1 Click File, then click Import Contact List.
2 Browse to the location of the .nmx file and select the filename, for example, G contacts.nm .

3 Click the filename, then click Open.
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Exporting a Contact List

You can save your contact list as a .nmx file (contact list file) to distribute to other users. When
someone imports the .nmx file, the imported contacts are merged with his or her existing Contact
List.

1 Click File, then click Export Contact List.
2 Browse to the location of the .nmx file.

3 Select the filename, for example G contacts.nmx , then click Save.

Working with Statuses

This section contains the following topics:
+ “Changing Your Status” on page 107

+ “Creating a Custom Status” on page 107

Changing Your Status
1 Click the status bar (where your name appears under the menu bar).

2 Click the status you want other users to see next to your name in their Contact Lists.

+ & Online
. & Busy
« D Away

o« 0 Appear Offline

You can also right-click the GroupWise Messenger icon in the system tray, click Status, then click
a status.

Creating a Custom Status

1 Click File, click Status, then click Custom Status.

Custom Availability Status

Custom Status List:

EE Busy

Cloze

Bemove

(ot

Edit...

2 Click Add.
3 Type the custom status title, for example, In a Meeting.

4 Sclect Busy or Away from the Show As drop-down list. This determines the icon that displays
next to your status.
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5 (Optional) Type the text you want to automatically be returned to a user who tries to send you
an instant message when you have this status selected, for example, I'm in a meeting right now
and can't respond.

6 Click OK, then click Close.

Customizing GroupWise Messenger

This section contains the following topics:
¢ “Changing Your Password” on page 108
* “Specifying Who Can See Your Status and Send You Messages” on page 109
¢ “Showing Only Online Contacts” on page 109
¢ “Turning Off the Sound” on page 109
* “Specifying How Long to Wait Before You Are Shown as Idle” on page 109
* “Specifying How the Enter Key Works™ on page 110
+ “Specifying the Font of Composed Messages” on page 111
+ “Specifying the Font of Received Messages” on page 111
+ “Specifying When You Receive Sounds and Alerts” on page 111
+ “Specifying When GroupWise Messenger Opens” on page 112
+ “Specifying If You’re Prompted to Save Conversations” on page 112

¢ “Using Startup Options” on page 112

Changing Your Password

If the system administrator gives you rights, you can change your GroupWise Messenger
password. Because you log in to GroupWise Messenger using your directory (NDS/Novell
eDirectory) password, this is actually changes your directory password.

1 Click Tools, then click Change Password.

@ Change Password

GroupWise. Novell.

Messenger

beta

Old Pazswaord ||

[ ew Passward: I

Larfirm Fassword: I

2 Type your old password in the Old Password field, then type your new password in the New
Password and Confirm Password fields.

3 Click OK.
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Specifying Who Can See Your Status and Send You Messages
1 Click Tools, click Options, then click the Privacy tab.

General | Message | Alerts F'rivac:yl

‘Wwho can see my online status and send me messages:

Al

d: Blocked:

:  <Everyone Else> Block 5> |
< Allaw |

Add... |
Eemove |

QK I Cancel | Lpply |

2 Use the Add and Remove buttons to add and remove users from the Allowed and Blocked
lists.

3 Select users and use the Block >> and Allow >> buttons to move users from one list to the
other.

4 Click OK.

Showing Only Online Contacts

By default, all the contacts in your Contact List display.
1 Click @ in the header over the Contact List, then click Show Online Contacts.

You can also click View, then click Show Online Contacts.

Turning Off the Sound

You can turn all sounds off temporarily.
1 Right-click the GroupWise Messenger status icon in the system tray, then select Mute.

2 To turn sounds back on, repeat the previous step.

If you use Mute to turn sounds off, they will be turned back on when you exit GroupWise
Messenger and log back in.

For information about specifying when you are notified by sounds and alerts, see “Specifying
When You Receive Sounds and Alerts” on page 111.

Specifying How Long to Wait Before You Are Shown as Idle

When you do not use GroupWise Messenger for a certain amount of time, "Idle" displays next to
the status for your name in other users' Contact Lists. You can change this amount of time.

1 Click Tools, click Options, then click the General tab.
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General | Messagel Alerts I F'rivac:_l,ll

[ Bun GrouptWise Messenger when Windows starts

V' Show contact list when Groughise Messenger starts
¥ Show me as "ldle" when I'm inactive for ISSS ﬂ minutes

¥ Prompt to save conversations when | close them,

Uzer interface |anguage:

| English =l

QK I Cancel | Lpply |

2 Make sure Show Me As Idle When I'm Inactive For _ Minutes is selected.
3 Change the amount of time.

4 Click OK.

Specifying How the Enter Key Works

By default, pressing the Enter key sends the message you are composing. You can change this so
that the Enter key inserts a new line into your message.

1 Click Tools, click Options, then click the Message tab.

General Message |Alerts I F'rivac:_l,ll

— Sending Meszage

Drefault font when | compoze messages:

Microsoft Sans Serif

r ‘Enter' key inzerts new line when composing messages.
[&lt-Enter always sends, Chil-Enter always inzerts new ling]

— Beceiving Meszage

IS Dizplay received meszages ugsing the fonts and colors chosen
by the gender of the meszage

" Display all received messages using my default font

r— Offline Contact

[V Send email when | start a mezsage ta an offline contact

QK | Cancel | Lpply |

2 Sclect Enter Key Inserts New Line When Composing Messages.
3 Click OK.

Ctrl+Enter and Shift+Enter always insert a new line and Alt+Enter always sends a message.
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Specifying the Font of Composed Messages

1 Click Tools, click Options, then click the Message tab.
2 Click Change next to Default Font When I Compose Messages.

3 Make font selections, then click OK.
4 Click OK.

Specifying the Font of Received Messages

1 Click Tools, click Options, then click the Message tab.

2 Sclect one of the options in the Receiving Messages group box.

3 Click OK.

Specifying When You Receive Sounds and Alerts

1 Click Tools, click Options, then click the Alerts tab.

< When a Subzequent Meszage iz Received

@
@ = When an Initial Meszage is Received
= When a Messzage iz Sent

v Display &lert

™ Play Sound
IE:\N OVELL\Messengeriuzeron, way

!I Browse... |

[ Don't play any sounds unless my status is 'Available’

o]

Cancel | Lpply

2 In the Notification of Events list, click the event for which you want to specify sounds and

alerts.

3 Seclect or deselect Display Alert and Play Sound. To change the default sound, browse to a

different sound file.

4 [f desired, select Don't Play Any Sounds Unless My Status Is Available.

5 Click OK.

To mute all sounds temporarily, right-click the GroupWise Messenger status icon in the system
tray, then select Mute. Follow the same step to turn sounds back on. If you use Mute to turn sounds
off, they will be turned back on when you exit GroupWise Messenger and log back in.
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Specifying When GroupWise Messenger Opens
1 Click Tools, click Options, then click the General tab.

General | Messagel Alerts I F'rivac:_l,ll

[ Bun GrouptWise Messenger when Windows starts

V' Show contact list when Groughise Messenger starts
¥ Show me as "ldle" when I'm inactive for ISSS ﬂ minutes

¥ Prompt to save conversations when | close them,

Uzer interface |anguage:

| English =l

QK I Cancel | Lpply |

2 Select or deselect Run GroupWise Messenger When Windows Starts.
3 Click OK.

In the GroupWise client, you can also specify whether or not to open GroupWise Messenger when
the GroupWise client starts. In the GroupWise client, click Tools, click Options, double-click
Environment, then select or deselect Launch Messenger At Startup.
Specifying If You’re Prompted to Save Conversations
1 Click Tools, click Options, then click the General tab.

2 Seclect or deselect Prompt to Save Conversations When I Close Them.

3 Click OK.

Using Startup Options

You can use the following startup options on the command line when starting GroupWise

Messenger:

Startup Option What It Does

/l-xx Sets the user interface language. XX is the two-letter ANSI
language abbreviation.

/background Starts GroupWise Messenger without showing the main
window.

Ju-xxx or /@u-xxx Specifies what user ID to log in with. XXX is the user ID.

fipa-xxx Specifies the IP address to log in with. XXX is the IP address.

fipp-xxx Specifies the IP port to log in with. XXX is the IP port.

limport-filename Imports a specific contacts list. filename is the .nmx file.
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The following options can be used both on the command line and in a browser window, such as
Internet Explorer.

Option What It Does

nim:launchNM Opens GroupWise Messenger.
nim:startim Opens the Invite dialog box.
nim:startim?username=username Starts a conversation with username.

nim:startim?username=username&me Sends a specific message to username. For example:
ssage=message nim:startim?username=AAdams&message=Good+morning

nim:addContact Brings up the Add Contact dialog box.

nim:addContact?username=username Opens the GroupWise Messenger main window with
username added to the Contact List. The name will be added
to the root level of the contact list and not to a specific folder.
For example: nim:addcontact?username=AAdams.

nim:addContact?username=username Opens the GroupWise Messenger main window with
&foldername=folder_name username added to the Contact List. The name will be added
to the folder named folder_name.

nim:import?filename=filename Imports the contacts in the .nmx file filename.
nim:invite Opens the Invite dialog box. (same as nim:startim)
nim:close Closes the GroupWise Messenger main window but does

not exit GroupWise Messenger.

nim:exit Exits GroupWise Messenger.
nim:open Opens the GroupWise Messenger main window.
nim:preferences Opens the Options dialog box.

Using GroupWise Messenger from Within GroupWise

The following GroupWise Messenger options are available within GroupWise:
+ “Sending an Instant Message” on page 113
+ “Displaying the GroupWise Messenger Contact List” on page 114

+ “Specifying Whether or Not to Start GroupWise Messenger When GroupWise Starts” on page
114

+ “Displaying GroupWise Messenger Options” on page 114

Sending an Instant Message
1 In GroupWise, click File, click New, then click Instant Message.
2 Click the person you want to send a message to.

or
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Click the Find User button to search for a person who is not in your Contact List.
3 Click OK.
4 Type the message.

5 Press Enter, or press Alt+Enter.

Displaying the GroupWise Messenger Contact List

1 In GroupWise, click Tools, click Messenger, then click Contact List.

Specifying Whether or Not to Start GroupWise Messenger When GroupWise Starts
1 In GroupWise, click Tools, then click Options.
2 Double-click Environment.

3 On the General tab, select or deselect Launch Messenger At Startup.

If you are running both GroupWise and GroupWise Messenger and you exit GroupWise,
GroupWise Messenger continues to run until you exit it also.

Displaying GroupWise Messenger Options

1 In GroupWise, click Tools, click Messenger, then click Preferences.
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Scheduling Group and Posted Items

You can schedule appointments, tasks, and reminder notes for yourself and other users, whether
the event happens once or on a recurring basis. You can also reserve a block of time with a posted
appointment.

For information about how appointments, tasks, and reminder notes differ from other item types,
see “Understanding GroupWise Item Types” on page 41.

Using Auto-Date, you can schedule recurring appointments, tasks, or reminder notes. For more
information, see “Scheduling Recurring Items” on page 127.

If you want to find out whether someone accepted a task or is coming to your meeting, you can
check for an accepted or declined status in the item’s Properties. For more information, see
“Checking the Status of Your Items” on page 69.

Notify can send you a notification when recipients have accepted, declined, or completed items.
For more information, see “Receiving Notification About Items You Send” on page 69.

All scheduled items can be retracted or rescheduled, even if the recipients have already opened and
accepted them. For more information, see “Retracting Items You’ve Sent” on page 68 and
“Rescheduling an Appointment” on page 117.

For more information about managing items after they have been sent or received, see “Managing
Sent Items” on page 67 and “Managing Received Items” on page 72.

This section contains the following topics:
¢ “Scheduling Appointments” on page 115
+ “Sending Tasks” on page 120
+ “Sending Reminder Notes” on page 123
* “Accepting or Declining Scheduled Items” on page 125
* “Specifying a Time Zone for an Appointment” on page 126

¢ “Scheduling Recurring Items” on page 127

Scheduling Appointments

Use appointments to schedule blocks of time on a specific date or range of dates.

You can use Busy Search to check for a time when all the users and resources you want for an
appointment are available.

This section contains the following topics:
* “Scheduling an Appointment for Other Users” on page 116

¢ “Rescheduling an Appointment” on page 117
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“Canceling an Appointment” on page 117

“Scheduling an Appointment for Yourself” on page 117
“Checking When Everyone Is Available” on page 118
“Formatting Your Appointments in ICAL” on page 120

Scheduling an Appointment for Other Users

1
2

Click MH on the toolbar.

In the To box, type a username, then press Enter. Repeat for additional users. In addition,
include any resource IDs (such as conference rooms) in the To box. If necessary, type
usernames in the CC and BC boxes.

or

To select usernames or resources from a list, click Address on the toolbar, double-click each
user, then click OK.

To change the From name (to another account or proxy), click M, then click a name.
Type the place description in the Place box.

Specify the start date.

or

Click to specify a date or auto-date for your appointment.

Specify a start time and duration. Duration can be in minutes, hours, or days.

Type a subject and message.

If you want, change the font of the message text. For information, see “Changing the Font of
Items You Send” on page 45.

.;, Appointment To: Alfons Skoczylas; Grace Smith; Heather Sarmi - |EI|1|

File Edit Yiew Actions Tools ‘Window Help

“ Dil send 3¢ Cancel I%.ﬂu:h:lress & mBusySearch | S

Appaintment | Send Options |

¥ [ B K B”

From: v| |Sophie Jones cc I

To: |AIFOns Skoczylas; Grace Smith; Heather(,..) BC: |

Flace: IMy office

Start date:  [2/12/2003 J3:00:00 PM
Duration: |1 Hour
Subject: IProject Status Meeting

Flease bring your updated status For this month,

Folder: Calendar &
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8 If you want to make sure the people and resources for the appointment are available, you can
do a busy search by clicking Busy Search on the toolbar. See “Checking When Everyone Is
Available” on page 118.

You can specify many options, such as making this appointment a high priority, requesting a
reply from recipients, and more, by clicking the Send Options tab.

9 Click Send on the toolbar.

Rescheduling an Appointment

If you want to make sure the people and resources for the appointment are available, you can do a
busy search by clicking Busy Search on the toolbar.

1 Click the Sent Items folder in the Folder List.

2 Click the appointment to reschedule.

3 Click Actions, then click Resend.

4 I[fthe original appointment was an auto-date appointment, click This Instance or All Instances.
5 Make your changes, then click Send on the toolbar.

6 Click Yes to retract the original item.

To reschedule an appointment for a new time on the same day, open your Calendar and drag the
appointment to the new time.

Canceling an Appointment

You can cancel an appointment if you scheduled it or if you have the necessary Proxy rights to the
scheduler’s Mailbox.

1 Click the Sent Items folder in the Folder List.

2 Click the appointment you want to cancel.

3 Click Edit, then click Delete.

4 I[fthe original appointment was an auto-date appointment, click This Instance or All Instances.

5 Click All Mailboxes, then click OK.

Scheduling an Appointment for Yourself

If you are not available for meetings, schedule a posted appointment for those times. When another
user includes you in an appointment and does a busy search, the user can see you are not available
at those times, but can still schedule over your appointment.

Posted appointments are placed in your Calendar on the date you specify. They are not placed in
your Mailbox or in any other user’s Mailbox.

% Mew Appk v|

1 On the toolbar, click the arrow on the button, then click Posted Appointment.
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£ Posted Appointment 10l =|
File Edit Yiew Actions Tools ‘Window Help

“ %‘_EPost 3 Cancel &2 | Spe | o = | ' b U ¢ | »

Appaintrment | Options I

Subject: IDentist appaintment

Place: I

Start date:  |3/15/2003 & [p:00:00 Am

Duration: |1 Hour 30 Minuktes

I Folder: Calendar |

or

In your Calendar, open a view with an Appointments List, click a date, then double-click a
time in the Appointments List.

2 Type a subject and a place (optional).

3 Specify the start date and start time if you haven’t already done so.

4 [f necessary, click to specify a date or auto-date for your appointment.
8 Specify a duration. Duration can be in minutes, hours, or days.

6 Type a message (optional).

You can specify many options, such as making this appointment a high priority and more, by
clicking the Options tab.

7 Specify a Show Appointment As type by clicking Actions, clicking Show Appointment As,
then clicking a type (optional).

8 Click Post on the toolbar.

Posted appointments are placed in your Calendar on the date you specified. They are not placed in
your Mailbox or in any other user’s Mailbox.

Checking When Everyone Is Available

Use Busy Search to find a time when all the people and resources you want to schedule for a
meeting are available.

1 In an appointment you are creating, specify usernames and resource IDs in the To box.
2 Specify the first possible day for the meeting in the Start Date box.

3 Specify the meeting’s duration.

4 Click Busy Search on the toolbar.
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@ Choose Appointment Time - |EI|1|

Available Times  Individual 5 chedules |

Invite To Meeting... | 82003 | ThursdayJanuary 3,2003 | |
2]3[4|a[ao[n12[1[2]3][4] 8]
att Barnard 1 ;I
(1) Sophie Jones (|
Al 1 _>l_|

To view information, move the time cursor, or click the mouze on
a shaded rectangle above.

Desired Time
Start Date: 14742003 Start Time:  9:00:00 A
Duration: 1 Hour Available
[ Ot Of Office DBusy [ Tentative ak. I Cancel Auto-Select

| Y

The legend at the bottom of the Busy Search dialog box shows the meaning of the various
Show Appointment As patterns on the grid.

If (i) appears to the left of the username or resource, you can click a scheduled time across
from the username or resource on the Individual Schedules tab to display more information
about the appointment in the box below. However, the user or resource owner must give you
appointment Read rights in their Access List before the (i} icon appears. See “Adding and
Removing Proxy Names and Rights in Your Access List” on page 178.

To exclude a username or resource from the search without deleting it, click the Available
Times tab, then click the check box next to the user or resource to deselect it. Excluding a
person or resource from the search is useful if a user (like a CC recipient) should be invited to
a meeting but does not necessarily need to attend. To include a user or resource name that has
been excluded, click the check box next to the user or resource to select it.

5 Click Auto-Select to select the first available meeting time, then click OK to transfer the users,
resources, and selected time and duration back to the appointment you were scheduling.

or

Click Auto-Select until the time you want is displayed, then click OK to transfer the users,
resources, and selected time and duration back to the appointment you were scheduling.

or

Click the Available Times tab to see possible meeting times, click a time to select it, then click
OK to transfer the users, resources, and selected time and duration back to the appointment
you were scheduling.

6 To remove a user or resource from the Invite to Meeting list after the search, click the
Available Times tab, click the username or resource to remove, press Delete, then click Yes.

This is useful if you want to include several conference rooms in the search to find one that is
available, then eliminate those you do not want.

7 Complete and send the appointment.
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If you want to do a busy search before creating an appointment, click Tools, then click Busy
Search. Specify information in the Busy Search dialog box, then click OK to perform a busy
search. When you find a time you want for a meeting, click Request Meeting to transfer the
information to a new appointment view, then complete the appointment.

You can change the search range for one appointment by scheduling the appointment with
Tools > Busy Search and changing the number in the Number of Days to Search box.

Changing Busy Search Options

You can change the search range, time, and days default for all appointments on the Busy Search
tab in Date Time Options.

1 Click Tools, click Options, double-click Date & Time, then click the Busy Search tab.
2 Change the options you want.
3 Click OK.

Formatting Your Appointments in ICAL
1 Click Accounts, then click Account Options.
2 Click General Options.
3 Select Use ICAL When Sending Appointments Via SMTP.
4 Click OK.

If the recipients of your appointment use messaging and calendaring software that supports ICAL,
they will receive an appointment item. If their messaging and calendaring software does not
support ICAL, they will receive a mail item with the appointment information added to the
message text.

Sending Tasks

A task is an item to be completed by a specified date and time that displays on the Calendar. When
you assign a task to a user, the user can accept or decline the task, but until it is declined or
completed, the task appears on the user's Tasks List and on the user’s Calendar each day.

After it is accepted, a task appears on the Calendar on its start date. When the due date is past, the
task displays in red on the Calendar. When you mark a task Completed, it no longer carries over
to the next day on your Calendar.

After you finish a task, you can mark it Completed. As the originator of an assigned task, you can
have GroupWise send you notification when the task is marked Completed. (You must have Notify
running to receive notification). A Completed status, including the date and time the task was
marked Completed, is placed in the Properties window.

HINT: You can also create a checklist that is not associated with your Calendar. In this type of checklist, any
item type (mail, appointment, task, reminder note, phone message) can be used. For information, see
“Creating a Checklist” on page 82.

This section contains the following topics:
* “Assigning a Task to Other Users” on page 121
+ “Assigning a Task to Yourself” on page 122
* “Marking Tasks Completed” on page 123
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Assigning a Task to Other Users

1 Click Mtl on the toolbar.

& Task To: Joe Pangilinan; Kuo-Chang Huang; Tabitha Hu - |EI|1|

File Edit Yiew Actions Tools ‘Window Help

(=

“ Dil send 3¢ Cancel I@.ﬂu:h:lress & | S | ¥ = | F b

Task |Send COptions I

Fram: v| |5ophie Jones oo |

To: |Joe Pangilinan; Kuo-Chang Huang; Tabl...)  gC: I

z. | E»

Start date:  [2/14/2003

Due an: |2f21/z003

| ola

Subject: I Priority:

I Folder: Calendar I |

2 [nthe To box, type a username, then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes.

or
To select usernames from a list, click Address, double-click each user, then click OK.
3 To change the From name (to another account or proxy), click M, then click a name.

4 Type the date you want the task to begin and the date you want the task to be completed. You
can type the same date in both boxes.

or
Click 2 to specify dates or auto-dates for your task.

5 Type the subject.

6 Type a priority for the task.

The task priority can consist of a character followed by a number. The following are
acceptable formats: A1, C2, B, 3, and so forth. Task priorities are optional.

7 Type a description of the task.

You can specify many options, such as making this task a high priority, requesting a reply from
recipients, and more, by clicking the Send Options tab.

If you want, change the font of the message text. For information, see “Changing the Font of
Items You Send” on page 45.

8 Click Send on the toolbar.
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Assigning a Task to Yourself
1 Click the arrow on the MH icon, then click Posted Task.

& Posted Task 10l =|
File Edit Yiew Actions Tools ‘Window Help
“ Bgrost 3 Cancel  oF | B L. | 2 ER | FFF b v ¢ | »
Task |Opti0ns|
Subiject: | Priority: |
Start date:  [1/7/2003
Due on: [1/7/2003
I Faolder: Calendar Il_ Completed/él
or

In your Calendar, open a view with a Tasks List (for example, the Day view), click a date, then
double-click an empty space in the Tasks List.

2 Type a subject.
3 Type a priority for the task.

The task priority can consist of a character followed by a number. The following are
acceptable formats: A1, C1, B, 3, and so forth. Task priorities are optional.

4 Type the date you want the task to begin and the date you want the task to be completed. You
can type the same date in both boxes.

or
If necessary, click =21 to specify dates or auto-dates for your task.
5 Type a message.

You can specify many options, such as making this task a high priority and more, by clicking
the Options tab.

6 Click Post on the toolbar.

Posted tasks are placed in your Calendar. They are not placed in your Mailbox, or in any other
user’s Mailbox.

HINT: You can also create a checklist that is not associated with your Calendar. In this type of checklist, any
item type (mail, appointment, task, reminder note, phone message) can be used. For information, see
“Creating a Checklist” on page 82.
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Marking Tasks Completed

When you finish a task, you can mark it Completed. Tasks you mark Completed are not carried
over to the next day on your Calendar. Completed tasks are distinguished by a check mark in your
Calendar. Overdue tasks display in red.

If you mark a task Completed, then realize you left some part of it incomplete, you can unmark it.
Unmarked tasks display on the current day in your Calendar.

When you mark a task Completed, GroupWise sends notification to the originator of the task if he
or she selected return notification in Send Options. A Completed status, including the date and
time the task was marked Completed, is placed in the originator’s Properties window.

This section contains the following topics:
+ “Marking a Task Completed” on page 123
¢ “Checking the Completion Status of a Task™ on page 123

Marking a Task Completed
1 Click Window, then click Calendar.
2 Sclect the check box next to the task.

To unmark a task that has been marked Completed, deselect the marked check box next to the
task.

Checking the Completion Status of a Task
1 Click the Sent Items folder in the Folder List.

2 Open the task you want to check.
3 Click the Properties tab.

Sending Reminder Notes

Reminder notes are like mail messages except they are scheduled for a particular day and appear
on the Calendar for that date. You can use reminder notes to show vacations, holidays, pay days,
birthdays, and so forth.

This section contains the following topics:
¢ “Scheduling a Reminder Note for Yourself” on page 123
+ “Scheduling a Reminder Note for Other Users” on page 124

Scheduling a Reminder Note for Yourself

Posted reminder notes are placed in your Calendar on the date you specify. They are not placed in
your Mailbox or in any other user’s Mailbox.

1 From your Calendar, open a view with a Reminder Notes List (for example, the Week view).
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2 Click a date, then double-click an empty space in the Reminder Notes List.
3 If necessary, click ==l to specify a start date or auto-date for your reminder note.
4 Type a subject and the reminder note.

You can specify many options, such as making this reminder note a high priority and more,
by clicking the Options tab.

5 Click Post on the toolbar.

To access the information later, open your Calendar and select the date the information appears on.
Double-click the reminder note in the Reminder Notes List.

Scheduling a Reminder Note for Other Users
1 Click File, click New, then click Reminder Note.
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B Reminder Note To: Joe Pangilinan 10l =|

File Edit Yiew Actions Tools ‘Window Help
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Reminder Mote | Send Options I

From: - | |Matt Barnard cc I

To: |Joe Pangilinan BC: I

Start date:  |4/15/2003

Subject: I

I Folder: Calendar |

2 [nthe To box, type a username, then press Enter. Repeat for additional users. If necessary, type
usernames in the CC and BC boxes.

or

To select usernames from a list, click Address on the toolbar, double-click each user, then
click OK.

3 To change the From name (to another account or proxy), click M, then click a name.
4 Type a subject (optional) and the reminder note message.

If you want, change the font of the message text. For information, see “Changing the Font of
Items You Send” on page 45.

5 In the Start Date box, type the date this reminder note should appear in the recipients’
Calendars.

or
Click 2 to specify a start date or auto-date for your reminder note.

You can specify many options, such as making this reminder note a high priority, requesting
a reply from recipients, and more, by clicking the Send Options tab.

6 Click Send on the toolbar.

Accepting or Declining Scheduled Items

When you receive an appointment, task, or reminder note, you might not be able to accept. In
GroupWise, you can let the sender know if you accept or decline, specify a level of acceptance or
availability, and add additional comments. You can also delegate the item to another user. The
sender can find your response by checking the item’s Properties.

1 Open the appointment, task, or reminder note.

2 Click Accept or Decline on the toolbar.

Scheduling Group and Posted ltems 125



or

Click the down-arrow to the right of the button to select an Accept level of availability, or to
select Decline with Options.

3 If you selected Decline with Options, you can type a comment (optional), then click OK.

By default, the sender can view your comment by viewing the item properties in the Sent
Items folder. However, for more noticeable notification when someone declines an item, the
sender has the option under Tools > Options > Send > Appointment/Task/Reminder Note to
set Return Notification When Declined to Mail Receipt, Notify, or both.

4 [f the item is an Auto-Date item, click This Instance to accept or decline this one Auto-Date
item, or click All Instances to accept or decline all instances of the Auto-Date item.

Accepting and Declining Resource Requests

You can accept or decline resource requests only if you are the resource owner and have been
granted Read and Write rights.

1 In the Main Window or Calendar, click File, then click Proxy.
or

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching to indicate what mode of GroupWise you are running in).

2 Click the resource you own.

If the resource you own isn't listed, click Proxy, type the name of the resource you own in the
Name box, then click OK.

3 Double-click the item you need to accept or decline.

4 Click Accept or Decline on the toolbar.

Specifying a Time Zone for an Appointment

The Time Zone feature lets you schedule a meeting for recipients in different time zones who will
be meeting in a single location.

Normally, GroupWise automatically adjusts meeting times based on the recipients’ time zones. For
example, a meeting scheduled by a user in Utah for 10:00 would be displayed as 9:00 for a
recipient in California and as 12:00 for a user in New York because these users are in different time
zones. Because GroupWise adjusts the time, all the users scheduled for a conference call would
call in at the same moment, even though their local time may differ.

Use the Time Zone feature if you don’t want Group Wise to adjust to the recipients’ local time zone.
For example, if you are in the Saskatchewan time zone and include users from the Mountain Time
(US & Canada) time zone in your appointment, you would use the Time Zone feature if these users
are flying to Saskatchewan for the appointment. Time Zone ensures that the appointment in their
Calendars and Mailboxes shows the correct Saskatchewan time.

1 Open and create a new appointment.

2 Click Actions, click Select Time Zone, click the Time Zone drop-down list and select the time
zone for the appointment location, then click OK.
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Select Time Zone K E3

Time Zone:
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3 Click Send on the toolbar.

When the users you have scheduled with the Time Zone feature receive the appointment, they will
see a time annotation after the subject when they see the appointment in their Mailboxes. For
example, if the subject of the meeting is “Marketing Conference” and the time zone is
Saskatchewan, users would see a subject and time annotation similar to the following: Marketing
Conference (Saskatchewan). In the users’ Calendars, the place is annotated with the time zone,
rather than the subject.

Scheduling Recurring Items

Use Auto-Date to schedule recurring appointments, tasks, and reminder notes.

Auto-Dates can occur on the same day every week (for example, every Monday), the same days
of the month (for example, the 15th and last day), or any other defined series of dates. You can also
use Auto-Date to schedule irregular or infrequent events, such as holidays.

When you send an auto-date item, Group Wise copies the item and places one of the defined dates
in each copy of the item. For example, if you define five dates for the event, GroupWise makes
five copies of the item and schedules one copy for each date. If you send the item to other users,
you will have five outgoing items with a five-occurrence auto-date. If you receive the event, you
will find five copies of the incoming item in your Mailbox, each scheduled for a different date.

You can create an auto-date three ways.
¢ Dates lets you select specific days from a year calendar.

+ Example lets you schedule events on the same day every week, the same day each month, or
periodically.

+ Formula lets you enter the scheduling information in text format.

This section contains the following topics:
¢ “Scheduling a Recurring Item by Dates” on page 128
¢ “Scheduling a Recurring Item by Example” on page 128
¢ “Scheduling a Recurring Item Based on Another Day of the Week™ on page 128
+ “Scheduling a Recurring Item Based on the Last Day of the Month” on page 129
¢ “Scheduling Auto-Dates by Formula” on page 129

+ “Using Auto-Date Formula Functions and Operators” on page 130
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Scheduling a Recurring Iltem by Dates

1 In an appointment, task, or reminder note you are scheduling, click Actions, then click Auto-
Date.

2 Click the days you want to schedule.
3 To move to a different year, click the year button, type the new year, then click OK.
4 [f you want to clear all the dates you have selected, click Reset.

5 Click OK.

Scheduling a Recurring Iltem by Example

1 In an appointment, task, or reminder note you are scheduling, click Actions, then click Auto-
Date.

2 Click the Example tab.
3 In the Range group box, specify the starting date and ending date.
or

To specify a certain number of occurrences rather than a range, specify the starting date, click
the End drop-down list, click Occurrences, then specify the number of occurrences.

4 Click the Days of the Week drop-down list, then click an option.
5 Click the months to schedule. To schedule all of the months, double-click any month.

6 If you clicked Days of the Month, click an option from the On drop-down list, then click the
numbered days you want to schedule (for example, 1 and 15).

or

If you clicked Days of the Week, click the ordinal number across from the day of the week to
schedule (for example, 2nd Tue).

or
If you clicked Periodic, specify a period length (for example, Recur Every 15 Days).
7 If you want to clear the dates you have selected, click Reset.

8 To verify that you scheduled the correct dates, click the Dates tab. The dates you scheduled in
the Example tab are selected in the calendars. If you want to deselect any occurrence, click
the days you want to deselect on the Dates tab.

9 Click OK.

Scheduling a Recurring Item Based on Another Day of the Week

128

You can schedule recurring items for events that occur a specified number of days prior to or after
a specified day of the week. For example, you could schedule a meeting on the Monday following
the first Sunday of each month (which may or may not be the first Monday of the month).

1 In an appointment, task, or reminder note you are scheduling, click Actions, then click Auto-
Date.

2 Click the Example tab.
3 In the Range group box, specify the starting date and ending date.
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Click the months you want to include. To include all months, double-click any month in the
Months group box.

Click one or more ordinal numbers in the row across from the day of the week you want to
base your scheduling on (for example, 1st in the Sun row).

Click a day of the week (for example, Sun).
Specify the number of days to offset (for example, 1), then click OK.

To verify the dates you have scheduled, click the Dates tab and check the dates selected in the
calendar.

Click OK.

Scheduling a Recurring Item Based on the Last Day of the Month

You can schedule recurring items for events that occur a specified number of days before or after
the last day of the month. For example, if you want a reminder note to appear in your Reminder
Notes List on the second-to-last day of each month, type -1 in Step 8 below.

1

10

In an appointment, task, or reminder note you are scheduling, click Actions, then click Auto-
Date.

Click the Example tab.

In the Range group box, specify the starting date and ending date.

Click the months you want to include.

To include all months, double-click any month in the Months group box.
Click the Days of the Week pop-up list, then click Days of the Month.
Click one or more days of the week (for example, Mon, Wed, and Fri).
To include all days, double-click any day in the group box.

Click Last, then click the Last button.

Specify the number of days to offset, then click OK twice.

To verify the dates you have scheduled, click the Dates tab and check the dates selected in the
calendar.

Click OK.

Scheduling Auto-Dates by Formula

Schedule items this way for events that occur on the same day each week (for example, every
Monday), the same day each month (for example, the 15th and last day), or in a defined period of
time (for example, every 14 days). You can accomplish the same type of scheduling more easily
using the Example and Dates tabs. Formulas should only be used if you are comfortable working
with them.

1

2
3

In an appointment, task, or reminder note you are scheduling, click Actions, then click Auto-
Date.

Click the Formula tab.
In the Range group box, specify the starting date and ending date.

or
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To specify a certain number of occurrences rather than a range, specify the starting date, click
Occurrences in the End drop-down list, then specify the number of occurrences.

4 Type the formula text.
5 If you want to clear the Auto-Date dialog box, click Reset.

6 To verify that you have scheduled the correct days, click the Dates tab. The days you
scheduled are selected in the calendar. If you want to deselect any occurrence, click the day
you want to deselect on the Dates tab.

7 Click OK.

For information on how to enter formula text, see “Using Auto-Date Formula Functions and
Operators” on page 130.

Using Auto-Date Formula Functions and Operators

You can schedule auto-dated items by formula, dates, or example. Formulas should only be used
if you prefer them; scheduling is much easier by dates or example.

This section contains the following topics:
¢ “Auto-Date Formula Functions” on page 130

¢ “Auto-Date Formula Operators” on page 131

Auto-Date Formula Functions

Use the auto-date functions listed below to schedule specific days of a week, month, or year. You
must use the exact spelling of the functions. For example, GroupWise reads “tue”, but not “tues”.
GroupWise formula functions are not case-sensitive.

This section contains the following topics:

*

“Day of the Week™ on page 130

+ “Day of the Month” on page 130

+ “Day of the Year” on page 130

¢ “Month of the Year” on page 131

¢ “Year” on page 131

* “Weekday of the Month” on page 131

Day of the Week

For example, TUE would schedule all Tuesdays.

Day of the Month

For example, the number 3 would schedule the 3rd day of the month. Also, the word LAST would
schedule the last day of the month.

Day of the Year
For example, 35 would schedule the thirty-fifth day of the year.
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Month of the Year

For example, JAN would schedule all days in January.

Year

For example, 2003 would schedule all days in 2003.

Weekday of the Month

For example, TUE(1). This would schedule the first Tuesday of the month. Also, SUN(LAST)
would schedule the last Sunday of the month, and FRI(LAST-1) would schedule the second to last
Friday of the month.

Auto-Date Formula Operators

An operator is a character or word you insert in an auto-date formula to perform a specific
operation. Each operator is assigned a priority, meaning that when a formula is evaluated, some
operations are performed before others.

You can use grouping operators to group operators according to their priorities. The table below
lists operators and their priorities. Additional details about the operators are provided following

the table.
Function Priority
A blank space (high-priority And) 1
Plus or + 2
Minus or - 2
To or: 3
Every. . .Starting 4
Every. . .Ending 4
Before 5
On/Before 5
After 5
On/After 5
Near 5
Near/After 5
Oror, 6
Not or! 6
And or & (low-priority And) 7

This section contains the following topics:

+ “Grouping Operators” on page 132
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+ “High-Priority And” on page 132
* “Offset Operators” on page 132
+ “Range” on page 133

* “Periodic Operators” on page 133
+ “Relative Operators” on page 133
¢ “Or” on page 133

+ “Not” on page 134

+ “Low-Priority And” on page 134

Grouping Operators

Use parentheses as grouping operators to change the priority of operators or to group functions
together for clarification.

For example, because the high-priority And operator (a space) has a higher priority than the Or
operator (a comma), the formula below means that all scheduled days must fall on a Tuesday or
must fall on a Thursday and be in the month of July or must be in the month of August.

tue,thu jul,aug

In other words, the formula is performed as if parentheses were inserted as follows:
(tue,thu) (jul,aug)

Now examine the following formula:

(tue),(thu jul),(aug)

This formula would schedule all Tuesdays, all Thursdays in the month of July, and all days in the
months of August. Notice how the meaning changes when parentheses are included as in the
formula below.

(tue,thu) (jul,aug)

With the above formula, all scheduled days must fall on a Tuesday or Thursday and must be in the
month of July or August. The end result is that only Tuesdays and Thursdays in July and August
are scheduled.

High-Priority And

A space between two functions acts as an And operator, meaning that both functions must hold
true. For example, 25 means the 25th day of all months in all years. But 25 oct means that all
scheduled days must fall on the 25th day of the month and must be in October. And 25 oct 2003
means that all scheduled days must fall on the 25th day of the month and must be in October and
must be in the year 2003.

Offset Operators

You can use a positive offset operator (+ or the word PLUS) or a negative offset operator (- or the
word MINUS) to add a relative offset to a function or statement.

For example, to schedule an event three days before the first Thursday in February for all years,
you could enter the following formula:

thu(1) feb-3
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Range

The range operator (: or the word To) functions like a series of Or operators (see “Or” on page 133)
between each item (day, month, etc.) in the range. For example, if you want to schedule the 15th
of every month, but only if the 15th is a weekday, you could enter either of the following formulas:

15&mon:fri
15(mon:fri)

This formula means that all scheduled days must fall on the 15th of the month and must be a day
from Monday to Friday. Another way of describing the formula is that all scheduled days must fall
on the 15th of the month and must be a Monday or Tuesday or Wednesday or Thursday or Friday.

Periodic Operators

The three periodic operators are Every, Starting, and Ending. Use Every in combination with
Starting and/or Ending to schedule days at regular intervals, beginning on a specific date and/or
ending on a specific date. For example, suppose you want to schedule a meeting for once a week
starting on March 3, 2003 and continuing through June 11, 2003. You could use the following
formula:

every 7 starting mar 3 2003 ending jun 11 2003

The formula will schedule every seventh day starting with March 3, 2003 and ending with June
11, 2003. The starting date is always scheduled as the first day and the ending date is scheduled
only if it naturally falls at the Every interval.

If you do not use both the Starting and Ending operators, the starting or ending date is the first or
last date in the Calendar file.

For example, examine the following formula:
every 7 starting mar 3 2003

The above formula schedules every seventh day starting on March 3, 2003 and continuing to the
last date in the Calendar file. The Every command will work with numbers up to 30. For example,
“every 45 starting mar 3 2003” is not a valid formula.

Relative Operators

The six relative operators are Before, On/Before, After, On/After, Near, and On/Near. Use these
operators to schedule days relative to a specific date. For example, to schedule the Monday closest
to November 6 in all years, you could enter the following formula:

mon on/near nov 6

If you need to schedule the first Tuesday after November 6, 2003, you could enter the following
formula:

tue after nov 6 2003

Or

You can use the Or operator (a comma or the word Or) to indicate that one or the other function or
statement must hold true in order to schedule days.

For example, to schedule an appointment on the 15th day of each month in the year 2003, but only
if the 15th falls on a Tuesday or Thursday, enter the following formula:
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15 2003 (tue,thu)

Not
When placed before a function, the Not operator (! or the word Not) negates that function.

For example, if you want to schedule all days in January 2003 except for Tuesdays and Thursdays,
you could use the following formula:

jan 2003 !tue !thu

Low-Priority And

Like a space, the low-priority And operator (& or the word And) between two functions indicates
that both functions must hold true. However, the low-priority And has the lowest priority of all
operators.

For example, examine the following formula:
tue,thu jul,aug

This means that scheduled days must be a Tuesday or must be a Thursday and must be in July or
must be in August. However, suppose you were to substitute the high-priority And (a space) with
a low-priority And, as in the following formula:

tue,thu and jul,aug

The above formula indicates that scheduled days must be a Tuesday or must be a Thursday and
must be in July or must be in August. In the first formula, the And operator is evaluated before the
Or operators. In the second formula, the And operator is evaluated after the Or operators.

134 GroupWise 6.5 Windows Client User Guide



Using Your Calendar

You can view your schedule in a variety of views or formats, including day, week, month, year,
task list, project planner, and multi-user. For example, the month view lets you view a month
schedule, while the Multi-User view lets you view, compare, and manage the schedules of multiple
users or resources to whose Calendars you have proxy rights.

You can use Graphic Display to show appointment duration in blocks to visualize time use in your
schedule or you can use Text Display to better comprehend the sequence of your appointments.
Time intervals in the Appointments List can be adjusted from ten minutes to two hours, depending
on how detailed a list you want to see. You can also define your work schedule to display only your
office hours on your Calendar. And by using Show Appointment As, you can display levels of
availability for appointments in Busy Search and in your Calendar.

Use the Show and Filter (@) drop-down lists in the Calendar header to filter for scheduled items
according to category or other filter criteria.

This is the Calendar header:

i Calendar Show: All Categories @

Many types of calendar views and printouts are available to let you choose the one that displays
the information you need.

This section contains the following topics:

*

*

*

*

*

*

*

*

“Viewing Your Calendar” on page 136

“Reading an Item in Your Calendar” on page 138

“Saving an Item in Your Calendar” on page 138

“Viewing the Calendars of Multiple Users or Resources” on page 139
“Printing Calendar Items” on page 141

“Changing the First Day of the Week in Your Calendar” on page 143
“Viewing a Different Date in the Calendar” on page 143

“Setting Alarms for Calendar Items” on page 143

For additional calendaring and scheduling information, see Chapter 5, “Scheduling Group and
Posted Items,” on page 115.
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Viewing Your Calendar

This section contains the following topics:

*

*

*

*

“Opening the Calendar Folder or a Calendar View” on page 136

“Navigating in the Calendar” on page 137

“Viewing As Calendar” on page 138

“Understanding the Icons Appearing Next to Items in Your Calendar” on page 138

Opening the Calendar Folder or a Calendar View

%4 Novell GroupWise - Calendar

The calendar view in the folder list has a toolbar that provides access to several Calendar view
options. You can add more buttons to the Calendar toolbar and configure them however you want.
The view that is displayed when you exit your Calendar will be displayed when you open the

Calendar folder again.

1 Click Calendar in the Folder List, then click the buttons on the Calendar toolbar to choose

different views.
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or

Click Window, click Calendar, then click a calendar view.
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You can view the Calendar in various formats, including -—=~|- month, and year. Click a different

8

button on the Calendar toolbar or click the arrow on the

| button, then click a view.

You can right-click any day in the Calendar to get more options. For example, you can see any day
in an expanded view that displays in a separate window. You can also switch between Graphic

Display and Text Display.

If you want, you can close your folder list to leave more room for other views in the Main Window.

Click View, then click Folders List to open or close the Folder List display.

Navigating in the Calendar
Use the Calendar toolbar to see what you want in the Calendar.

This is the Calendar toolbar:

|1/17/2003 EB| ] 410 470 31> <35p |1'|E_T||6|E|E|+—|

To select a date to view, click , then click a date.

To return to today's date, click [Z.

To move forward or back one day, click the arrow buttons on ﬂ
To move forward or back one week, click the arrow buttons on ﬂ
To move forward or back one month, click the arrow buttons on -
To move forward or back one year, click the arrow buttons on @.
To see a day view, click 5| )

. .=
To see a week view, click .
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To see a month view, click G4 .
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10 To see a year view, click ==,

11 To see a Multi-User view, click .

12 To see a non-default view that you have created, click @

13 To show or hide appointments (on views where this applies), click el
14 To show or hide tasks (on views where this applies), click =]

15 To show or hide reminder notes (on views where this applies), click =l
16 To show another day in the week view, click Ll

17 To remove a day from the week view, click =l

Viewing As Calendar

This method of viewing your Calendar is useful if you store all your appointments or other items
for a specific project or client in one folder and want to see your schedule for that project only.

1 Click a project folder in the Folder List.
2 Click , then click As Calendar.

or
Click E

All scheduled, accepted items that are saved in that folder display.

Understanding the Icons Appearing Next to Items in Your Calendar

The icons that appear in your calendar give you additional information about items. See “Icons
Appearing Next to Items in Your Mailbox and Calendar” on page 25 for more information.

Reading an Item in Your Calendar

1 Click Calendar in the Folder List.

2 Double-click the item you want to read.

In all views except the Year view, you can rest your mouse pointer on most items and see
information such as Subject, Time, Place, and To.

Saving an Item in Your Calendar

In your Mailbox or Calendar, click the item you want to save, click File, then click Save As.
Ctrl+click the item and attachments you want to save.

Select to save the item to disk or to a GroupWise® Library.

A WO N =

Type a filename for the item in the Save File As box.
or
Type a subject name in the Subject box.

5 To save the item in a different directory than is shown in the Current Directory text box, click
Browse, then select the new directory.
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or

To save the item in a different GroupWise Library, click the drop-down list, then select a
library name.

6 If you are saving to disk, select Report Filename Conflicts to be prompted before replacing a
file with the same name.

7 If you are saving to a GroupWise Library, make sure Set Properties Using Default Values is
selected unless you want to specify document properties at this time.

8 Click Save, then click Close.

Saved items remain in your Calendar as well as being copied to the location you specify. Items are
saved in WordPerfect* format with a .doc extension so that they can also be opened in Word.
Attachments are saved in their original format.

Viewing the Calendars of Multiple Users or Resources

The Multi-User Calendar view lets you see the schedules of several users or resources side-by-
side. Use this view to find out what everyone’s schedule is for the day, or find out which of your
company’s conference rooms is free at a specific time.

IMPORTANT: You must have the appropriate Proxy rights for each user or resource in order to include them
in a Multi-User view. (See “Giving Other People Access to Your Mailbox” on page 177.) For example, if you do
not have Read rights for appointments, you will not be able to see another person's schedule in the Multi-User
view.

For each Multi-User view, you need to create a list of the users or resources whose calendars you
want to display. The order of names in the list, called a Multi-User List, determines the order in
which the calendars display in the Multi-User view.

This section contains the following topics:
+ “Viewing the Calendars of Multiple Users or Resources” on page 139
+ “Modifying a Multi-User List” on page 140
¢ “Creating a Multi-User Calendar View” on page 140

Viewing the Calendars of Multiple Users or Resources

You must have the appropriate Proxy rights to add users to a Multi-User List and view their
schedules in a Multi-User view. See “Giving Other People Access to Your Mailbox™ on page 177.

1 Click Calendar in the Folder List, then click the Multi-User view button on the Calendar
toolbar.

2 [fthis is the first time you have used the Multi-User view, right-click in the Multi-User view,
click Multi-User List, click the check boxes by the names of the users whose calendars you
want to view, then click OK.

3 View the users' schedules.

4 If you have appropriate Proxy rights and want to schedule an appointment, you can click and
drag from the time you want the appointment to be, across the users you want to include in
the appointment.

You can modify the Multi-User List associated with this Multi-User view. You can also create
additional Multi-User views.
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Modifying a Multi-User List

You must have the appropriate Proxy rights to add users and resources to a Multi-User List and to
view their calendars in a Multi-User view. See “Giving Other People Access to Your Mailbox™ on
page 177.

1

Click Calendar in the Folder List, then click on the Calendar toolbar.

(If you have created additional Multi-User views, the button may look like &l J)
Right-click in the Multi-User view, then click Multi-User List.

or

Click the arrow to the right of , then click Add or Remove Users.

To add a user or resource, click , double-click a name, then click OK.

To delete a user or resource, click the name, then click Remove User.

or

To delete all the names in the list, click Edit, then click Remove All.

To change the order of the names in the list, click a name, then click the up-arrow or down-
arrow button. The order of names determines the order in which the calendars display in the
Multi-User view.

To remove a user or resource calendar from the Multi-User view without deleting the name
from the list, deselect the check box by the name.

To insert all the names in your Proxy List, click Edit, then click Insert Proxy List.
To reset the list, click Edit, click Remove All, click Edit, then click Insert Last List.
Click OK to save and exit the dialog box.

or

Click Apply to save without exiting.

Creating a Multi-User Calendar View

You must have the appropriate Proxy rights to add users to a Multi-User List and view their
schedules in a Multi-User view. See “Giving Other People Access to Your Mailbox™ on page 177.

1
2
3

Click Calendar in the Folder List.
Right-click the Calendar toolbar, then click Properties.

Click New, then specify a new Name so you can distinguish Multi-User views from one
another.

Click Multi-User in the View Name drop-down list, then click OK twice.

The Multi-User List dialog box displays.

If a user or resource you want in the Multi-User view is not listed, click .
Double-click a user or resource, click OK, then repeat for each user you want to add.

Select the check boxes of the users whose calendars you want to display, then click OK.

You can create additional Multi-User views for other groups of users or resources.
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Printing Calendar Items

Use Print Calendar to print appointments, tasks, and reminder notes in different formats and on
various page sizes.

This section contains the following topics:
¢ “Printing Your Calendar, Task List, or Reminder Note List” on page 141

+ “Printing the Calendars of Multiple Users” on page 142

Printing Your Calendar, Task List, or Reminder Note List

1 Click @ on the toolbar.

Print Calendar E |

I Content I Options I

_E_'f'm;;y Selected famm: _E_':'”'l'_";titze?  as
O Week " BE=85in A5
& ponth  Custom
& List idth: Height:
 Multi-U ser IB.EU in. ITI.DI:I ifn.
M " Franklin sizes

tvailable forms: [Monarch (85:11in) ]

Expandable Maonth Calendar
Franklin Month Calendar — Form orientation
Ralling konth

& Portrait " Landscape

Print I Frewiew. .. Frinter Setup... LCloge

Click a calendar format in the Format group box.

Click a paper size in the Form Size group box.

Click a calendar view under Available Forms.

Click Portrait or Landscape.

Click the Content tab, type a starting date, then read and select other options.
Click Font, make selections, then click OK.
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Click the Options tab, then read and select other options.

For help on any option, click 2, then click the option.
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Print Calendar &= |

Formn | Cantent

Header: I

—Footer———— —Options
V¥ Mame [T DOverflow extra test to fallowing pages
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[ Print to a text file
[ Print to an HTHL file
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9 Click the Preview button to see how the page layout looks with the selected options. If

necessary, change the options.

10 Click Print.

Printing the Calendars of Multiple Users

1 Make sure you have Proxy Read rights to the Mailboxes of all the users whose schedules you

want to print.

2 Click File, then click Proxy to make sure that all of the users whose schedules you want to
print appear in your Proxy List. If they do not appear on the list, add them.

3 Click % on the toolbar.

4 Click Multi-User in the Format group box, click Setup, then select the users whose schedules

you want to print.

Multi-User Setup EH |

Frosies per page:
2 = |
Cancel

5 Specify the maximum number of proxy schedules to print per page in Proxies Per Page. For
example, if you are going to print the schedules of nine users, but only want three schedules

per page, you would specify 3.
6 Click OK.
7 Click a calendar view under Available Forms.

8 Click a paper size in the Form Size group box.
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9 Click Portrait or Landscape.
10 Click the Content tab, then read and select other options.
11 Click the Options tab, then read and select other options.
For help on a dialog box option, click 21, then click the option.

12 Click the Preview button to see how the multi-user page layout looks with the selected
options.

13 Click Print.

Changing the First Day of the Week in Your Calendar

1 Click Tools, then click Options.
2 Double-click Date & Time, then click the Calendar tab.
3 Sclect a day in the Month Display Options group box, then click OK.

Viewing a Different Date in the Calendar

1 If the view displayed has a Calendar toolbar, click , then click a date.
or

If the view displayed has no toolbar, click View, click Go to Date, specify a date, then click
OK.

2 If the view displayed has a Calendar toolbar, click (2.
or

If the view displayed has no Calendar toolbar, click View, then click Go to Today.

Going to a different date is not applicable to some views.

Setting Alarms for Calendar Iltems

GroupWise can sound an alarm to remind you of an upcoming appointment. It can also send an
alarm to an electronic pager. In addition, you can choose to open a file or to run a program when
the alarm goes off. For example, you can set an appointment to back up your files when you aren't
at work and your computer is on.

In Date Time Options, you can specify a default that automatically sets an alarm each time you
accept an appointment. Click Tools, click Options, double-click Date & Time, then select Set
Alarm When Accepted.

This section contains the following topics:
¢ “Setting an Alarm” on page 144
+ “Specifying How Long Before an Event the Alarm Sounds” on page 144

+ “Sending an Alarm to an Electronic Pager” on page 145
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Setting an Alarm

Notify must be running for an alarm to sound.
1 In your Mailbox or Calendar, click an appointment.

2 Click Actions, then click Alarm.

Alarm EHE

Hours before: 0 =4 Minutes before: |5 |
= =
I

Set I
IEN

[ElEaT

Cancel |

3 Specify the number of hours or minutes before the appointment that you want the alarm to
sound.

4 Click Set.

Program to launch when alarm goes off:

If Alarm is dimmed, make sure that the appointment time hasn't already passed.

To remove an alarm that has been set for appointment, click the appointment, click Actions, click
Alarm, then click Clear.

Specifying How Long Before an Event the Alarm Sounds
1 Click Tools, then click Options.
2 Double-click Date & Time, then click the Calendar tab.
3 Make sure Set Alarm When Accepted is selected.

4 Specify the number of minutes before an event that you want an alarm to sound.
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()8 I Cancel |

5 Click OK.
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Sending an Alarm to an Electronic Pager

You can set an alarm in your mailbox or calendar to notify you about the status of a message
through an electronic paging device. Notify must be running for you to receive notification of
alarms, incoming items, or a change in status of outgoing items.

To set up alarms to be diverted to a pager,
1 Make sure Notify is running.
2 Right-click ® on the Windows taskbar, then click Options.
3 Click the Alarms tab.

GroupWise Motify Options E |

Generall Motify  Alarms IHetum Statusl

— Alarm settings

Ichu:urd.wav

=
6a |

™ Launch program I

™ Send to pager I

Format; gateway: service[/option]. PIM
Example: pager:skytel/bd. 12345 0R pager:userid

QK I Cancel Lppli

4 Click Send to Pager.
5 Enter the SMTP address to your electronic pager. For example, 8001234567 @skytel.com.

You can also enter the GroupWise Pager Gateway addressing syntax.

Notify will send the subject of the appointment to your pager at the set alarm time.
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Managing Your Mailbox

GroupWise® provides many features to help you manage your Mailbox.

This section contains the following topics:
* “Using the Folder List” on page 147
+ “Using Shared Folders” on page 152
¢ “Managing Contacts Through Your Mailbox” on page 154
¢ “Using Mailbox Storage Size Information” on page 163
¢ “Running Notify” on page 165
* “Archiving the Items in Your Mailbox” on page 168
+ “Printing Items in Your Mailbox” on page 170
+ “Creating Rules” on page 171
¢ “Giving Other People Access to Your Mailbox™ on page 177
¢ “Saving Items in Your Mailbox” on page 181
* “Owning Resources” on page 182
¢ “Opening and Emptying the Trash” on page 184
+ “Deleting Items from Your Mailbox” on page 185
+ “Backing Up Your Mailbox” on page 186
¢ “Finding Items” on page 187
¢ “Finding Text in Items” on page 193
¢ “Filtering Items” on page 193

+ “Using the Columns in Your Mailbox” on page 203

Using the Folder List

Use folders to store and organize your items. For example, you can group all items related to a
particular task or subject together. A typical user’s Folder List might look like this:
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-1 Technology Ideas
Feedback From Training Meeti
Messages from Director
Status Reports

-7 POP3 Account

............. ‘9 Trash [1]

1 |

All folders in your Main Window are subfolders of your user folder. The user folder represents
your user database, and contains all of your GroupWise information.

For information about the individual folders you might have in your Folder List, see the following:
+ “User Folder” on page 19
+ “Mailbox Folder” on page 19
¢ “Sent Items Folder” on page 20
¢ “Calendar Folder” on page 20
+ “Contacts Folder” on page 20
¢ “Checklist Folder” on page 20
¢ “Cabinet” on page 21
¢ “Documents Folder” on page 21
* “Work in Progress Folder” on page 22
* “Junk Mail Folder” on page 22
¢ “Trash Folder” on page 22
¢ “Shared Folders” on page 22
+ “IMAP4 Account Folder” on page 23
¢ “NNTP Newsgroup Account Folder” on page 23

Click + and - to expand and collapse folders.

Next to any folder (except for shared folders), the number of unread items is shown in square
brackets. Next to the Sent Items folder, the number in square brackets shows how many items are
pending to be sent from Caching or Remote mode.

You can organize items in your folders by moving or linking them. When you move an item into
a folder, it is taken from one location and placed in another. When you link an item to a folder, the
item still exists in its original folder and it also appears in the new folder. When you change a
linked item, it is also changed in the other folders. If an item is linked to multiple folders and you
delete the original item, the copies in your other folders remain.

You can define a different set of properties for each folder in your Mailbox. For example, you can
sort the items in one folder by date, and sort the items in another folder by company.

You can store unfinished items in a predefined folder called Work In Progress. (See “Saving an
Unfinished Item” on page 182.) You can store all of your documents in the Documents folder. (See
“Organizing Your Documents” on page 288.) You can also make folders public by sharing them.
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(See “Using Shared Folders” on page 152.) You can create rules to automatically sort items to
different folders. (See “Creating Rules” on page 171.)

This section contains the following topics:
¢ “Renaming Folders” on page 149
¢ “Deleting Folders” on page 149
¢ “Creating a Personal Folder” on page 149
+ “Creating a Shared Folder” on page 149
* “Moving or Linking an Item to Another Folder” on page 150
¢ “Understanding Find Results Folders” on page 150
¢ “Changing or Deleting Folder Display Settings” on page 152

Renaming Folders
1 In the Main Window, right-click the folder, then click Rename.

2 Type a new name for the folder.

You cannot rename the Calendar, Documents, Mailbox, Sent Items, Checklist, Contacts, Cabinet,
Work In Progress, or Trash folders.

Deleting Folders
1 Right-click the folder you want to delete, then click Delete.
2 Click Items Only or Folder(s) and Items, then click OK.

You cannot delete the Calendar, Documents, Mailbox, Sent Items, Checklist, Contacts, Cabinet,
Work In Progress, or Trash folders. You can delete the Junk Mail folder only if Junk Mail Handling
has been disabled.

To delete a folder that is shared with you, right-click the folder, click Delete, then click Yes.

Creating a Personal Folder
1 In the Folder List, click File, click New, then click Folder.
2 Make sure Personal Folder is selected, then click Next.
3 Type the name and description for the new folder.

4 Click Up, Down, Right, or Left to position the folder where you want it in the Folder List, then
click Next.

8 Specify the display settings for the folder, then click Finish.

If you create a folder, then decide you want it in a different position, drag the folder to a new
position in the Folder List.

Creating a Shared Folder
1 In the Folder List, click File, click New, then click Folder.
2 Click Shared Folder, then click Next.
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3 Type a name and description for the new folder.

H

Click Up, Down, Right, or Left to position the folder where you want it in the Folder List, then
click Next.

Specify the display settings for the folder, then click Next.
In the Name box, start typing the name of the user.
When the user's name appears in the box, click Add User to move the user into the Share List.

Click the user's name in the Share List.

© 0O N o O

Select the access options you want for the user.

10 Repeat Steps 6-9 for each user you want to share the folder with.
11 Click Next.

12 Specify the display settings you want for the folder.

13 When you're done, click Finish.

For more information about shared folders, see “Using Shared Folders” on page 152.

Moving or Linking an Item to Another Folder
1 Drag an item from the Item List to the folder you want.

Press Alt while you drag the item to remove it from all folders it was previously linked to and
place it in only that folder.

Press Ctrl while you drag the item to link it to that folder.

You can also click an item, click Edit, click Move/Link to Folders, select the folders you want to
move or link the item to, then click Move or Link. Select Delete Old Links to remove the item from
all folders it was previously linked to and place it in the selected folder.

If you delete the original item, the copies in your other folders remain.

Understanding Find Results Folders

A Find Results folder is a folder that displays the results of a query. When the folder is opened,
GroupWise examines the search criteria defined for the folder, searches for everything specified,
then displays everything it finds in the Item List. You can act on items in a Find Results folder the
same way you act on items in any folder, such as opening, forwarding, printing, copying, moving,
or deleting them, but the original item remains stored in the folder where the search found it. This
means that if you move or delete an item from a Find Results folder, the item is deleted from the
Item List, but not from the original location. The next time you open the Find Results folder, the
search is performed again and the item is once again displayed.

You can see the folder where each item originated if you open a Find Results folder and look at the
columns of information displayed in the Item List. The Folder column lists where each item is
actually stored.

You can create your own Find Results folders and define the search criteria you want, such as all
items from a particular address or all items with a certain word in the Subject line.

The Sent Items Folder and the Task List Folder (if you have them) are both Find Results folders.
Sent Items searches for every item you have sent, no matter which folder or subfolder it’s now
stored in, and displays the results. The Task List searches the Calendar and displays all of your
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completed and uncompleted tasks. If you accidentally delete your Sent Items folder or Task List
Folder, you can restore it.

This section contains the following topics:
¢ “Creating a Find Results Folder” on page 151

+ “Restoring Your Sent Items or Task List Folder” on page 151

Creating a Find Results Folder
1 Click the Folder List, click File, click New, then click Folder.
2 Click Find Results Folder.

3 To create a Find Results folder with your own search criteria, click Custom Find Results
Folder, then click Next.

or

To create a Find Results folder based on Find By Example, click Custom Find By Example
Folder, then click Next.

or

If you want to use a predefined Find Results folder as a template for creating a custom folder,
click Predefined Find Results Folder, select the predefined folder you want to base your folder
on (for example, Sent Items), select Modify Predefined Find Results Folder, then click Next.

4 Type the name and the description for your folder.

5 Click Up, Down, Right, or Left to position the folder where you want it in the Folder List, then
click Next.

6 Specify the search criteria, find by example criteria, or information for items you want to find.

7 If you don’t want the folder to update results each time you open it, deselect Find New
Matching Items Each Time the Folder Is Opened.

8 Click Next.
9 Specify any display settings you want for this folder, then click Finish.

Restoring Your Sent Items or Task List Folder

The Sent Items folder and Task List folder in versions prior to GroupWise 6.5 were Find Results
(query) folders, which had some differences from the current Sent Items folder and Checklist
folder. This procedure restores the previous Sent Items folder or Task List folder.

For a comparison between the current Sent Items folder and previous Sent Items folder, see “Sent
I[tems Folder” on page 20. For a comparison between the current Checklist folder and the previous
Task List folder, see “Checklist Folder” on page 20.

1 In the Folder List, click File, click New, then click Folder.

2 Click Find Results Folder, then click Predefined Find Results Folder.

3 Click Task List or All Sent Items.

4 Click Next.

8 Click Up, Down, Right, or Left to position the folder where you want it in the Folder List.
6 Click Finish.
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Changing or Deleting Folder Display Settings

You can control the name that will appear in the Display drop-down list, the source of the items in
the folder, the column display, and the order in which items will sort in the folder.

1 Right-click any folder in the Folder List, then click Properties.

Click the Display tab.

Click the display setting you want to modify in the Setting Name drop-down list.
Make any changes to the display settings in the dialog box.

Click Save As, change the display settings name as required, then click OK.

To delete a folder display setting, click the display setting, then click Delete.
Click OK.
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Using Shared Folders

A shared folder is like any other folder in your Cabinet, except other people have access to it and
it appears in their Cabinets. You can create shared folders or share existing personal folders in your
Cabinet. You choose whom to share the folder with, and what rights to grant each user. Then, users
can post messages to the shared folder, drag existing items into the folder, and create discussion
threads. You can't share system folders, which include the Calendar, Documents, Mailbox, Sent
Items, Checklist, Contacts, Cabinet, Work In Progress, Junk Mail Handling and Trash folders. This
is what the contents of a typical shared folder might look like:
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If you place a document in a shared folder, people with rights to the shared folder don't
automatically have rights to edit the document. Before they can edit the document, you must give
them Edit rights on the Document Sharing tab.

In Remote and Caching modes, changes in shared folders are updated whenever you connect to
the master GroupWise system.

This section contains the following topics:
¢ “Sharing an Existing Folder with Other GroupWise Users” on page 153
+ “Posting a Message to a Shared Folder” on page 153

* “Viewing Discussion Threads in a Shared Folder” on page 154
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Sharing an Existing Folder with Other GroupWise Users

1 In the Main Window, right-click the folder you want to share, then click Sharing.

Project 2003 Properties ﬂ E
Generall Display  Sharing |

" Mot shared
% Shared with

Mame: Sdd|lzer |

[E)

[El
Bemove Uzer |

Share list:
Mame | Statuz | Access |
Alecia Mendenh... Accepted Fead, Add
Ana Dharmapalan Accepted Read, Add
Harry "wfong Accepted Read, Add

Sdifional aesess fon e Merdentiall
( | fidd I=| Edit I=| Delete ‘

()8 I Cancel |

2 Click Shared With.

3 In the Name box, start typing the name of a user, or click the Address Book button to select
the user from the Address Selector dialog box.

4 When the user's name appears in the box, click Add User to move the user into the Share List.
8 Click the user's name in the Share List.

6 Sclect the access options you want for the user.

7 Repeat Steps 3-6 for each user you want to share the folder with.

8 Click OK.

If you want the folder to have a specific function, you can create a new display setting. For
example, if the folder is for shared discussions, you should create a setting that views items by
reply thread and contains both sent and received items. Right-click the folder, click Properties,
then click Display.

Posting a Message to a Shared Folder
1 Click the shared folder in your Folder List to open it.
2 Click File, click New, then click Discussion/Note.

If you want to post a different type of item, such as a task, click Edit, click Change To, then
click an item type.

Type a subject.
Type your message.

Click Attach to attach files.

o a0 b &

Click Post on the toolbar.
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To reply to an existing item in a shared folder, open the item, click Reply, select a reply option,
then click OK. See “Replying to an Item in a Shared Folder” on page 76 for more information.

Viewing Discussion Threads in a Shared Folder
1 In a shared folder, click View, click Display Settings, then click Discussion Threads.
or

Click E on the toolbar.

2 To expand or collapse a discussion thread, click the - and + next to the original discussion
item.

3 To scroll through different discussions, press Ctrl+Left-arrow or Ctrl+Right-arrow.

Managing Contacts Through Your Mailbox

GroupWise Contact Management gives you access to your contacts, groups, resources, and
organizations from the & Contacts folder in the Folder List.

%4 Novell GroupWise - Contacts
File Edit Yiew Actions Tools ‘Window Help
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g .
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EJ cabinet 2 Jerry Inc,
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- Feedback from Training Me a Martha de la Torre mdelatorre@Corporate, com %11019
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The Contacts folder shows, by default, all the entries in your Frequent Contacts address book.

Any modification you make in the Contacts folder will also be made in the corresponding address
book (Frequent Contacts or other address book). Any modification you make in the address book
will be reflected in the Contacts folder. For more information about address books, see Chapter 8,
“Using the Address Book,” on page 207.

Your proxies will never see your Contacts folder.

Use the Contacts folder to view, update, delete, and add information for contacts, groups,
resources, and organizations in the selected address book.

To see contacts, groups, resources, and organizations from another address book, change the
address book that the Contacts folder displays.

This section contains the following topics:
¢ “Managing Contacts” on page 155
¢ “Managing Groups” on page 157

* “Managing Resources” on page 158
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* “Managing Organizations” on page 159

+ “Changing the Address Book the Contacts Folder Displays” on page 160

+ “Sending a Mail Message from a Contact” on page 160

¢ “Changing the Display Name of a Contact” on page 161

+ “Viewing All Correspondence You Have Had with a Contact” on page 163

Managing Contacts

Each contact in the Contacts folder is marked with the €& Contact icon. When you double-click a
contact, the contact item view displays.

& Tabitha Hu (Frequent Contacts) - |EI|1|

Summary Contact | Office I Personall Comments Advancedl Eertificatel Historyl

~Name
First ITabitha Prefix I j
M | Suffis | =l
Last |Hu Display -
—Ernail Addre ~Phone

& Difige IH‘I‘ID‘IS

thui@Corporate. com

Femave " Heome I

Edit O Mobie [3210000
" Fax I—
" Pager I—

Instant Messaging

| =l

Bt

Femoye

Edit

L

Cateqgories: I

oK I Cancel |

The following table explains the purpose of each tab on the contact item view. For specific help
about each field on a tab, click a field in the contact item view, then press Shift+F1.

Tab

Purpose

Summary

This tab displays a summary of the information contained in the other tabs.

Click the drop-down list to display the summary information in two different
formats. If your system administrator has customized this tab, you might have
additional formats to choose from.
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Tab

Purpose

Contact

Office

Personal

Comments

Advanced

Certificate

History

Use this tab to enter the contact's name, multiple e-mail addresses, multiple
phone numbers, and multiple instant messaging IDs.

Click the Display drop-down list to select how you want the name to display in
Name Completion. You can select Last, First, First Last, or you can enter any
display name you choose. When you want to address an item to this contact, type
the display name in an address field (To, CC, BC) of the item.

If you double-click an e-mail address on the Contact tab, a new mail view is
opened, addressed to this contact.

If you double-click an instant messaging ID from a supported product, the instant
messaging product is opened (if installed) and a conversation is initiated with this
contact.

You can specify multiple phone numbers. Select the radio button of the default
phone number.

Use this tab to enter the contact's title, department, organization, company
address, mail stop, and company Web site.

Type an organization name. If it is already in your address book, Name
Completion will fill in the name. If the organization name is not already in your
address book, the name you enter will be added to your address book. Use the
arrow button to add more information to the organization.

Click the Web site button to launch a browser and go to the Web site.

Use this tab to enter the contact's home address, personal Web site, and birthday.
Click the Web site button to launch a browser and go to the Web site.

Click the calendar button to select the birthday of this contact. When the check
box next to the date is selected, the birthday information is displayed on the
Summary tab and in the Birthday column if you have added one to an address
book. Selecting the check box does not add the birthday to your Calendar. If you
deselect the check box, the birthday information is available only on the Personal
tab.

Use this tab to type information about your interaction with this contact. You can
insert a time stamp for each entry.

Use this tab to view, add, and edit user-defined fields. All system and user-defined
fields display. For more information, see “Defining Custom Fields in a Personal
Address Book” on page 236.

Use this tab to view or remove security certificates you have received from this
contact, change the trust of the certificates, edit certificate properties, and import
and export certificates. For more information, see “Viewing Security Certificates
You Have Received and Changing the Trust” on page 279.

This tab displays all the items you have sent to or received from this contact. You
can specify the types of items you want to see. You can also specify the date
range of items you want to see. This tab includes a QuickViewer pane so you can
quickly scan messages.
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Managing Groups
Each group in the Contacts folder is marked with the & Group icon. When you double-click a

group, the group item view displays.

£% Project Future {Frequent Contackts) - |EI|1|

Summary | Detaik |

I Drefault j Frint |

Project Future Novell. -/

Members

T Alfens Skocevlas
Te: Jazon Stevens

Teo: Wartha de la Torre
Te: hlikee Palu

Teo: Samantha WMurphy

|

()8 | Cancel |

The following table explains the purpose of each tab on the group item view. For specific help
about each field on a tab, click a field in the group item view, then press Shift+F1.

Tab Purpose

Summary This tab displays a summary of the information contained in the other tabs.

Click the drop-down list to display the summary information in two different
formats. If your system administrator has customized this tab, you might have
additional formats to choose from.

Details Use this tab to enter a name for the group, a description of the group, and see
who is included in the group. You can also select a member of the group and
press Delete to remove the name. If you right-click a name, you can see details,
remove the name, or change the designation of To, CC and BC.

Use the Members button to add entries to the group. For more information, see
“Adding and Removing Contacts from a Personal Group” on page 221.
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Managing Resources

Each resource in the Contacts folder is marked with the @ Resource icon. When you double-click
a resource, the resource item view displays.

¥ East Conference Room {Frequent Contacts) - |EI|1|
Summary Detals |Advanced|
Mame IEast Conference Foom
Phone fs11111
Tupe |
Email Address I
Dwner ISamantha turphy c} |
LComments Large enough for 8 people. ;I
Categories: I = [k | Cancel |

The following table explains the purpose of each tab on the resource item view. For specific help
about each field on a tab, click a field in the resource item view, then press Shift+F1.

Tab Purpose

Summary This tab displays a summary of the information contained in the other tabs.

Click the drop-down list to display the summary information in two different
formats. If your system administrator has customized this tab, you might have
additional formats to choose from.

Details Use this tab to enter a name for the resource, a phone number, resource type, e-
mail address, owner, and comments about this resource.

In the Owner field, you can enter a contact that is already in your address book,
or you can use the arrow button to create a new contact entry.

Advanced Use this tab to view, add, and edit user-defined fields. All system and user-defined
fields display. For more information, see “Defining Custom Fields in a Personal
Address Book” on page 236.
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Managing Organizations

Each organization in the Contacts folder is marked with the & Organization icon. When you
double-click an organization, the organization item view displays.

= _Jerry Inc. (Frequent Contacks) - |EI|1|

Summary Detals | Peoplel Advancedl

Organization IJ emy Inc. Phone I

Primary Contact IHEN}'YBCDUb | Fan I

Address Jermy Blvd.

City ILewiston

State/Province I Zip/Postal Code I
LCountry I

weh Site | |

LComments ;I
[

Eatego{ies:l = | QK I Cancel |

The following table explains the purpose of each tab on the organization item view. For specific
help about each field on a tab, click a field in the organization item view, then press Shift+F1.

Tab

Purpose

Summary

Details

People

Advanced

This tab displays a summary of the information contained in the other tabs.

Click the drop-down list to display the summary information in two different
formats. If your system administrator has customized this tab, you might have
additional formats to choose from.

Use this tab to enter a name for the organization, a phone and fax number, the
primary contact in this organization, the address, Web site, and comments about
this organization.

In the Primary Contact field, you can enter a contact that is already in your
address book, or you can use the arrow button to create a new contact entry.

This shows the members of this organization. These are the contacts who have
this organization specified on their Office tab.

Use this tab to view, add, and edit user-defined fields. All system and user-defined
fields display. For more information, see “Defining Custom Fields in a Personal
Address Book” on page 236.
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Changing the Address Book the Contacts Folder Displays
1 Right-click the Contacts folder.
2 Click Properties.

Contacts Properties 2l x|

General | Display |

IEontacts

Type: Contacts

Owner: Sophie Jones

Containg: 10 Contacts, 2 Groups, 4 Resources, 0 Organizations

Address Book:
Frequent Contacts j
Sophie Jones -
Description:
oK I Cancel |

3 Click the address book name from the Address Book drop-down list.
4 Click OK.

Sending a Mail Message from a Contact
1 Click the Contacts folder.
2 Double-click a contact.

3 On the Summary tab, click the e-mail address you want to send a message to.

& Tabitha Hu (Frequent Contacts) - |EI|1|

Summary | Eontactl Office I Personall Eommentsl Advancedl Eertificatel Historyl

pint_|
Tabitha Hu Novell. =]
Cffice Information Emal Addresses
Engineer Group B thu@E@ Corp orate. com
Development Instant Messaging
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Home Address Other
[~
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You can also double-click an e-mail address on the Contact tab.
4 Type a subject and message in the mail message that opens.

5 Click Send on the toolbar.

Changing the Display Name of a Contact

The display name is the name that displays when you begin typing in the To (or BC or CC) field
of amessage. When you begin typing a name, for example, "Ta," Name Completion fills in the rest
of the name with a name from the address book, for example "Tabitha Hu." However, if there are
two Tabitha Hus in the address book, one in Accounting and one in Facilities, it might be difficult
for you to know which name Name Completion has filled in, unless you take the time to look at
more properties.

You can change the display name so that it’s easy to know which name Name Completion has filled
in. For example, if you only correspond with Tabitha Hu in Accounting, you could change the
display name to Tabitha--Accounting.

1 Click the Contacts folder.
2 Double-click a contact.

3 Click the Contact tab.

4 Click the Display field.

& Tabitha Hu (Frequent Contacts) ;IEILI

Summary Contact | Office I Personall Comments Advancedl Eertificatel Historyl
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5 Type a new display name.

Managing Your Mailbox 161



& Tabitha Hu (Frequent Contacts) - |EI|1|
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You can also click the Display drop-down list to select Last, First or First Last (for example:
Hu, Tabitha or Tabitha Hu).

6 Click OK.

The next time you address a message, Name Completion will fill in this Display Name.

B2 Mail To: Tabitha--Accounting 1 =1ol x|

File Edit Yiew Actions Tools Accounts Window Help

“ Dil send 3¢ Cancel I%.ﬂu:h:lress & | Yo

Mail |Send COptions I

From: v| |Sophie Jones [a(af} I

To: |Tabitha--Acc0unting BC: I

¥ B |FF b u # | [Espeic”

Subject: I
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Viewing All Correspondence You Have Had with a Contact
Use the History tab to view all correspondence you have had with a contact.
1 Click the Contacts folder.
2 Double-click a contact.
3 Click the History tab.

All items you have received from or sent to this contact display.

& Tabitha Hu (Frequent Contacts) - |EI|1|

Summaryl Eontactl Office I Personall Eommentsl Advancedl Certificate Histary |

ltern Type: [l ltems =l T Fom: [1/18/2003
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|
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The Folder column shows which folder each item is located in.

To add or remove columns, right-click the column heading, then click an option. To sort by
the information of a column (for example, by date or subject), click the column heading.

The message text of the selected item displays below the item list. You can resize the window
to see more or less text. You can act on an item (for example, reply, forward, or delete) by
clicking buttons on the toolbar above the message text.

4 To show items received and sent between specific dates, specify start and end dates in the
From and To fields.

5 To show only a specific item type (for example, mail or appointment), click an item type from
the Item Type drop-down list.

6 To show only received items or sent items, click Received Items or Sent Items from the Item
Source drop-down list.

Using Mailbox Storage Size Information

Use Mailbox Storage Size Information to view your mailbox size and to manage items to regain
space. Your GroupWise administrator might set a size limit on your mailbox. If your mailbox size
exceeds the limit, you cannot send new items until you archive or delete some of your existing
items.

This section contains the following topics:
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+ “Viewing Your Mailbox Size Information” on page 164
+ “Deleting Items from Your Mailbox Using Mailbox Storage Size Information” on page 164

* “Archiving Items from Your Mailbox Using Mailbox Storage Size Information” on page 165

Viewing Your Mailbox Size Information
1 Click Tools, then click Check Mailbox Size.

Mailbox Storage Size Information *

You have uzed 54% of wour mailbox storage limit. Once vou have exceeded the storage limit, you will nat be able to send new
itemz until you either archive or delete zome of vour existing items.

e b zilbo infarmation
Cloze I
" Trash

- Current mailbox size: B5E £B

""""""""""""" ﬁ Marimurn storage limit:— 1.00 MB
" Received |tems .

" Posted/Draft items

| Size Date | Subject | To |
[ @9' 232646 | 05/01/01 0317F  test sound Hary wohg Archive |
A 118 04/24/01 05:34P  Fe How's the work on Proj. § ‘walter Sanchez
A B 109 04/25/01 09:394  Re: Final Test Plan Colleen Bolton Delete |
£ [ 1070 04/26/01 09:258  Re: What's a good time... Fatima Haughey
f % 933 04/30/0 10:008  Production Meeting Jeanie Yacoub StopE e |
[ a04 04/27/01 03:00P  Marketing Presentation Hary wWong

2 In the View group box, click Trash, Sent Items, Received Items, or Posted/Draft Items.

When you select a view, GroupWise searches for items in the selected folder and displays the
items in descending order, from the largest file size to the smallest. You can click Stop Query
at any time to stop the query.

Deleting Items from Your Mailbox Using Mailbox Storage Size Information
1 Click Tools, then click Check Mailbox Size.
2 In the View group box, click Trash, Sent Items, Received Items, or Posted/Draft Items.

When you select a view, GroupWise searches for items in the selected folder and displays the
items in descending order, from the largest file size to the smallest. You can click Stop Query
at any time to stop the query.

3 Select an item or multiple items, then click Delete.

4 Repeat Steps 2 and 3 until the storage size is below the limit set by your GroupWise
administrator.
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Archiving Items from Your Mailbox Using Mailbox Storage Size Information
1 Click Tools, then click Check Mailbox Size.
2 In the View group box, click Trash, Sent Items, Received Items, or Posted/Draft Items.

When you select a view, GroupWise searches for items in the selected folder and displays the
items in descending order, from the largest file size to the smallest. You can click Stop Query
at any time to stop the query.

3 Select an item or multiple items, then click Archive.

4 Repeat Steps 2 and 3 until the storage size is below the limit set by your GroupWise
administrator.

Running Notify

Notify is a program that works with GroupWise to alert you when you have new items placed in
your mailbox, when your outgoing items are opened, or when you have an upcoming appointment.

When Notify is running, ® appears on your Windows taskbar.

Notify can alert you in four ways: a sound, a dialog box, a small icon, or by launching an
application. Each method is described in the following table:

Notification Method What Happens
Notify Icon on the An envelope appears over the Notify icon in the taskbar when you receive
Windows Taskbar a new item or alarm. If the Notify icon doesn't appear on the taskbar, Notify

is not running.

Notify Sound Notify plays a system beep or sound file when you receive an item. When
you receive an alarm, the sound plays once every five minutes until you
clear the alarm from the Notification List.

Notification List The Notification List is a dialog box that lists all of the new, unopened items
and alarms you have received. You can leave it open on your desktop, or
open it from the Notify icon when you want to see it.

Notify Dialog Box The Notify dialog box opens on top of whatever application you are using
when you receive a new item or alarm.

You can receive alarms and notifications for another user if that user gives you those rights in the
Access List. See “Giving Other People Access to Your Mailbox™ on page 177. If you are sending
messages to non-GroupWise systems, remember that those systems must have status tracking
capability in order to return the status of your outgoing message to your GroupWise system.

Notify is installed in the same folder as GroupWise when you run GroupWise Setup. Notify runs
minimized in the background while you run other programs.

This section contains the following topics:
+ “Starting Notify” on page 166
+ “Reading an Item from Notify” on page 166
+ “Sending an Alarm to an Electronic Pager” on page 166
+ “Displaying the Notify Dialog Box When You Receive Notification” on page 166
¢ “Turning Off Notification” on page 167
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+ “Setting How Often Notify Checks for New Items” on page 167
+ “Setting How to Be Notified When Outgoing Messages Change Status” on page 167
+ “Setting How to Be Notified of Items in Your Mailbox™ on page 167

+ “Being Notified of Someone Else's Messages” on page 167

Starting Notify

1 Click Start on the Windows taskbar, click Programs, click GroupWise, then click GroupWise
Notify.

To make access easier, you can create a shortcut to Notify on your Windows desktop.

Reading an Item from Notify
1 When the Notify dialog box appears, click Read.

If a Notify dialog box does not appear when you receive notification, right-click ® on the
Windows taskbar, then click Read Mail.

Sending an Alarm to an Electronic Pager

You can set an alarm in your mailbox or calendar to notify you about the status of a message
through an electronic paging device. Notify must be running for you to receive notification of
alarms, incoming items, or a change in status of outgoing items.

1 Make sure Notify is running.

2 Right-click ® on the Windows taskbar, then click Options.

3 Click the Alarms tab.

4 Click Send to Pager.

5 Enter the SMTP address to your electronic pager. For example, 8001234567 @skytel.com.

You can also enter the GroupWise Pager Gateway addressing syntax.

Notify will send the subject of the appointment to your pager at the set alarm time.

Displaying the Notify Dialog Box When You Receive Notification

1 Make sure Notify is running.

2 Right-click ® on the Windows taskbar, then click Options.

3 Click the Notify tab.

4 Make sure Show Dialog is selected for the item types and priorities you want.

5 Click the General tab.

6 Type the number of seconds you want the dialog box to display under Show Notify Dialog
For.
You can specify up to 32,767 seconds, which is just over nine hours.

7 Click OK.
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Turning Off Notification
1 Make sure Notify is running.

2 Right-click ® on the Windows taskbar, then click Exit.

Setting How Often Notify Checks for New Items
1 Make sure Notify is running.
2 Right-click ® on the Windows taskbar, then click Options.

3 Type the number of minutes under Check for Mail Every.
4 Click OK.

Setting How to Be Notified When Outgoing Messages Change Status
1 Make sure Notify is running.
2 Right-click & on the Windows taskbar, then click Options.
3 Click the Return Status tab.
4 Deselect Use Same Settings for All Types.
5 Click the Settings For drop-down list, then click the item type you want to make selections for.

6 Click how you want to be notified for different status changes of that item type.
7 Click OK.

If you are sending messages to non-GroupWise systems, remember that those systems must have
status tracking capability in order to return the status of your outgoing message to your GroupWise
system.

Setting How to Be Notified of Items in Your Mailbox
1 Make sure Notify is running.
Right-click ® on the Windows taskbar, then click Options.
Click the Notify tab.
Deselect Use Same Settings for All Types.
Click the Settings For drop-down list, then click the item type you want to make selections for.
Click how you want to be notified for different priority levels of that item type.
Click OK.

N~ 0 a0 A WODN

Being Notified of Someone Else's Messages

Notify must be running for you to receive notification of alarms, incoming items, or a change in
status of outgoing items.

You can receive notification for another GroupWise user only if he or she has given you
appropriate Proxy rights in his or her Access List, and if you have added that user’s name to your
Proxy List in GroupWise. See “Giving Other People Access to Your Mailbox™ on page 177 for
more information.
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You cannot receive notification for someone who is in a different domain than you.
1 In the Main Window, click Tools, then click Options.
2 Double-click Security, then click the Notify tab.
3 Type the name of a user for whom you proxy.
4 Click Add User.

5 Click the user's name in the Notification List.

Security Options ﬂ E

Pazsword  Motify |F'roxy Accessl Send Dptionsl

Mame: Add Uzer |
|
Bemove Uzer |

Address

Alecia Mendenh... AMendenhall Devel...
Harry "wfong Hfong.Developme...
Jeanie Yacoub  JYvacoub.Developm...

Motification Jist:

Motify options for Alecia Mendenhall

V' Subscribe to alams
[V Subscribe to natification

()8 I Cancel |

6 Make sure Subscribe to Notification and Subscribe to Alarms are selected.

You are automatically subscribed to alarms and notification for yourself. If you deselect
Subscribe to Alarms and Subscribe to Notification for yourself, you will no longer receive
alarms and notifications. You will need to repeat the steps in this topic for your username.

7 Click OK.

Archiving the Items in Your Mailbox

Use Archive to save mail or phone messages, appointments, reminder notes, or tasks to a
designated database on a local drive. Archiving items saves network space and keeps your
Mailbox uncluttered. It also protects items from being automatically deleted.

You can view archived items whenever you need to. You can also unarchive any archived item.
When you archive an item you have sent, you will not be able to track the status of that item.

The system administrator may specify that your items will be archived automatically on a regular
basis.

When you move an item to a folder, it is not archived. Items in all folders are affected by the Clean
Up options you specify in Environment Options, and by any archiving or cleanup options your
administrator specifies.

This section contains the following topics:
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¢ “Archiving an Item in Your Mailbox” on page 169
* “Viewing Archived Items” on page 169
¢ “Unarchiving Items” on page 169

¢ “Archiving Items Automatically” on page 169

Archiving an Item in Your Mailbox

1 If you have not previously done so, specify the archive path in File Location in the
Environment dialog box. See “Specifying Where Archived Items Are Stored” on page 349.

2 Seclect the items in your Mailbox you want to archive.

3 Click Actions, then click Move to Archive.

When you archive an item you have sent, you cannot track the status of that item.

Viewing Archived Items
1 In the Main Window, click File, then click Open Archive.
or

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching to indicate what mode of GroupWise you are running in), then click Archive.

Unarchiving Items
1 Click File, then click Open Archive.
or

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching to indicate what mode of GroupWise you are running in), then click Archive.

2 Click the item you want to unarchive, click Actions, then click Move to Archive.
3 Click File, then click Open Archive to close the archive and return to the Main Window.
or

Click the folder list header drop-down list (above the Folder List; it displays Archive), then
click your user folder (your name) to return to the mode of GroupWise you were running
previously.

Unarchived messages are returned to the folder from which they were archived. If the folder has
been deleted, GroupWise creates a new folder.

Archiving Items Automatically
1 Click Tools, then click Options.
2 Double-click Environment, then click the Cleanup tab.
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3 Select Auto-Archive After for the item type you want.

4 Specify the number of days after the item is delivered or completed that you want it to be

archived.

5 Click OK.

If your system administrator has specified that items are automatically archived on a regular basis,
you may not be able to change this option.

If you or your system administrator has set up auto-archiving of items in your Mailbox, items in
the Checklist folder will also be archived based on the original date you received the item, not

based on the due date you assign it.

Printing Items in Your Mailbox

This section contains the following topics:

+ “Printing GroupWise Items” on page 170

+ “Printing Status Information about an Item” on page 171

*

“Printing Calendars” on page 171

Printing GroupWise Items

1
2
3

In the Item List in your Mailbox, click or open the item you want to print.

Click File, then click Print.

Select the items and attachments you want to print.

Select Print Attachment with Associated Application to launch the application in which an
attached file was created (if that application is available). This may increase printing time but
will ensure correct formatting of the file. Printing from GroupWise may save time, but the
formatting of the attached file may change.

Click Print.
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If you launch an associated application, you will need to select to print the file once the
application is open. When printing is complete, close the application.

Printing Status Information about an Iltem

1 Right-click an item, then click Properties.

F=: Mail From: Sophie Jones =]

File Edit Yiew Actions Tools Accounts Window Help

“ 3 Cose T25Reply - ElForward - % v| = 4= 5 | B, |

Mail  Properties | personalize |

| v

Mail Envelope Properties  (3E29E591.791 : 1 : 1600)

Subject: Mewvs from Payroll
Creation Date 1182003 4:35:57 PM
From: Sophie Jones
Created By: sjonesfCorporate.com
Recipients Action Date & Time
Corporate.com
Development Provol Delivered 1HE2003 4:38:57
askoczylas (Alfons Skoczylas) Opened 132003 7520

gsmith (Grace Smith)
khuang (Kuo-Chang Huang)
mpalu (Mike Palu)

smurphy (Samaritha Murphy) Opened 1HBI2003 54744
thu (Tabitha Hu)
wdominguez (Kander Dominguez) Cpened 1852003 4:35:57
Post Office Delivered Route
Development Provol 1M8/2003 4:38:57 PM Corporate.com
Options o
Auto Delete: [{a]
Expiration Date: Mone
Hotify Recipients: Yes
Priority: Standard
ReplyRequested: Mo
_re'tllrn Hntificatinn: Mrre _ILI
4 4

2 Right-click in the Properties window, then click Print.

Printing Calendars

Use Print Calendar to print your schedule including appointments, tasks, and reminder notes in
different formats and on various page sizes. For example, you could print a day calendar with all
your appointments or a week calendar with all your appointments and tasks.

For information about printing your GroupWise calendar, see “Printing Calendar Items” on page
141.

Creating Rules

You can automate many GroupWise actions, such as replying when you’re out of the office,
deleting items, or sorting items into folders, by using Rules to define a set of conditions and actions
to be performed when an item meets those conditions.

When you create a rule, you must do the following:
¢ Name the rule.
+ Select an event. The event is the trigger that starts the rule.

+ Select the types of items that will be affected by the rule.
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¢ Add an action. The action is what you want the rule to do when it is triggered.

+ Save the rule.

* Make sure the rule is enabled.

You can specify many more options to limit which items a rule affects. For example, you can apply
a rule to only accepted appointments, to items with a certain word in the Subject box, or to items
with a high priority. Use Define Conditions to limit your rules further. See “Limiting Items
Affected by a Rule” on page 176.

This section contains the following topics:

+ “Actions a Rule Can Perform” on page 172

+ “Events That Trigger a Rule” on page 173

¢ “Creating a Rule” on page 174

¢ “Creating a Vacation Rule” on page 175

+ “Copying a Rule to Make a New Rule” on page 176

+ “Editing a Rule” on page 176

+ “Deleting a Rule” on page 176

+ “Limiting Items Affected by a Rule” on page 176

¢ “Running a Rule Manually” on page 177

¢ “Enabling or Disabling a Rule” on page 177

Actions a Rule Can Perform

Action

Result

Send Mail

Forward

Delegate

Reply

Accept

Sends a prepared mail message to the recipients you specify when the rule
conditions are met. For example, if you need to inform your boss each time you
receive a monthly report from another group of people, you can have a rule send a
message as soon as you receive the report.

Forwards items to one or more users when the rule conditions are met. For
example, if you are on a core team, you can have a rule forward meeting minutes
to extended team members.

Delegates an appointment, reminder note, or task to another user when the rule
conditions are met. For example, if someone is covering for you while you're away
from the office, your rule can delegate appointments, tasks, or reminder notes to
that person.

Sends a prepared reply to the sender when the rule conditions are met. For
example, if you need to be out of the office for several days, your rule could send a
reply to incoming items indicating when you'll be back.

You can also use Define Conditions to prevent replies going to mail list servers and
other large groups.

Accepts an appointment, reminder note, or task when the rule conditions are met.
For example, your rule could accept all appointments from a specific individual.
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Action

Result

Delete/Decline

Empty Iltem

Move to Folder

Link to Folder

Mark as Private

Mark as Read

Archive

Mark as Unread

Stop Rule
Processing

Deletes or declines any item when the rule conditions are met. For example, your
rule could decline any appointment scheduled for a certain day of the week if you
are always unavailable for meetings on that day.

Deletes items from the Trash when the rule conditions are met. For example, your
rule could empty items received from a company that routinely sends you junk mail.

Moves items to a folder when the rule conditions are met. For example, you may
want all items with certain words in the Subject box moved to a common folder.

Links items to one or more folders when the rule conditions are met. Linking an item
to a folder lets you view the item from more than one folder. For example, if you have
an item that relates to Marketing and Personnel, you can place it in the Marketing
folder, then link it to the Personnel folder. You can then open the item from either
folder.

Marks all items matching the rule conditions as private. When an item is marked
private, you can restrict your proxies from accessing the item. For example, your
rule could mark Private all items from your family members.

Marks all items matching the rule conditions as if they have been read. For example,
if you are skimming a reply thread in a shared folder and don’t want to follow the
thread anymore, your rule could mark all the items in the thread as if they had been
read so they wouldn't sort at the top of the Item List.

Archives items when the rule conditions are met. For example, your rule could
archive all items regarding a certain subject. Archive is not available to use as an
action when the triggering event is New Item or Filed Item.

Marks all items matching the rule conditions as if they have not been read. For
example, you could create a user-activated rule to mark as unread all items you
have opened from your manager to remind yourself to re-read or act on them.

Stops other rules from acting on items that meet the rule conditions. Rules are
executed in the order they are listed in the Rules dialog box. If there are other rules
that would normally affect these items, this rule action will prevent the other rules
from executing.

Events That Trigger a Rule

Event

Result

New ltem

Filed ltem

Open Folder

Close Folder

The rule is triggered when a new item is placed in your GroupWise Mailbox.
Clicking Received lets only incoming items trigger the rule. Clicking Sent lets
only items you send trigger the rule. Clicking Posted triggers the rule each time
you create a posted appointment, reminder note, or task. Clicking Draft lets
only items marked as unfinished, or draft, trigger the rule.

The rule is triggered when an item is placed in a specific folder. If you do not
specify a folder, the rule is triggered when an item is moved to any folder.

The rule is triggered when you open a specific folder. If you do not specify a
folder, the rule is triggered when you open any folder.

The rule is triggered when you close a specific folder. If you do not specify a
folder, the rule is triggered when you close any folder.
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Event Result

Startup The rule is triggered when you start GroupWise.
Exit The rule is triggered when you exit GroupWise.
User Activated The rule can only be triggered manually by selecting the rule in the Rules

dialog box, then clicking Run. For example, instead of a rule always moving
certain items into a folder, you might want the items to accumulate in your
Mailbox until you're ready for them to be moved all at once. To trigger a rule
manually, you must first select the items or folders the rule will affect in your
Mailbox or Calendar view.

Creating a Rule
1 Click Tools, click Rules, then click New.

New Rule EHE

Fiule name: I

When event iz

-

Mew [tem ¥ | Anditems are: W Fecejved [~ Sent [ Posted [ Draft

If conditions are  [optional]

Itern types: Define Conditions... |

™ Mail it on all iterns
™ Appaintrent
[ Task

" Reminder note
™ Phone message

Appointment conflict exists: | Does not matter [Yes or Na) j

Then actions are

Add Action * |
Editsction |
Welete fetion |

Save Cancel

2 Type a name in the Rule Name box.
3 Click the When Event Is pop-up list, then click an event to trigger the rule.

4 If you clicked New Item, Startup, Exit, or User Activated, click one or more sources for the
item. For example, click Received and Posted.

or

If you clicked Filed Item, Open Folder, or Close Folder, click the folder icon, click a folder,
then click OK to display the folder name.

5 Click one or more types of items you want the rule to act on in the Item Types list.

If you want to further restrict the items affected by the rule, click Define Conditions, click the
appropriate options, then click OK. For more information, see “Limiting I[tems Affected by a
Rule” on page 176.

6 Click Add Action, then click the action you want the rule to perform.
Some actions such as Send Mail and Reply require you to fill in additional information.

7 Click Save.

For a rule to function, it must be enabled. See “Enabling or Disabling a Rule” on page 177.
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Creating a Vacation Rule
1 Click Tools, click Rules, then click New.

2 Type a name in the Rule Name box, such as Vacation Rule.

3 Click the When Event Is pop-up list, then click New Item.

4 Next to And Items Are, select Received. Make sure no other item source is selected.

8 Do not make any selections under Item Types.

6 Use Define Conditions to add specific information to your rule. The following are examples
of using Define Conditions.

9
10

*

If you want to set up the dates during which the rule is in effect. Click Define Conditions,
click Delivered in the first drop-down list, click On or After Date in the second drop-
down list, then in the date field, select the date you are leaving on vacation. Click the End
pop-up list, then click And. On the new line, click Delivered in the first drop-down list,
click On or Before Date in the second drop-down list, in the date field, select the date you
are returning from vacation, then click OK.

If you want to make sure you reply only to items that are sent specifically to you (and not
to list servers or newsgroups). Click Define Conditions, if you have already specified
information in this dialog box, click the End pop-up list, then click And. On the new line,
click To in the first drop-down list, click [ ] Contains in the second drop-down list, then
in the next field, type your name as it displays in the To field of a mail message.

If you want to make sure that you do not reply to items from yourself (possible through
delayed delivery, proxies, and so forth). Click Define Conditions, if you have already
specified information in this dialog box, click the End pop-up list, then click And. On the
new line, click From in the first pop-up list, click [x] Does Not Contain in the second
drop-down list, in the next field, type your name as it displays in the From field of a mail
message, then click OK.

If you want to reply to internal items only. Click Define Conditions, if you have already
specified information in this dialog box, click the End pop-up list, then click And. On the
new line, click From in the first drop-down list, click [x] Does Not Contain in the second
drop-down list, in the next field, type @, then click OK.

Under Then Actions Are, click Add Action, then click Reply.

The Reply dialog box is displayed, showing Reply to Sender selected (you cannot select Reply
to All). If you want your reply to include the sender's original message, select Include
Message Received From Sender. Click OK.

Type a message, for example:

I will be out of the office from September 3-September 10. If you need assistance during this
time, please contact Martha Robbins at extension 1234.

Click OK.

Click Save, verify that the rule has a check mark next to it, indicating that it is enabled, then
click Close.

Rules that trigger a reply (such as this vacation rule) keep a record of who a reply has been sent to,
and make sure that a reply is sent only once to that user.
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Copying a Rule to Make a New Rule
1 Click Tools, then click Rules.
Click the rule you want to copy, then click Copy.
Type the name of the new rule.
Make changes to the rule.
Click Save.

a b WO N

Editing a Rule
Click Tools, then click Rules.
Click the rule you want to edit, then click Edit.

Make changes to the rule.
Click Save.

A WO N =

Deleting a Rule
1 Click Tools, then click Rules.
2 Click the rule you want to delete, click Delete, then click Yes.

Limiting Items Affected by a Rule

Use Define Conditions to further limit the items affected by a rule.
1 In the Rules dialog box, click Define Conditions.
2 Click the first drop-down list, then click a field.

To learn about what the fields represent, see “Understanding Filter and Rule Fields” on page
200.

3 Click the operator drop-down list, then click an operator.

To learn how to use operators, see “Using Filter and Rule Operators” on page 198.
4 Type the criteria for the filter.

or

If provided, click the drop-down list, then click existing criteria.

If you type criteria, such as a person's name or a subject, you can include wildcard characters
such as an asterisk (*) or a question mark (?). Text you type is not case-sensitive.

To learn more about wildcard characters and switches, see “Using Filter and Rule Wildcard
Characters and Switches” on page 197.

5 Click the last drop-down list, then click End.
or

Click the last drop-down list, then click And or Or to further limit the items affected by the
rule.
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Running a Rule Manually
1 Click the items or folders that you want affected by the rule.
2 Click Tools, then click Rules.
3 Click the rule you want to run manually.

4 Click Run, then click Close.

The rule actions occur after you close the Rules dialog box.

Enabling or Disabling a Rule

A rule must be enabled before it can be triggered. When a rule is enabled it is marked with a check.
When you disable a rule, the rule cannot be triggered. However, the rule is still listed in the Rules
dialog box so you can enable it when you need it again.

1 Click Tools, then click Rules.

Rules H |
Rulez are executed in the order they appear in the list. Drag a Cliase |
rule to a different position to change the order. =
Rule list: Mew... |
J Rule Mame | Ewvert E dit

Move statuz 1 Mew [tem =l
O Mark Private  Mew ltem

Copy...
Delegate M e [tem
Delete

il

Dizable

Bun

2 Click the rule you want to enable or disable.
3 Click Enable or Disable.

An enabled rule has a check mark in the box.

Giving Other People Access to Your Mailbox

Use Proxy to manage another user's Mailbox and Calendar. Proxy lets you perform various actions,
such as reading, accepting, and declining items on behalf of another user, within the restrictions
the other user sets.

This section contains the following topics:
+ “Receiving Proxy Rights” on page 178
+ “Assigning Proxy Rights to Another User” on page 178
¢ “Adding and Removing Proxy Names and Rights in Your Access List” on page 178
* “Managing Someone Else's Mailbox or Calendar” on page 179

¢ “Adding and Removing Users in Your Proxy List” on page 180
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+ “Marking an Item Private” on page 180

Receiving Proxy Rights

Two steps must be completed before you can act as someone's proxy. First, the person for whom
you plan to act as proxy must grant you rights in the Access List in Options. Second, you must add
that user's name to your Proxy List so you can access his or her Mailbox or Calendar.

When these two steps are complete, you can open your Proxy List and click the name of the person
you're proxying for whenever you need to manage his or her Mailbox or Calendar. You can also
manage the schedules of users and resources for whom you have proxy rights with the Multi-User
Calendar view.

Assigning Proxy Rights to Another User

Use the Access List in Security Options to give other users rights to proxy for you. You can assign
each user different rights to your calendaring and messaging information. If you want to let users
view specific information about your appointments when they do a Busy Search on your Calendar,
give them Read access for appointments. The following table describes the rights you can grant to

users:

This right Lets your proxy do this

Read Read items you receive. Proxies cannot see your Contacts folder with this or
any other proxy right.

Write Create and send items in your name, including applying your signature (if you
have one defined). Assign categories to items, change the subject of items,
and perform checklist options on items.

Subscribe to my Receive the same alarms you receive.

alarms

Subscribe to my Receive notification when you receive items.

notifications

Modify options/rules/ Change the options in your Mailbox. The proxy can edit any of your Options

folders settings, including the access given to other users. If the proxy also has Mail
rights, he or she can create or modify rules and folders. This right allows a
proxy to add, delete, and modify categories.

Read items marked Read the items you marked Private. If you don't give a proxy Private rights, all
Private items marked Private in your Mailbox are hidden from that proxy.

Adding and Removing Proxy Names and Rights in Your Access List
1 Click Tools, then click Options.
2 Double-click Security, then click the Proxy Access tab.

3 To add a user to the list, type the name in the Name box, then when the full name appears,
click Add User.

4 Click a user in the Access List.
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5 Sclect the rights you want to give to the user.
6 Repeat Steps 4-5 to assign rights to each user in the Access List.

You can select All User Access in the Access List and assign rights to all users in the Address
Book. For example, if you want all users to have rights to read your mail, you would assign
Read rights to All User Access.

7 To delete a user from the Access List, click the user, then click Remove User.

8 Click OK.

Managing Someone Else's Mailbox or Calendar

Before you can act as a proxy for someone, that person must give you proxy rights in his or her
Access List in Options. The amount of access you have depends on the rights you have been given.

1 If you haven’t already done so, add the username of the person to your Proxy List.
See “Adding and Removing Users in Your Proxy List” on page 180.

2 [n the Main Window or Calendar, click File, then click Proxy.
or

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching to indicate what mode of GroupWise you are running in).

3 Click the name of the person whose Mailbox you want to access.

4 When you have finished your work in the other person's Mailbox, click the folder list header
drop-down list, then click your own name to return to your Mailbox.

You can work with several Mailboxes open at one time by opening a new Main Window for each
Mailbox (click Window, click New Main Window, then switch to the Mailbox you want.) You can
tell the Mailboxes apart by looking for the Mailbox owner's name, which appears as the root folder
label for each Mailbox.
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If you have the appropriate Proxy rights, you can view the schedules of multiple users or resources
side-by-side. See “Viewing the Calendars of Multiple Users or Resources” on page 139.

Adding and Removing Users in Your Proxy List

Before you can act as a proxy for someone, that person must give you proxy rights in his or her
Access List in Options, and you must add that person’s name to your Proxy List. The amount of
access you have depends on the rights you have been given.

1 In the Main Window or Calendar, click File, then click Proxy.
or

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching to indicate what mode of GroupWise you are running in), then click Proxy.

2 To remove a user, click the name, then click Remove.
3 To add a user, type the name in the Name field, then click OK.

The user's Mailbox is opened. The name of the person for whom you are acting as proxy is
displayed at the top of the Folder List.

If the user has not yet given you proxy rights in his or her Access List, the name is added to
the Proxy List but the user's Mailbox is not opened.

4 To return to your own Mailbox, click the folder list header drop-down list, then click your
name.

You can work with several Mailboxes open at one time. (Click Window, click New Main Window,
then switch to the Mailbox you want.) You can tell the Mailboxes apart by looking for the Mailbox
owner's name, which appears as the root folder label for each Mailbox.

Removing a user from your Proxy List does not remove your rights to act as proxy for that user.
The user whose Mailbox you access must change your rights in his or her Access List.

Marking an Item Private

You can limit a proxy's access to individual items in your Mailbox or Calendar by marking items
Private.

When you mark an item Private, you prevent unauthorized proxies from opening it. Proxies cannot
access items marked Private unless you give them those rights in your Access List.

If you mark an item Private when you send it, neither your proxies nor the recipient's proxies can
open the item without rights. If you mark an item Private when you receive it, it cannot be read by
your unauthorized proxies, but it can be read by the sender's proxies. Appointments marked Private
display in Busy Search according to the status you selected when you accepted the appointment.

1 In an open item, click Actions, then click Mark Private.
or

In your Calendar, click an item in the Appointments, Reminder Notes, or Tasks List, click
Actions, then click Mark Private.
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Saving Items in Your Mailbox

This section contains the following topics:
+ “Saving an Item to Disk or to a GroupWise Library” on page 181
+ “Saving Status Information” on page 182

+ “Saving an Unfinished Item” on page 182

Saving an Item to Disk or to a GroupWise Library

1 In your Mailbox or Calendar, click the item you want to save, click File, then click Save As.

Save ﬂ E |

[tems to save: Save I
+ Attachment: viewhlp. chm Cloze |

Save to Group'wise Libramy

Iviewhlp.chm

Current directory:

IE:‘\NDVEII\GrDupWiSE Browsze... |

¥ Eeport fils name conflicts

2 Ctrl+click the item and attachments you want to save.
3 Select to save the item to disk or to a GroupWise Library.
4 Type a filename for the item in the Save File As text box.
or
Type a subject name in the Subject box.

8 To save the item in a different directory than is shown in the Current Directory text box, click
Browse, then select the new directory.

or

To save the item in a different GroupWise Library, click the drop-down list, then select a
library name.

6 If you are saving to disk, select Report Filename Conflicts to be prompted before replacing a
file with the same name.

7 If you are saving to a GroupWise Library, make sure Set Properties Using Default Values is
selected unless you want to specify document properties at this time.
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8 Click Save, then click Close.

Saved items remain in your Mailbox and Calendar as well as being copied to the location you
specify. Items saved to disk are saved in WordPerfect format with a .doc extension so that they can
also be opened in Word. Attachments are saved in their original format.

Saving Status Information
1 Right-click an item, then click Properties.
2 Click File, then click Save As.

GroupWise gives the item a temporary filename. You can change the filename and default
folder to save the file.

3 Click Save.

Saving an Unfinished Item
1 In an open item click File, then click Save Draft.

2 Click the folder you want to save the item to, then click OK.

The draft message is placed in the folder you chose in Step 2. The default folder for unfinished
messages is the Work In Progress folder [.

Owning Resources

Resources are items that can be scheduled for meetings or other uses. Resources can include
rooms, overhead projectors, cars, and more. The system administrator defines a resource by giving
it an identifying name and assigning it to a user. Resources can be included in a busy search, just
as users can. Resource IDs are entered in the To box. A user assigned to manage a resource is the
owner of that resource.

The owner of a resource is responsible to accept and decline appointments for the resource. In
order to do so, the owner must have full proxy rights to the resource. As a resource owner, you can
select to receive notification of appointments for the resource. You can also create a rule to
automatically accept or decline appointments for a resource. To do so, proxy to the resource, then
create a rule to accept all appointments if no appointment conflict exists. See “Creating Rules” on
page 171 for information on creating and enabling rules.

This section contains the following items:
* “Accepting and Declining Resource Requests” on page 182
+ “Receiving Notification for Another User or Resource” on page 183

+ “Creating a Rule for a Resource” on page 183

Accepting and Declining Resource Requests

You can accept or decline requests for a resource only if you are the owner and have been granted
Read and Write rights.

1 In the Main Window or Calendar, click File, then click Proxy.

or
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3

Click the folder list header drop-down list (above the Folder List; probably displays Online or
Caching to indicate what mode of GroupWise you are running in).

Click the resource you own.

If the resource you own isn't listed in the Proxy pop-up list, click Proxy, type the name of the
resource you own in the Name box, then click OK.

Double-click the item you need to accept or decline.

4 Click Accept or Decline on the toolbar.

Receiving Notification for Another User or Resource

1
2
3

5

Click Tools, then click Options.
Double-click Security, then click the Notify tab.
Click the name of a user for whom you are a proxy or the name of the resource you own.

If the user or resource is not listed in the Notification list, type the name, theick Add User.
You can select the name from the Address Selector dialog box by clicking 2=,

Make sure Subscribe to Alarms and Subscribe to Notification are selected.

You are automatically subscribed to alarms and notification for yourself. If you deselect
Subscribe to Alarms and Subscribe to Notification for yourself, you will no longer receive
alarms and notifications. You will need to repeat the steps in this topic for your username.

Click OK.

Notify must be open or minimized in order to receive notification or alarms. For more information,
see “Running Notify” on page 165.

Creating a Rule for a Resource

As the owner of a resource, you have full Proxy rights to that resource, including the ability to
create rules for it. The following steps show you how to create a rule that accepts all requests for
an available resource. This is an example of one rule that is useful for a resource. You can create
other rules that perform different actions. For example, you might create a rule that declines
requests for a resource that is already scheduled.

1

N O o0 b~ W

Click the folder list header drop-down list (above the Folder List; it probably displays Online
or Caching).

or
Click File, then click Proxy.
Click the resource you own.

If the resource you own isn't listed in the Proxy dialog box, type the name of the resource you
own in the Name box, then click OK.

Click Tools, click Rules, then click New.

Type a name for the rule.

Click Appointment. Make sure the other item types are deselected.

Click the Appointment Conflict Exists drop-down list, then click No.
Click Add Action, click Accept, type a comment if desired, then click OK.
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Steps 6 and 7 instruct the rule to accept the appointment for the resource only if the resource
is available.

8 Click Save, then click Close.

Opening and Emptying the Trash

All deleted mail and phone messages, appointments, tasks, documents, and reminder notes are
stored in the Trash. Items in the Trash can be viewed, opened, or returned to your Mailbox until
the Trash is emptied. (Emptying the Trash removes items in the Trash from the system.)

You can empty your entire Trash, or empty only selected items. Items in the Trash are emptied
according to the days entered in the Cleanup tab in Environment Options, or you can empty the
Trash manually. The system administrator can specify that your Trash is emptied automatically on
a regular basis.

This section contains the following topics:

*

*

*

*

*

*

“Opening Your Trash” on page 184

“Undeleting an Item in the Trash” on page 184
“Saving an Item That Is in Your Trash” on page 184
“Emptying the Trash” on page 185

“Emptying Selected Items from the Trash” on page 185
“Emptying the Trash Automatically” on page 185

Opening Your Trash

1

In your Folder List, click .

You can open, save, and view information on items in the Trash. You can also permanently remove
items or return them to the Mailbox. Right-click an item in the Trash to see more options.

Undeleting an Item in the Trash

1
2
3

In your Folder List, click .
Select the items you want to undelete.

Click Edit, then click Undelete.

The undeleted item is placed in the folder from which it was originally deleted. If the original
folder no longer exists, the item is placed in your Mailbox.

You can also restore an item by dragging it from the Trash folder to any other folder.

Saving an Item That Is in Your Trash

You can save items that are in the Trash the same way you would save any other item. See “Saving
an Item to Disk or to a GroupWise Library” on page 181 for more information.
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Emptying the Trash
1 Right-click ¥, then click Empty Trash.

Emptying Selected Items from the Trash
1 In your Folder List, click .
2 Sclect one or more items.

3 Click Edit, click Delete, then click Yes.

Emptying the Trash Automatically
1 Click Tools, then click Options.

2 Double-click Environment, then click the Cleanup tab.

Generall WiEts I File Location Cleanup IDefauIl Actions Signaturel Backup Dptionsl
— Mail and phaone

%" ddanual delete and archive
" Auto-delete after

- I3D j: days
 Auto-archive after: e

—Appaointment, tazk, and reminder note

%" banual delete and archive
" Auto-delete after:

= |14 j: dayz
" Auto-archive after: e
— Empty trazh
= Manual

%" Automatic after: I? _Ij days

QK. I Cancel

3 Sclect the Automatic After button in the Empty Trash group box, then specify the number of
days between automatic deletions.

4 Click OK.
If your system administrator has specified that your Trash is automatically emptied on a regular

basis, you might not be able to change this option.

Deleting Items from Your Mailbox

Use Delete to remove selected items from your Mailbox. You can also use Delete to retract items
you have sent. You can retract mail and phone messages if the recipients have not read them or if

they have not been sent to the Internet. You can retract appointments, reminder notes, and tasks at
any time.

If you receive junk mail that requires frequent manual deletion, you might want to set up Junk Mail
Handling. See “Handling Unwanted Mail” on page 88 for more information.
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This section contains the following topics:
¢ “Deleting an Item from Your Mailbox” on page 186

+ “Deleting and Emptying Items from Your Mailbox™ on page 186

Deleting an Item from Your Mailbox
1 In the Main Window, select one or more items, then press the Delete key.

2 [fyou delete a sent item, the Delete Item dialog box displays. Select the appropriate Delete
From option, then click OK.

If you delete a document reference from your Mailbox, only the reference is deleted. The
document remains in the library.

Deleted items are moved to your Trash and remain there until the Trash is emptied.

Deleting and Emptying Items from Your Mailbox
1 In the Main Window, select one or more items, click Edit, then click Delete and Empty.

Deleted items are not moved to your Trash if you select this option; they are unrecoverable.

Backing Up Your Mailbox

Your system administrator typically backs up your network mailbox on a regular basis. You can
back up your local mailbox if you want to have an additional copy of your mailbox, or if you want
to back up information that is no longer in your network mailbox.

If the system administrator has created a restore area and has backed up the entire GroupWise
system, or if you have backed up your local mailbox in Remote or Caching mode, you can open a
backup copy of your mailbox to view and restore items. You need Read and Write access to the
restore area if it is on the network.

This section contains the following topics:
+ “Backing Up Your Mailbox™ on page 186

+ “Restoring Items from Backup” on page 187

Backing Up Your Mailbox

1 To manually back up your local mailbox in Remote or Caching mode, click Tools, then click
Backup Mailbox.

2 Specify the location for the backup, if prompted, then click OK.
You can also set up an automatic backup:
1 In Remote or Caching mode, click Tools, click Options, then click double-click Environment.
2 Click the Backup Options tab, then select Backup Remote Mailbox.
3 Specify the location for the backup. The default location is c:\novell\groupwise\backup.
4 Specify how often you want to back up your mailbox.

5 If you want, select Do Not Prompt Before Performing Backup.
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Restoring Items from Backup
1 Click File, then click Open Backup.

GroupWise Restore Path E3

Eiestore from: || )

Basawiond: I

2 Type the full path or browse to the path of the backed-up mailbox, then type your password if
required.

3 Seclect the item you want to restore, click Actions, then click Restore.

You cannot restore documents through this method. For more information, see “Replacing a
Document with a File from Backup” on page 344.

4 To exit your backed-up mailbox, click File, then click Open Backup.

Finding Items

Use Find to look for items that match the criteria you specify.

Use the Find by Example tab to find items that match an example you specify in a field. Find by
Example is especially helpful for finding documents.

You can save the results in a Find folder, where you can retrieve them any time you open the folder.
Information you specify on the Find tab will not appear on the Find by Example tab and vice versa.
This section contains the following topics:

¢ “Finding an Item By Example” on page 187

+ “Finding an Item Using Search Criteria” on page 188

+ “Saving the Results of a Find” on page 190

+ “Finding a Document and Creating a Reference to It in Your Mailbox™ on page 191

¢ “Finding an Item Using Advanced Find” on page 191

+ “Narrowing an Advanced Find Using Filter Operators” on page 192

Finding an Item By Example
1 Click M on the toolbar, then click the Find By Example tab.
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Find [ 7]x]
Find Find by Example |
temype [
[ Regeived [~ Sent ™ Posted " Draft
FErom: I
To, CC: [
Subject: I
Meszage: I
()8 I Cancel |

2 In the Item Type drop-down list, click the type of item you want to search for.

3 If you selected Document in Step 2, click the library you want to search in the Library drop-
down list.

4 In each field, specify the information you want to look for.

5 Click OK to begin the Find.

Finding an Item Using Search Criteria

This section contains the following topics:
+ “Finding an Item Using Search Criteria” on page 188

+ “Narrowing a Find” on page 190

Finding an Item Using Search Criteria

1 Click M on the toolbar.
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Fnd 21|
Find I Find by Example |

Ful Test " Loak in: _ Caching ¢ Online data

| 5
FrarnAfuthar = |

] Calendar

I Contacts
- [E] Documents
— ltemtype; ——————————— |1 W Checklist
[~ Mail I éAppointment | aE Wwork In Progress
™ Task ™ Phone message []... ) Cabinet
L e I™ Document - By Al Libraries
— ltem source: ————————
[~ Received [ Posted
[~ Sent [ Daft
—Date range:

[ Created or delivered between:

[1720/200: B8] and [1./20/200: |

Advanced Find... | Feset |

ak. I Cahcel |

Iv Eind only official docurnent versions

2 To search for specific text, select Full Text or Subject from the drop-down list, then type what
you are looking for in the text box.

3 To search for a name, select From/Author or To/CC from the drop-down list, then type the
name in the text box.

4 Sclect each item type you are looking for, then select each item source you are looking for.

5 To specify a date range, select the Created Or Delivered Between check box, then type or
select the dates.

6 In the Look In list box, click the folders and/or libraries you want to search in.

You might need to click the plus sign (+) next to your user folder to expand the folder
structure.

7 Click OK to begin the Find.

Use Advanced Find to make your search more specific. For example, you might want to search for
messages from two or three users at once.

Select the Find Only Official Document Versions check box to locate only the official document
version of a document with multiple versions.

Your folders and library are marked for search by default with a check in the box. To speed up your
search, unmark any folders you don't want to search.
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Narrowing a Find

The following list explains how to narrow your search using Find.

+ In the first text box of the Find dialog box, type the uncommon words you've noticed in the

item. If you search using common words, the results of your search will likely be too large to
be very helpful.

To increase the speed of your search, deselect the folders and/or libraries you know do not
contain the item you are looking for. For example, if you know your document is not in
Library C, click the plus (+) sign next to All Libraries in the Look In box, then click Library
C to deselect it.

If you are searching for more than one word or want to search for words in a particular field
of an item (like the Subject field), click Advanced Find to set up your search properly. The
words you type can be combined with operators to further narrow the search.

If you cannot find the document or message, check your search criteria for misspelled words.
Also, check the syntax of your search to make sure you are telling Find to search for exactly
what you want.

Saving the Results of a Find
1 Click M on the toolbar.

2 Perform a Find.

3 In the GroupWise Find Results dialog box, click File, then click Save As Folder.

Create Find Results Folder x|

MHame the new folder and et itz pozition in the folder list.

Dezcription:

Find itemsz where Item Type iz Mail and From containg 'Tabitha ﬂ
Hu' and Itern Sowrce is Received

[~
Position:
----- dka Sert ltems [1] =] Up |
----- [ Calendar
----- Contacts Diown |
H-[E Documents
----- [ Checklist Biight |
----- [F work In Progress
=1 Cabinet Left |
@lFmd Heszults Folder|
Q] Technology Ideas [F]
TP Famdhanl Frarn Trsimina bdaabina ﬂ

v Find new matching items each time the falder i opened

< Back I Finizh I Cancel

4 Type a name for the folder, type a description for the folder, click Up, Down, Right, or Left to

place your folder where you want it to display in your Folder List, then click Finish.

190 GroupWise 6.5 Windows Client User Guide



To see your Find results at any time, select the folder. For more information about Find Results
folders, see “Understanding Find Results Folders” on page 150.

You can update a Find folder each time you open it. Make sure Find New Matching Items Each
Time the Folder Is Opened is selected.

Finding a Document and Creating a Reference to It in Your Mailbox
1 Click File, click New, then click Document Reference.
Click Find.
On the Find by Example tab, click Document from the Item Type drop-down list.

Specify the information about the document you want to search for.

Click OK to begin the Find.

O g h ON

In the GroupWise Find Results dialog box, click the document for which you want to create
a document reference, then click OK.

The GroupWise Find Results dialog box displays only the documents to which you have at
least View rights. GroupWise creates a document reference in the current folder.

Finding an Item Using Advanced Find
1 Click M on the toolbar.
2 Click Advanced Find.

3 Select a field in the first drop-down list, click an operator, then type or select a condition.

Advanced Find EHE
FEilter

Include entries where ... oK

L = 2] Erd <
é::at:toe[d Llear |

L ocument Humber
From

Itemn Status

ltem Type

Subject

To
[l Fields...

4 Click the last drop-down list, click And, Or, Insert Row, or New Group, add more criteria for
your filter, click End from the last drop-down list, then click OK.

Insert Row makes your filter more specific. Additional rows narrow your search criteria even
further. For example, to search for items from John Smith that were carbon-copied to Mary
Jones, use the first row to search for John Smith and the second row to search for Mary Jones.

New Group creates a new row for a filter whose first group of rows contains several
parameters for one column. For example, to create a filter to display all opened items from
John Smith and Mary Jones, click From in the first drop-down list, click the = Matches
operator, type John Smith as the parameter, then click Or in the last drop-down list. A second
row appears. Click From in the first drop-down list, click the = Matches operator, type Mary
Jones as the parameter, then click New Group. Click Item Status in the first drop-down list,
click the [ ] Includes operator, click Opened in the third box, then click OK.

Delete Row removes a row from your filter definition. You cannot delete a one-row filter.
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5 Click OK when your filter is complete.

Find searches all folders and libraries selected in the Look In box. To narrow your Find, deselect
unnecessary folders and libraries.

Narrowing an Advanced Find Using Filter Operators

When you click Advanced Fi=< the Advanced Find dialog box appears. Select the operator from
the Operator drop-down list — T .

The list of available operators changes depending on the selection you make. Some operators, such
as [ ], have two or more distinct names. Although the name may change, the purpose of the
operator remains the same.

For example, the [ ] operator in the table below finds all items containing John in the From box or
including a Sound file in the Attachment List. Click All Fields to see a list of all available fields,
including user-defined fields.

Operator Include Examples
[ ] Contains All items containing the condition From[ ]JJohn, Attachment
List[ ]Sound
-> Begins With All items whose first text begins with the ~ Author ->Karen
condition
-> Within All items falling within a range starting Created->5 Day (created within 5
from a certain day forward days of today)
<- Previous All items falling within a range previous to  Created <-5 Day (created 5 days or

a certain day fewer previous to today)

= Matches, Equal To, Equal To Field, On All items that equal the condition Cc=Jill, Document
Creator=JFerguson, Retrieved

Date=Tomorrow

! Does Not Include, Not Equal To, Not Equal
To Field

All items except the condition Item Status!Opened, Number

Accepted!5

< Before,Less Than, Less Than Field

<= On or Before, Less Than or Equal To,
Less Than or Equal To Field

> After, Greater Than, Greater Than Field

>= On or After, Greater Than or Equal To,
Greater Than or Equal To Field

All items less than the condition

All items less than or equal to the
condition
All items greater than the condition

All items greater than or equal to the
condition

Retrieved Date<Today, Document
Number<1000

Retrieved Date<=Yesterday, Total
Recipients<=10

Retrieved Date>This Week,Version
Number>4.0

Retrieved Date>=This Month,
Number Replied>=7
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Finding Text in Items

1 In an open item, click Edit, then click Find Text.

Find [7]
" Match whole word anly Cancel |

[ Match case

2 Type the text you want to search for in the Find What box.
3 Click Find Next to search for the text you typed.

You can also search for text in the QuickViewer.

Filtering Items

Basic Filtering

If your Mailbox or Calendar contains many items, you might have a difficult time finding just one
of them. Filter lets you display items according to specific criteria. For example, a filter can display
only items that have a certain word in the subject. You can also use a filter to hide items that you
want to get out of your way.

Filter does not actually move or delete items; it displays certain items based on the criteria you
specify. When you clear the filter, all the items reappear. Filters you create affect all folders.

The basic Filter dialog box lets you filter on the following information: From, To, CC, Subject,
Message, and Category. If you want to filter on additional fields, click Advanced Filter.

Limiting an Advanced Filter

You may want to limit an advanced filter by specifying additional criteria. For more information,
see “Narrowing Your Filter” on page 197.

This section contains the following topics:
¢ “Creating a New Filter” on page 194
¢ “Creating a New Filter Using Advanced Filter” on page 195
¢ “Selecting a Filter” on page 196
* “Clearing a Filter” on page 196
+ “Deleting a Filter” on page 196
* “Narrowing Your Filter” on page 197
+ “Using Filter and Rule Wildcard Characters and Switches” on page 197
¢ “Using Filter and Rule Operators” on page 198
¢ “Understanding Filter and Rule Fields” on page 200
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Creating a New Filter
1 Click a folder (such as Mailbox, Trash, or a folder you have created).
Filters affect all folders. By clicking a folder, you can see the filter results immediately.
or
Click the Appointments, Reminder Notes, or Tasks List in a calendar view.

The filter applies to all lists in the calendar view. For example, if you click the Reminder Notes
List, the Appointments and Tasks Lists are also affected by the filter.

2 In the upper-right corner of the Main Window or calendar view, double-click @.

Fiter (x|
|

To, CLC: Cancel |
!

Subject: Open... |
I Save... |
Meszage:

I Advanced Filker... |
Igalegor_l,l: Beset |

3 In most folders, the following fields display. Fill in one or more of the following fields:

¢ From: To display items from a specific person, type a name in the From field. Click
to select a name from a list.

¢+ To, CC: To display items to a specific person, type a name in the To, CC field. Click
to select a name from a list.

¢ Subject: To display items containing specific text in the subject, type text in the Subject
field. Text you type is not case sensitive.

¢ Message: To display items containing specific text in the message, type text in the
Message field. Text you type is not case sensitive.

¢ Category: To display items that have been assigned a category, click = | then select a

category name.

If you are creating a filter in the Contacts folder, the Filter Contacts dialog box fields
include Display Name, E-Mail Address, Last Name, Organization, Department, and
Category. Type or select information in one or more fields to filter for contacts.
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[¥ Contact IV Group _DK

V¥ Resource [V Organization

) - Cancel |
Dizplay Mame:

I Open... |
Email Address:

I Save... |
Last Mame: y

I Advanced Filter... |

First Mame: Beset |

Organization:

Department:

Lategory:

=

To specify other information you want to filter on, click Advanced Filter. For more
information, see “Creating a New Filter Using Advanced Filter” on page 195.

4 Click OK.
The filter icon changes to “@ indicating that a filter is on.

5 To save the filter for future use, click @, click Filter, click Save, type a name, then click OK.

Creating a New Filter Using Advanced Filter
1 Click a folder (such as Mailbox, Trash, or a folder you have created).
Filters affect all folders. By clicking a folder, you can see the filter results immediately.
or
Click the Appointments, Reminder Notes, or Tasks List in a calendar view.

The filter applies to all lists in the calendar view. For example, if you click the Reminder Notes
List, the Appointments and Tasks Lists are also affected by the filter.

2 In the upper right corner of the Main Window or calendar view, double-click @.
3 Click Advanced Filter.
4 In the first drop-down list, click the field you want to filter.

For example, click From if you want to display items from a specific person. To find out what
the fields represent, see “Understanding Filter and Rule Fields” on page 200.

5 Click the operator drop-down list il, then click an operator.

To find out more about the operators, see “Using Filter and Rule Operators” on page 198.
6 Type the criteria for the filter.

or

If provided, click the drop-down list, then click existing criteria.

If you type criteria, such as a person's name or a subject, you can include wildcard characters
such as an asterisk (*) or a question mark (?). Text you type is not case sensitive. To find out
more about wildcard characters and switches, see “Using Filter and Rule Wildcard Characters
and Switches” on page 197.
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Selecting a Filter

Clearing a Filter

Deleting a Filter

1

1

Click the last drop-down list, then click End.
or

Click the last drop-down list, then click And or Or to narrow your filter by adding more filter
criteria.

Read the text in the Filter dialog box beginning with "Include entries where..." as you create
your filter. This summarizes how your filter will work.

Click OK, then click OK.
The filter icon changes to @ indicating that a filter is on.
To save the filter for future use, click @, click Filter, click Save, type a name, then click OK.

Save Filter EHE
Save Az Description:
IManager Meszages From iz jeanie pacoub' ;I

Cancel |
¥ Put on menu LI
Mame: Drescription:
=
e

In the upper-right corner of your Mailbox or Calendar view, click @, then click the filter.

You can select one of the predefined filters to filter for received items, sent items, posted
items, or draft items.

If you have a long list of filters, click @, click More, then click the filter.

To see a description of a filter before you select it, double-click @3, click Open, then click the
filter. Click OK after clicking the filter you want.

In the upper-right corner of the Main Window or calendar view, click @, then click Clear
Filter.

After you've cleared a filter, the icon in the upper-right corner of the Main Window changes
back to @,

If the filter is saved, you can use it again by clicking @, then clicking the filter.

In the upper-right corner of the Main Window or Calendar, double-click &.

2 Click Open.
3 Click the filter you want to delete, then click Delete.
4 Click OK, then click OK.

196 GroupWise 6.5 Windows Client User Guide



Narrowing Your Filter

And

Or

Insert Row

Delete Row

New Group

End

You may want to limit an advanced filter by specifying additional criteria. Each filter criteria is
displayed in a separate row. The options in the drop-down list let you expand your filter criteria.
The ways to add and delete rows to narrow your filter are explained below.

This section contains the following topics:
* “And” on page 197
¢ “Or” on page 197
+ “Insert Row” on page 197
+ “Delete Row” on page 197
+ “New Group” on page 197
¢ “End” on page 197

Creates a new row. The filter will display items that match the conditions in each row joined by
And.

Creates a new row. The filter will display items that match the conditions in either row joined by
Or. The items don't have to match the conditions in both rows.

Inserts a new row below the current row and pushes the remaining rows down. Insert Row is useful
if you've already created a filter, and you want to add more criteria in the middle.

Removes the current row from the filter.

Begins a new group of rows. You can then join the groups by an And or Or. If two groups are joined
by And, the items must match all conditions in both groups. If two groups are joined by Or, the
items must match all conditions in either group, but not necessarily both.

Designates the last row of conditions in the filter. If you select End in a row that is followed by
other rows or groups, the subsequent rows and groups are deleted.

Using Filter and Rule Wildcard Characters and Switches

These wildcard characters and switches are available in the Filter dialog box and the Define
Conditions dialog box only when you've selected certain fields that require you to type additional
text. They are applicable only when you select the [ ] Contains operator.
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Wildcard Character(s)
and Switches

What the Filter or Rule Will Match

AND, &, or a space

ORor |

NOT or!

INOCASE (default)

/WILDCARD (default)

All items that meet two or more conditions. For example, mountain & goat,
mountain AND goat, and mountain goat all find items containing the words
"mountain” and "goat."

All items that meet one of two or more conditions. For example, mountain goat
and mountain OR goat both find items containing "mountain” or "goat" or both
words.

All items containing one condition but not the other. For example, mountain !
goat and mountain NOT goat both find items containing the word "mountain”
but not the word "goat." Items that contain both are not included.

All text found within quotation marks. For example, "mountain goats" finds all
items containing the phrase "mountain goats." This does not work with
documents or document references.

Matches any one character. For example, jo?n finds all items containing the
word "john," "joan," "join," and so on.

Matches zero or more characters. For example, mountain* finds all items
containing the words "mountain," "mountains," "mountainous," and so on.

Items containing a specific word, regardless of case. For example, NOCASE
Z0O0 finds both "Zoo" and "zoo."

Items containing the search terms where * and ? are treated as wildcard
characters. For example, /WILDCARD jo?n finds "john", "joan", and "join."

Using Filter and Rule Operators

The available operators depend on the field you have selected in the first drop-down list.

Operator Example Result Includes

= Equal To Item Type = Mail Only mail messages.

! Not Equal To Iltem Type ! Appointment  All item types except appointments.

< Less Than Number Accepted < 4 Items in which fewer than 4 recipients
accepted.

<= Less Than or Equal To Number Accepted <=4 Items in which 4 or fewer recipients
accepted.

> Greater Than Number Read > 6 Items that more than 6 recipients read.

>= Greater Than or Equal To Number Read >= 6 Iltems that 6 or more recipients read.

= Equal to Field

! Not Equal to Field

Number Accepted = Total Items in which the number of recipients
Recipients that accepted equals the total number
of recipients.

Number Read ! Number  Items in which the number of recipients
Accepted who read the item is not equal to the
number of recipients who accepted.
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Operator

Example

Result Includes

< Less Than Field

<= Less Than or Equal to Field

> Greater Than Field

>= Greater Than or Equal to Field

[1Includes
! Does Not Include

[ ] Contains

[x] Does Not Contain

|-> Begins With

= Matches

=0n
>= On or After

> After

< Before

<= On or Before

-> Within

Number Opened < Total
Recipients

Number Opened <= Total

Recipients

Number Opened >
Number Deleted

Number Opened >=
Number Deleted

Iltem Status [ ] Completed

ltem Status ! Accepted

From [] Bill

From [x] Bill

To ->cli

Subject = customer
reports

Created = Today
Created >= Yesterday
Created > Yesterday
Due/End Date <
Tomorrow

Due/End Date <=
Tomorrow

Due/End Date -> 3 Day

ltems where the number of recipients
who opened the item is less than the
total number of recipients.

ltems where the number of recipients
who opened the item is less than or
equal to the total number of recipients.

Iltems in which the number of recipients
who have opened the item is greater
than the number of recipients who
have deleted the item.

Iltems where the number of recipients
who have opened the item is greater
than or equal to the number of

recipients who have deleted the item.

ltems that have been completed.
Items that have not been accepted.

ltems where the From field contains
"Bill" such as items from Bill Jones, Bill
Smith, and so on. Contains does not
support wildcard characters.

Iltems where the From field does not
contain "Bill" such as items from Bill
Jones, Bill Smith, and so on. Does Not
Contain does not support wildcard
characters.

Iltems where the To field begins with
"cli" such as "Client Group" or "Clive
Winters".

Iltems where the Subject line reads
"Customer Reports".

Items that were sent today.
Items that were sent yesterday or later.

ltems that were sent later than but not
including yesterday.

Tasks that are due before tomorrow.

Tasks that are due tomorrow or earlier.

Tasks that are due between and
including today and three days after
today.
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Operator

Example

Result Includes

<- Previous

= On Date

> After Date

>= On or After Date

< Before Date

<= On or Before Date

Due/End Date <- 3 Day

Tasks that were due between and

including today and three days before

today.

Created = 5/29/03
2003.

Created > 5/29/03
2003.

Created >= 5/29/03

ltems that were created on May 29,

Iltems that were created after May 29,

Items that were created on or after

May 29, 20083.

Created < 5/29/03

Items that were created before May

29, 2003.

Created <= 5/29/03

Items that were created on or before

May 29, 2003.

Understanding Filter and Rule Fields

The following table explains many of the fields available to you when you're creating a filter or a
rule. Other user-defined fields might also be available.

For information about the fields that are available when you filter the Contacts folder, see “Contact

Fields” on page 203.
Field Name This Field Refers to: Field Criteria Entry
Account The account used to send or the account  Specify GroupWise, POP3,

Assigned Date

Attachment List

Attachments

Author

Caller's Company

Caller's Name

Caller's Phone Number

Category

the item was received from.

The start date of a task.

Types of attachments such as files,
sounds, movies, or OLE objects.

Attachments containing certain text or
phrases that you specify.

The name of the person who authored a
document.

Text appearing in the Caller's Company
box of a phone message.

Text appearing in the Caller box of a
phone message.

A phone number appearing in the Phone
box of a phone message.

The category assigned to an item.

IMAP, or NNTP.

Depending on the operator,
you can specify a time period
that the task falls within, or
specify an exact date.

Select an attachment from the
drop-down list.

Specify attachment text.
Specify the document
author's name.

Specify a company name.
Specify a caller name.

Specify a phone number.

Specify an existing category.
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Field Name

This Field Refers to:

Field Criteria Entry

Copy Type

Created

Date Opened

Delivered

Document Created Date

Document Creator

Document Number

Document Type

Due / End Date

Filename Extension

From

Item Source

ltem Status

Item Type

Library

Message

The type of message a user receives (To,
CC, or BC).

The date you clicked the Send button or
posted an item to your Calendar.

The date a document was last opened.

The date and time that the item appeared
in the recipients' Mailboxes.

The date the document was created.

The name of the person who created the
document.

The number of a document.

The type of a document in the library such
as a form, expense report, or memo.

The date that a task is due, or the end date
and time of an appointment.

The filename extension of a document in
a library.

The name of a person in the From box of
an item.

Whether the item was received, sent,
posted, or a draft.

Whether an item has been accepted,
completed, opened, read, marked private,
or the subject is concealed.

Types of items such as mail messages,
appointments, and so on.

The library in which documents are stored.

Text appearing in the Message box of an
item.

Select To, CC, or BC from the
drop-down list.

Depending on the operator,
you can specify a time period
that the item falls within, or
specify an exact date.

Depending on the operator,
you can specify a time period
that the document falls within,
or specify an exact date.

Depending on the operator,
you can specify a time period
that the item falls within, or
specify an exact date.

Depending on the operator,
you can specify a time period
that the item falls within, or
specify an exact date.

Specify the document
creator's name.

Specify an integer.

Specify a document type.
Depending on the operator,
you can specify a time period
that the task or appointment
falls within, or specify an

exact date.

Specify a filename extension
(for example, .exe).

Specify the From box name.
Select the item source from
the drop-down list.

Select the item status from the
drop-down list.

Select the item type from the
drop-down list.

Select the library from the
drop-down list.

Type part or all of the
Message box text.
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Field Name

This Field Refers to:

Field Criteria Entry

My Subject

Number Accepted

Number Completed

Number Deleted

Number Opened

Number Replied

Opened By

Place

Posted By

Priority

Send Options

Size

Started

Subclass

Subject

Task Category

Text appearing in the My Subject field of
the Personalize tab.

The number of recipients that have
accepted an item you've sent.

The number of recipients that have
completed an item you've sent.

The number of recipients that have
deleted an item you've sent.

The number of recipients that have
opened an item you've sent.

The number of recipients that have replied
to an item you've sent.

The name of the person who last opened
this version of a document.

Text appearing in the Place box of an
appointment.

Name appearing in the From box of a
posted item.

The priority of an item, either high,
standard, or low.

Items with a reply requested send option.

The size of an item including its
attachments.

The start date of a task. When a task is
carried forward to the next day, the start
date becomes the new date.

Other items such as forms, custom
messages, and C3PO™ programs.

Text appearing in the Subject box of an
item.

The alphabetical priority of a task (A, B, C,
and so on).

Specify part or all of the My
Subject text.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Specify a name.

Type part or all of the Place
box text.

Specify the From box name.
Select the priority from the

drop-down list.

Select the option from the
drop-down list.

Specify an integer.
Depending on the operator,
you can specify a time period

that the task falls within, or
specify an exact date.

Specify part or all of the
Subject box text.

Specify a single letter.
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Contact Fields

Field Name

This Field Refers to:

Field Criteria Entry

Task Priority

Thread State

To

Total Recipients

Version Created Date

Version Creator

Version Description

Version Number

Version Status

View Name

The numerical priority of a task (1, 2, 3,
and so on).

The "state" assigned to an item in a
message thread.

A person's name appearing in the To box
of an item.

The total number of recipients of an item.

The date a specific version of a document
was created.

The name of the person who created this
version of a document.

The description of the document version.

The version number of the document.

The current status of a document.

The name of the view in which you're
creating or reading an item. The view
names correspond to the names
displayed when you click the down-arrow
next to the item view buttons on the
toolbar.

Specify an integer.

Specify Read, Watch, or
Ignore.

Specify a To box name.

Depending on the operator,
you can specify an integer or
select a variable from the
drop-down list.

Depending on the operator,
you can specify a time period
that the document falls within,
or specify an exact date.

Specify the document
creator's name.

Specify a document version
description.

Select the version from the
drop-down list, or click Select
Version and specify the
version number.

Select a status from the drop-
down list.

Specify a view name.

If you filter from within the Contacts folder, you can filter by any of the information in a contact
record, for example, department, middle name, title, and so forth. You can also filter by the post
office, domain, or Internet domain of the contact. If your Contacts folder shows contacts from the
Frequent Contacts address book, you can filter by Last Reference (the last date you received an

item from this contact) and Reference Count (the total number of times you have received items

from this contact).

Using the Columns in Your Mailbox

The Item List in the Main Window is divided into columns. Each column displays information
about the items in the list. For example, different columns display the subject of items, the date
they were sent, and so forth. You can customize the column display for each folder in your Main
Window by changing column widths, by adding or deleting columns, and by changing the order
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of columns. You can even define a different column display setting for each personal folder in your
Folder List.

This section contains the following topics:
¢ “Changing Columns in Your Mailbox” on page 204
¢ “Sorting Items in Your Mailbox by Column” on page 204

Changing Columns in Your Mailbox

1 In the Main Window, open the folder you want to change column settings for.
2 To remove a column, drag the column heading off the column bar.

3 To change the order of a column, right-click a column heading, click More Columns, click a
column name in the Selected Columns box, then click Down or Up.

4 To add a column, click a column name in the Available Columns list box, then click Add.

5 Click OK.
You can also drag columns to new positions in the Main Window.
You can select multiple columns to add by pressing Ctrl while you click columns.
You can resize a column by dragging the edge of the column heading.

You can define different column settings for each folder in your Mailbox. See “Changing or
Deleting Folder Display Settings” on page 152 for more information.

Sorting Items in Your Mailbox by Column
1 Click the folder containing the items you want to sort.

2 Click View, click Display Settings, then click Sort.

Sort E E

Sort b

Acceptedd -
Account Cancel
Azzigned
Author
Authority
Begin

Caller Mame
Cateqory
CC
Caompany
Completedt
Created
Creatar

i

Deleted D ate
Deletedtt =]

Order
’7 & Ascending © Descending

3 Click the category you want to sort by in the list box.
4 Click Ascending to sort from A to Z.
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or
Click Descending to sort from Z to A.
5 Click OK.

You can also sort the Item List by clicking a column heading. To reverse the sort order, click the
column heading a second time.
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Using the Address Book

Use an address book like a contact management tool, phone directory, and information center for
your addressing needs.

Address books can store names and addresses, e-mail addresses, phone numbers, and much more.
You can initiate an instant messaging session from an address book if the instant messaging
product is installed and supported.

Entries in an address book can be a contact, group, resource, or organization. For information
about the information you can store in each type of entry, see “Managing Contacts” on page 155,
“Managing Groups” on page 157, “Managing Resources” on page 158 and “Managing
Organizations” on page 159.

This section contains the following topics:
¢ “Understanding Address Books” on page 207
¢ “Quick Info” on page 212
+ “Searching for Users and Resources” on page 213
+ “Using LDAP in the Address Book” on page 215
+ “Using Groups to Address Items” on page 217
+ “Importing and Exporting Addresses and Address Books” on page 222
¢ “Changing How Information Displays in the Address Book™ on page 225
* “Printing Labels and Lists from the Address Book™ on page 227
+ “Using the Address Selector and Address Book to Send Messages™ on page 230
+ “Using Frequent Contacts” on page 231
¢ “Creating Personal Address Books™ on page 233
¢ “Setting Personal Address Book Properties” on page 237
* “Viewing Groups, Organizations, or Resources in the Address Book™ on page 239

+ “Advanced Address Book Options” on page 240

Understanding Address Books

Click a link below to learn about different types of address books.
¢ “Using the Address Book, the Address Selector, and the Contacts Folder” on page 208
+ “System Address Book™ on page 210
* “Frequent Contacts Address Book™ on page 211
+ “Personal Address Books™ on page 211
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+ “LDAP Address Books” on page 211
+ “Shared Address Books” on page 212

Using the Address Book, the Address Selector, and the Contacts Folder

Address Book

Address Selector

There are three ways to access address book information: the Address Book, the Address Selector,
and the Contacts Folder.

To open the GroupWise Address Book, click the Address Book button M on the

Main Window toolbar. The Address Book opens, displaying a left pane that lists the system
address book, LDAP address book, Frequent Contacts address book, and any personal address
books you have created.

' # Address Book 10l =|
File Edit Wiew Help

3[3 [ew - @Qetails "‘Dglete &ction -

' Caching *# Novell GroupWise Address Book
@ Horvell Grouphwise Ad | aak Far; |

BZ Novell LDAP Address
& Alfons Skoczylas

&7 Frequent Contacts
[ & Team & Members

Mame Completion Position: 2

|lnside: I Mame j

|| Mame | E-Mail Address | Dffice Phone...| Title |
a Heather Sarmiento hsarmientoi@Corporate.com «11005
a Jazon Stevens jstevens(@Corporate. com w11022
a Joe Pangilinan jpangilinan@Corporate.com  «11000
a Fuo-Chang Huang khuang@Corporate. com #1107

Manager Group A ;I

Tester Group B
Tester Group B
Engineer Group A

a Lori Tanaka ltanak a@Corporate. com #1018 Engineer Group A
3 Lunchroom Lunchroom@Corparate. com
a Martha de la Tore mdelatormre@Corporate.com  «11019 Engineer Group B
a b att Barnard mbamard@Corporate.com  #11015 Tester Group &
a Mike Palu mpaluECorporate. com «11002 Diirector of Engine. ..
a Project Future Project Future@Corporate. .
&, Project 1183 Project JJB3@Corporate.c...
3 Resource Rezource(@Corporate. com
a Samantha Murphy smurphy(@Corporate. com «11016 Admin, Assistant _I
a Sophie Jones siohes(@Corporate. com «11006 Engineer Group A
. | | _’I a Tabitha Hu thui@Corporate. com #1013 Engineer Group B LI

You can use File > Open Book and File > Close Book to display and hide the address books in this
pane. The right pane lists all the entries in the selected address book.

What You Can Do in the Address Book

Using the Address Book, you can open contacts to view details, select names to send an item to,
create and modify groups, and create and delete contacts.

The Address Book also provides you with advanced address book options, such as, creating and
modifying personal address books, changing your Name Completion search order, changing the
properties of an address book, defining copy options, changing your MAPI configuration,
importing and exporting address books, sharing address books, adding directory services, printing
labels, and more.

When you are composing a new item and click the Address button W on the item view
toolbar, the Address Selector displays. The Address Selector presents a simplified view of the
Address Book, providing you with the options you need to select a name or create a group.

208 GroupWise 6.5 Windows Client User Guide



%4 Address Selector 2xl

Laak in: I% Movell Groupwise Address Book j I To cc | BC |

Loak far: I MatChIName j Selected: Routing Slip [~

: + )| [To: & Heather Sarmiento
I Mame ¢ I E-Mail & Al
a Matt Barnard mbarnar
a Mike Palu mpalu@
a Project Future Project |
a Project 1139 Project .
[ Resource Resourc
a Samantha Murphy smurphry
a Sophie Jones sjones@
a Tahitha Hu thu@Co
a ¥ander Dominguez xdoming
4] |
23 Iew Cartact [ etails {% Save Group = P Femove
oK I Cancel |

4

Changing the Address Book Displayed in the Address Selector

In the Address Selector, you view one address book at a time. To choose a different address book
to look at, click an address book in the Look In drop-down list.

What You Can Do in the Address Selector

Double-click the entries you want placed in To, CC, or BC fields of the item you are addressing.
You can filter the list of entries by contacts, groups, and resources using the @ drop-down list.
You can search the list by name, first name, or last name using the Match drop-down list.

You can add and remove columns and change the column order in the list of address entries. You
can change the sort order of the list based on the entries in any column. You can resize the Address
Selector by dragging a corner of the window. You can open a contact entry to view details by
clicking the contact, then clicking Details.

You can add contacts to the right pane and then create a group by clicking Save Group. If you click
the down-arrow on the Send Group button, you can select which address book the group is saved
to. Otherwise it is saved to the address book displayed in the Address Selector.

You can create new contacts using the New Contact button. This button is not active if you are
currently displaying the system address book. To create a new contact, click New Contact, enter
the contact information in the different tabs, then click OK. For more information, see “Managing
Contacts Through Your Mailbox™ on page 154.

To create a routing slip in the item you are creating, click Routing Slip. For more information, see
“Creating a Routed Item” on page 52.

Where the Address Selector Displays

The Address Selector displays in other places throughout GroupWise, for example, when you are
selecting members of a group, entries for a filter or find, and so forth. It might be slightly modified
to show only context-appropriate options.

Using the Address Book 209



Contacts Folder

The Contacts folder Il in the GroupWise Folder List, by default, represents the Frequent Contacts
address book in the Address Book.

%% Novell Group¥ise Caching - Contacts
Eile Edit Wew Actions Tools Accoupks ‘Window Help

J@Addressﬁﬂnk @ 5 Q

% Caching

NewMal\ + GhyNewappt - %”J ¥ - @

J a Mew Contact G New Resource % Mew Organization @ New Group

O Sophie Jones E-Mail Address Office Pha... | Home Pho...
- B Mailbax [£] a Alfans Skaczylas askoczylas@Corparate.com x11014
q& Sent Iterns [1] G Ark Ramivez aramirez@Corparate. com *11010
[ Calendar 6 Claudia Wong cwong@Corporate. com x11003
Documents I:i Company Car 1 Company Car 1@Corporate.co
[ Checklist ] Conference Room Conference Room@Corporate,  x11111
[# wiork In Progress a2 Grace Smith gsmith@Corporate, com x11012
4 [ Cabinet & copa
U Trash G Group Meeting Roarm Group Meeting Room@Corpara x11116
G Harry \Waong hwong@Corporate, com x11999 321-¢
6 Heather Sarmiento hsarmiento@Corporabe.com x11005
a Joe Pangilinan jpangilinan@orporate.com x11000 e
a FKuo-Chang Huang khuang@Corporate, com ®11017
] Lunchroom Lunchroom@Corparate, com
a Mike Palu mpalu@Carporate, com ®11002 555-0002
A Preect Fuboee _ILI
| | »
I I Mailbox Size: 0% I Selected: 1 | Total: 19

4

If you want the Contacts folder to display entries from a different address book, right-click the
Contacts folder, click Properties, click the address book name from the Address Book drop-down
list, then click OK.

Any modification you make in the Contacts folder will also be made in the corresponding address
book (Frequent Contacts or other address book).

What You Can Do in the Contacts Folder

Use the Contacts folder to view, update, delete, and add information to the contacts in your address
book. For more information, see “Managing Contacts Through Your Mailbox™ on page 154.

System Address Book

The system address book is marked with a ® icon.

The system address book is the address book configured and maintained by the system
administrator. Use this address book to view information about everyone in your GroupWise
system.

Because the system address book is generally quite large, you might want to search for names or
use predefined filters to find the name you are looking for, rather than scrolling through the entire
address book. See “Searching for User, Resource, Organization, and Group Addresses” on page
214 and “Using Filters to Narrow an Address Search” on page 214.

You can view information about contacts in the system address book, but you cannot edit this
information.

When you use Remote mode, you can restrict the entries that are downloaded from the system
address book to reduce download time. See “Filtering the System Address Book for Your Remote
Mailbox” on page 252.
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Frequent Contacts Address Book
The Frequent Contacts address book is marked with a € icon.

Use the Frequent Contacts address book to access your most frequently used or most recently used
entries. When you use an address in a message, the entry is copied to the Frequent Contacts address
book if the book's options are set to do so. You can view the date and time you last used an entry
and the number of times you have used it.

After an entry is placed in Frequent Contacts, it remains there until you delete it. The entry also
remains in its original address book.

You can use Frequent Contacts Properties to decide which addresses to capture (if any) from either
received or sent items, and how long you want addresses to remain in the address book before
deleting them.

Although the Frequent Contacts address book is created by GroupWise, it is considered a personal
address book because you can edit the information for contacts.

If you select the Junk Mail Handling option to only accept mail from contacts in personal address
books, you will be able to receive mail from any contact in the Frequent Contacts address book.

Personal Address Books
Personal address books are marked with a €% icon.

You can create, edit, save, and rename multiple address books for your personal use, and you can
share these address books with other users.

You can add and delete names and address information for any contact (person, company, or
resource) you want in your personal address books. You can also create your own information
properties (fields). When you create a personal address book, a book icon is added to the main
Address Book window. You can expand and collapse open books by clicking + and -.

When you create multiple address books, you can include the same name and address in several
books. If the entry is copied from an address book and you edit the entry's information in one book,
it is updated in all books.

Personal address books list addresses according to your preferences. For example, you can include
Internet addresses or no address at all for the people you add to your personal address books. You
can also create personal groups. If you save a list of people as a group, you only need to type the
group name in the To box to send the entire group a message. See “Using Groups to Address
Items” on page 217.

LDAP Address Books
LDAP address books are marked with a i icon.

You can use Lightweight Directory Access Protocol (LDAP) providers to access address books on
the Internet. See “Using LDAP in the Address Book™ on page 215.
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Shared Address Books

Shared address books are marked with a & icon. This icon may be slightly different, depending

Quick Info

on whether or not you created the address book.

You can share personal address books with other users. You can give users read only rights, or you
can give them rights to read, add, edit, and delete information in the address book. When you share
an address book, the users receive a notification that they can accept or decline. See “Sharing an

Address Book with Another User” on page 238.

Summary information about users is displayed in an address book and in the Address Selector
when you position your mouse pointer over that name. The same information will display in the
To, CC, BC, or From boxes of a message if you first click on the name. This display is called Quick

Info.

This shows Quick Info in a mail message:

File Edit View Actions Tools Window Help

“ Dil send 3¢ Cancel I@.ﬂu:h:lress & | [ =

¥ B B |FF b

Mail |Send Cptions I

Fram: vl I

Ta:

Subject: I

o |

Bre |
Alfons Skoczylas

E-Mail Address: askoczylas@Corporate, com
Office Phone Mumber: x11014

Home Phone Mumber:  S55-0000

Pager Mumber: 999-0999

Title: Manager Group B
Department: Development
First Mamne: Alfons

Lask Mame: Skoczylas

Phone Number: 999-9939

User ID: askoczylas
Inkernet Domain: Corpaorate, com

AIMIM Screen Mame: nov:askoczylas

N [=1 |
Q zp | E))
4

This shows Quick Info in the Address Book:
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a Joe Pangilinan
a Fuo-Chang Huang
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This shows Quick Info in the Address Selector:
%% Address Selector 2=l
Laak in: I@ Movell Groupwise Address Book j I cc | BC |
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E-Mail Address -
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a e Lask Mame: Pangilinan
User ID: jpangilinan
A MK GroupWise Address: jpangilinan@Corporate, com

| T I T
23 Iew Cartact Details

{% SaveGroup ~ P& Remove

.

Cancel |

4

If multiple users are listed in the To, CC, BC, or From boxes of a message, click the box to open
the list of users, select one of them, then position the mouse pointer over the selected user.

Quick Info is enabled by default. To disable Quick Info,

1 In the Main Window, click

r@.ﬂ.ddress Boak |

2 Click View, then click Disable Quick Info.

Searching for Users and Resources

on the toolbar.

You can quickly find entries in an address book by using the Search List. You can also specify
search criteria by defining one or more filters. For example, you can define a filter which displays
only entries with last names that begin with "D."
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When you begin typing a name in the To, CC, or BC boxes of an item you are creating, Name
Completion tries to complete the name for you. It searches the address books in the order you
specify in the Name Completion Search Order dialog box for entries that match what you're typing.

If Name Completion finds the name you are looking for, you can stop typing. If Name Completion
doesn't find it, continue typing: Name Completion searches again after each new character you

type. If Name Completion finds a name that is close to but doesn't exactly match the one you are
looking for, you can use the Up or Down arrows to scroll to adjacent names in the Address Book.

You can tell Name Completion to search your address books in a specific order. However, Name
Completion always searches the system address book last. You can also search Internet address
books by using Lightweight Directory Access Protocol (LDAP). See “Using LDAP in the Address
Book” on page 215.

This section contains the following topics:
+ “Searching for User, Resource, Organization, and Group Addresses” on page 214
+ “Using Filters to Narrow an Address Search” on page 214

+ “Defining Name Completion Search Order” on page 215

Searching for User, Resource, Organization, and Group Addresses
1 In the Main Window, click M on the toolbar.

or
Click % on the toolbar in an item you are composing.

2 Seclect the address book where you want to search for addresses.

3 Begin typing what you are searching for.

Name Completion completes the name.

Using Filters to Narrow an Address Search
1 In the Main Window, click M on the toolbar.

2 Click View, then click Define Custom Filter.

Building a Filter HE
Find entries where ... Last Mame is Davis oK
ILast Hame j =3 | IDavis End s Capee)
Reset |

3 Click the first drop-down list, then specify the column you want to filter.
4 Click il, then specify an operator.

An operator is a symbol used with a condition to specify a particular value. For example, to
create a filter that lists only users whose last name is Davis, click the Last Name column, click
= Equal To, then type "Davis." In this example, = Equal To is the operator and Davis is the
condition.

For more information, see “Using Filter and Rule Operators” on page 198.
8 Type the condition you want to filter by, then click OK.
The filtered search sorts the Address Book accorded to the results it found.
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After a filter has been defined for an address book, you can enable the filter again later by
displaying the address book in which you want to enable the filter and clicking View, then clicking
Custom Filter. Clicking OK enables it; it will remain in effect until you turn it off or delete it.

Defining Name Completion Search Order
1 In the Main Window, click M on the toolbar.
2 Click File, then click Name Completion Search Order.

3 In the Available Books box, click or Ctrl+click the books you want Name Completion to
search, then click Add.

4 To change the search order of an address book, select the address book in the Selected Books
list, then click Down or Up.

5 To disable Name Completion, deselect the Disable Name Completion check box.
6 Click OK.

Using LDAP in the Address Book

Directory services such as Bigfoot* and Switchboard* assist you in searching for people around
the world. Each search can check potentially millions of names. Because each directory service
uses a different search method, you can choose to search with a different directory service if you
do not get the search results you want.

The Address Book supports LDAP (Lightweight Directory Services Protocol) for accessing
directory services, and is already set up to access a number of well-known directory services. You
can add additional directory services from your Internet service provider.

You can connect to an LDAP server through Secure Sockets Layer (SSL) to assure increased
security for the LDAP address books you access. Connecting through SSL requires that you have
a digital certificate, which enables GroupWise to use SSL to authenticate to the LDAP server you
have chosen.

After you complete a directory service search, you can add the names you find to your personal
address books.

While using Remote or Caching mode, you can perform a directory service search without
connecting to GroupWise.

This section contains the following topics:
¢ “Adding a Directory Service to an Address Book™ on page 215
¢ “Searching for a Person Through a Directory Service” on page 216
* “Modifying the Properties of a Directory Service” on page 217
* “Specifying the Search Criteria a Directory Service Uses” on page 217
¢ “Changing the Length of Time a Directory Service Searches” on page 217

Adding a Directory Service to an Address Book

1 Make sure you know the server name and port number of the LDAP directory service. You
can get this information from your Internet Service Provider or system administrator.

2 In the Main Window, click M

on the toolbar.
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3 In the left pane, click LDAP Address Book.
4 In the right pane, click Directories, then click Add.

5 Follow the prompts. When you specify the server address, you can specify an IP address or

Internet domain name.

6 Click Finish.

7 If you are adding a directory service to search for security certificates, the directory service
must be set as the default. Click the directory service account you just added, then click Set

as Default.
8 Click Close.

Searching for a Person Through a Directory Service
1 In the Main Window, click M on the toolbar.

2 Click the LDAP Address Book.

¥ # Address Book
File Edit Wiew Help

3[3 [ew - @Qetails "‘Dglete &ction -

' Caching 3../ Novell LDAP Address Book Mame Completion Position: Mot searched @

§ Movell GrouptWize Address Boc

% Movell LDAP Address Book Look in: . el Site.. |
& Frequent Contacts Display Name: 3= ¢| I j
- &% Sophie Jones
E-Mai Address: >= & [ |
Directories | Refrieve | Clear Al | Stop |
|| Mame | E-Mail Address | Tite |

1 |

3 Select a directory service from the Look In drop-down list.
4 Type the name you want to search for.
or

Type an e-mail address you want to search for.

If other search fields are available, enter the information you want to search for.

5 Click Retrieve.
6 When the search is complete, double-click the name you want.

7 Click Close.

If you want to save the names you find in the search, click the names, click Edit, click Copy To,

select a personal address book, then click OK.
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Modifying the Properties of a Directory Service

1

a b WO N

In the Main Window, click M on the toolbar.

Click the LDAP Address Book.
Click Directories, then click a directory service.
Click Properties.

Click the Connection, Searching, and Field Mapping tabs to find the properties you want to
modify.

Modify the properties, then click OK.

Specifying the Search Criteria a Directory Service Uses

1

o A WON

7

In the Main Window, click M on the toolbar.

Click the LDAP Address Book.

Click Directories, then click a directory service.
Click Properties.

Click the Searching tab, then click Search Fields.
Select up to four fields.

If you want to add search fields that you do not see listed, click the Field Mapping tab, then
click Retrieve All LDAP Fields. Click a MAPI search field name, then click the right arrow
button to add it to the LDAP Fields List. Click Apply, click the Searching tab, click Search
Fields, then select the fields you want to search. The available search fields depend on the
selected directory service.

Many directory services allow you to search using only the Name and E-Mail Address fields.

Click OK twice, then click Close twice.

Changing the Length of Time a Directory Service Searches

1

G A WON

6

In the Main Window, click M on the toolbar.

Click the LDAP Address Book.
Click Directories, then click a directory service.
Click Properties, then click the Searching tab.

Click and drag the bar under Amount of Time to Search Before Timing Out until it shows the
amount of time you want.

Click OK, click Close, then click Close.

Using Groups to Address Items

A group is a list of users or resources you can send messages to. Use groups to send a message to
several users or resources by typing the group name in the To, BC, or CC boxes. There are two
types of groups: public and personal.

A public group is a list of users created by the system administrator and is available for use by each
GroupWise user. For example, there may be a public group for the Accounting Department. Each
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employee in Accounting is included in the group. Public groups are listed in the system address
book.

A personal group is a group created by you. For example, if you often send an appointment to your
work group, you can include each co-worker's address or name and a meeting place (a resource)
in a personal group.

Groups are marked with the & icon, and are displayed in both the left and right panes of the open
address book.

This section contains the following topics:
¢ “Creating and Saving a Personal Group” on page 218
* “Addressing Items to a Group” on page 220
* “Adding and Removing Contacts from a Personal Group” on page 221

* “Viewing Group Information” on page 221

Creating and Saving a Personal Group
1 In the Main Window, click M on the toolbar.
2 Click the personal address book you want to add this group to.
3 Click New on the toolbar, click Group, then click OK.

£% New Group: (Frequent Contacts) x|
Summary Detals |
M ame: ||
Comments: ;I
[~
Members: 0 Contacts, 0 Groups, 0 Resources
uidd..
¥ Remave
)8 I Cancel

4 Type a name for the group.
5 Type comments, such as a description of the group.
6 Click Add to open the Address Selector dialog box and display the address list.

7 Click To, CC, or BC, double-click or Ctrl+click and drag the users and resources for your
group.

If the users you want to add are in a different address book, click the address book on the Look
In drop-down list.

To filter the list of entries by contacts, groups, or resources, click an option on the @ drop-
down list.
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8 To add an entry that is not in an existing address book, click New Contact, fill in the
information, click OK, then double-click the entry.

9 Click OK twice to save the group in the personal address book.

You can also create and save a personal group from the Address Selector when you are addressing

a message or other item:

1 In an item view, click % on the toolbar.

#4 Address Selector

2|

Laak in: I@ Movell Groupwise Address Book j I To cc | BC |

Look for: I MatChIName j

I Mame ¢ I E-bail & Al

a Matt Barnard

a Mike Palu

a Project Future
Project 1159
Resource
Samantha Murphy
Sophie Jones
Tabitha Hu

BHLBTE

¥ander Dominguez

4] |
23 Iew Cartact [ etails

mbarnat
mpalu@
Project |
Project .
Resourc
smurphry
sjones@
thu@Co

xdoming

Selected: Routing Slip [~

o a Heather Sarmienta

{% Save Group = P Femove

oK I Cancel

2 Double-click contacts to add them to the right pane.

If the users you want to add are in a different address book, click the address book on the Look

In drop-down list.

To filter the list of entries by contacts, groups, or resources, click an option on the @ drop-

down list.

3 To add an entry that is not in an existing address book, click New Contact, fill in the
information, click OK, then double-click the entry.

4 Click Save Group.

or

If you want to save the group to a different address book than the one that is displayed, click
the arrow on the right of Save Group, then select the address book.
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&% New Group: {Frequent Contacts) ﬂ

Summary Detals |
M ame: I
Comments: ;I
Members: 5 Contacts, 0 Groups, 0 Resources
Quadd.  [&3 To: Mike Palu

a To: Martha de la Taore

B

Lol a Ta: #ander Dominguez

a To: Kuo-Chang Huang

a Taor Jason Stevens

oK Cancel

5 Type a name for the group.
6 Type comments, such as a description of the group.

7 Click OK twice.

Addressing Items to a Group

1 In an item view, click w on the toolbar.

%4 Address Selector : ed e
Laak ir: IQ Frequent Contacts j I To cc | LI
Loak far: I MatChIName j Selected: Routing Slip [~

mo: a Group A

Mame ¢ E-Mail Address -

a Alfons Skoczylas  askoczylas@Corporate, com
a Ark Ramirez aramirez@Corporate, com
a Claudia Wong cwong@Corporate, com

@ Company Car 1@ Company Car 1@Corporate
@ Company Car 2@ Company Car 2@Corporate
(j Conference Roor  Conference Room@Corpor:
a Grace Smith gsmith@Corporate, com

{% Group A

a Heather Sarmien  hsarmiento@Corporate, con

p,l Jason Stevens jstevens@Corrorate.com_lLI
4 3

23 Mew Contact [ etails {% Save Group = P Femove

oK I Cancel

4

2 Select a group, then click To, CC, or BC.

3 Repeat as necessary.

4 To show all the members of the group, right-click the group, then click Expand Group.
85 To see more information about the group, right-click the group, then click Details.

6 Click OK to return to the item view.
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Adding and Removing Contacts from a Personal Group

1

In the Main Window, click m on the toolbar. In the left pane, click + to expand
the address book the group is located in, then click the name of the address book.

or
Click M on the toolbar in an item you are composing.

Right-click the group, then click Details.

Groups are marked by the & icon and display in the right and left panes of the Address Book.

On the Details tab, click Add to open the Address Selector dialog box and display the address
list.

Click the @ drop-down list to filter the list by contacts, groups, or resources.

To add a contact, click the Look In drop-down list, then click the address book the contact is
in.

Click the Match drop-down list, then click the way you want to locate the contact (by first
name, last name, or full name).

In the Look For field, type the contact you want to add.

The address list scrolls to the nearest match.

Double-click the contact in the list so that it is added to the Selected list.
To delete a contact, click the name in the Selected list, then click Remove.

Click OK twice to save the group.

Viewing Group Information

1

2
3

In the Main Window, click M on the toolbar. In the left pane, click the address
book where the group is located. Click + to expand the address book.

or

. Add | . . .
Click C i on the toolbar in an item you are composing.
or

Click the Contacts folder ¥l in the Folder list.
Right-click the group, then click Details. Groups are marked with the & icon.
Click the Details tab.
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£% Group A (Frequent Contacts) x|

Summary Detals |

M ame: Im

Cornments: Members of the Group A segment of the department ;I

Members: 5 Contacts, 0 Groups, 0 Resources

Q}_‘Add... & To: &t Ramirez
& Ta: Claudia Wong
B
Ll & Taor Jason Stevens
& To: Kuo-Chang Huang
& To: Martha de la Taore

oK I Cancel |

Importing and Exporting Addresses and Address Books

Use the Import and Export features in the Address Book to transfer your existing Novell® and
third-party address books into and out of the GroupWise Address Book. If your former address
book was a MAPI service provider, your conversion should be smooth. If not, your address books
can still be imported with some reformatting. Novell address books are best exported in .nab
format, and importing address books is also more accurate if the .nab format is used. You can also
import and export your personal groups.

Address books from supported POP3 and IMAP4 e-mail clients can be imported using the
GroupWise E-Mail Client Import Utility.

You can also share personal address books. See “Sharing an Address Book with Another User” on
page 238.

This section contains the following topics:
* “Importing Addresses into a Personal Address Book” on page 222
+ “Exporting Addresses from the Address Book™ on page 223
¢ “Importing Third-Party Address Books” on page 223

Importing Addresses into a Personal Address Book

1 If you have received a Novell personal address book as an attachment, right-click the
attachment, click Save As, select the folder or floppy disk you want to save it to, then click
Save.

Novell address book files have a .nab extension. They are ASCII files with specific
formatting. If you want to import an address book file that is not from Novell, look at a .nab
file to determine its format, then mirror this format with your own address book's information.
See “Importing Address Books from Non-POP3/IMAP4 E-Mail Accounts” on page 224 for
more information.

2 In the Main Window, click M on the toolbar.

3 Click the address book you want to import addresses into.

or
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Create a new personal address book to import the addresses into. For information, see
“Creating a Personal Address Book™ on page 233.

4 Click File, then click Import.
5 Sclect the address book *.nab file, then click Open.

To stop the import, press Esc, then click Yes.

You cannot import addresses into the system address book.

Exporting Addresses from the Address Book

1
2
3

In the Main Window, click M on the toolbar.

Click the address book from which you want to export names.

Select the addresses you want to export.

If you want to export an entire address book, you don't need to select any names.
Click File, then click Export.

Click Entire Address Book if you want to export the entire address book.

or

Click Selected Items if you want to export the addresses you have selected.

Type a filename for the exported file, click a folder for the file to be saved to, then click Save.
The exported file is saved with a .nab extension (Novell Address Book).

To stop the export, press Esc, then click Yes.

Importing Third-Party Address Books

This section contains the following topics:

*

*

*

“Importing Address Books from POP3/IMAP4 E-Mail Accounts” on page 223
“Importing Address Books from Non-POP3/IMAP4 E-Mail Accounts” on page 224

“Importing Information from a vCard” on page 225

Importing Address Books from POP3/IMAP4 E-Mail Accounts

1

Click File, then click Import POP3/IMAP.

The Installed E-Mail Clients list box displays the e-mail accounts installed on your machine.
Select the e-mail account you want to import into GroupWise, then click Next.

Click the Address Books check box, then click Next.

Type a name for the new GroupWise address book that will contain the imported addresses.
The name you type will display on a new tab in the GroupWise Address Book.

Click Next.

Review the summary information to ensure that it is correct, then click Next.

or

Click Back to change your import options.
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7 Check to see if the e-mail account was successfully imported, then click Done.

Importing Address Books from Non-POP3/IMAP4 E-Mail Accounts

1 From your third-party e-mail application, export the address book you want to import into
GroupWise.

2 Open a DOS editor or Notepad, then open the third-party address book file.

You can also open the file in any word processor. To make editing easier, set the margins so
that the lines do not wrap.

3 Export a small Novell address book. See “Exporting Addresses from the Address Book™ on
page 223.

4 Open the address book in a second copy or split window of the application used in Step 2.

Novell Address Book files have a .nab extension. They are ASCII files with specific
formatting. If you want to import a third-party address book file, look at a .nab file to
determine its format, then mirror this format with your own address book's information.

5 Cut, copy, and paste, or retype the fields for each entry from the third-party book into the
Novell address book. Place each field behind the comma corresponding to the similar field in
the first line of the Novell address book. Each field should be enclosed in quotes.

The order of the fields for each entry must correspond to the order of the fields in the first line
of the Novell address book file. For example, if the Name field follows the first comma in the
first line, the Name field information must also follow the first comma in the entry's line, for
example: "U","John Smith".

Novell address book files are in ANSI-delimited format. In the first line, the characters up to
the first comma must not be edited. Each field's title follows a comma. The hexadecimal
numbers in each title represent the MAPI tags. User-defined fields may share the same
hexadecimal number.

If you want to leave a field blank for an entry, you must type the comma. This way you keep
the fields lined up, so that, for example, all information following the tenth comma of each
entry goes to the same field. There can be spaces inside of the quotes, but you must delete all
spaces outside of the quotes.

Each Novell address book entry starts with C, U, or R. C is for company entries, U is for user
entries, and R is for resource entries. In addition, groups are enclosed by G> and G<tags. This
order (all C entries before U entries, and U entries before R entries) is important if you want
user entries to be linked to their organizations and resource entries to be linked to their owners.
Groups can go anywhere after company entries in this order.

Each Group entry begins with a C, U, or R, and also contains a T (To or primary recipient), C
(carbon-copy recipient), or B (blind-copy recipient). For example, a UT entry is a user who
will receive an item as a primary recipient.

When you are finished, the address book should look similar to this:

;1 TAGVAP: : : OFFE0003: ***, 3001001E: Nane, 3A06001E: Fi r st Nane, 3A11001E: Last
Nane,

"C',"Novell G oupWse", "Novell", "G oupW se",
"U',"John Smith","John","Smith",
"U', "Keni chi Aoki", "Kenichi","Aoki",

"U',"Marina Sanchez","Marina", "Sanchez",
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"R', " Conf erence Room One", ,,
"R',"Overhead Projector",,,

6 Delete all extra spaces at the end of each line, then save your formatted file with a .nab
extension.

7 In GroupWise, open the Address Book.

8 To import the entries into a new address book, click File, click New Book, type a name, then
click OK.

or
To import the entries into an existing book, click the book you want to import the names into.

9 Click File, click Import, select the address book file, then click Open.

Importing Information from a vCard

To import information into an address book from a vCard you have received:
1 Right-click the vCard, then click Import.
2 Click the address book where you want the information to be added, then click OK.

Changing How Information Displays in the Address Book

You can control which address books are displayed in the Address Book by opening and closing
address books. For example, you might have a personal address book for an account that you deal
with only six months out of the year. You can close it when you don't need it and open it again six
months later.

You can also control the information that is displayed in a single address book. In order for you to
change displayed information in an address book, that address book must be opened.

Address books contain more information than can be displayed at one time. You can change what
information is displayed at any time by selecting different column markers. You can also change
column order, sort columns, or change their widths.

You can view contacts in personal address books that are linked to the system address book.
You can also choose how names display in an address book.
This section contains the following topics:

+ “Opening and Closing Address Books” on page 226

+ “Specifying the Columns to Display in an Address Book™ on page 226

* “Sorting an Address Book™ on page 227

* “Viewing Links to the System Address Book™ on page 227

+ “Choosing the Display Format of Names™ on page 227
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Opening and Closing Address Books
1 In the Main Window, click M on the toolbar.

2 Click File, then click Open Book.

Open Address Book EHE

Awailable address books

Cancel

i

Novell LDAP Address Boak
Frequent Contacts
Harry “wong

If all of your address books are open, Open Book is dimmed.
3 Click or Ctrl+click one or more address books, then click OK.
4 To close an address book, select the address book, click File, then click Close Book.

Closing an address book does not delete it; you can open it again at any time.

Specifying the Columns to Display in an Address Book
1 In the Main Window, click M on the toolbar.

or
Click W in an item you are composing.

2 Click the address book where you want to change the displayed columns.

3 Right-click a column heading, then click a column name.

If the column name is not displayed, click More Columns. To add a column, click the column
in the Available Columns list box, click Add, then click OK.

Address Book Column Selection EHE
Avallable columns: Selected columns:
i ————

External GUID Office Phone Mumber Cancel |
First Mame Uszer ID

GUID >3 fdd > | Department
Title

Internet Domain
Last Mame << Bemove <<| Metwork, |D
Post Office Fax Humber

E-tail Address

— Column position

Dcwn | g |

— Colurnn width
E<s | < Smaller | Larger > | 23 |
Mame

4 To remove a column, drag the column heading off the address book.

226 GroupWise 6.5 Windows Client User Guide



8 To arrange columns, drag a column heading to another position.

Sorting an Address Book
1 In the Main Window, click M on the toolbar.
2 Click the address book you want to sort.

3 Right-click the column you want to sort by, then click Sort on 'column' First (for example, sort
by the E-Mail Address column rather than by the Name column).

or

Right-click any column heading, click Sort All Ascending (for example, Ato Zor 1, 2, 3) or
Sort All Descending (for example, Z to A or 3, 2, 1) to sort the column entries.

Viewing Links to the System Address Book
1 In the Main Window, click M on the toolbar.
2 Click the personal address book where you want to view links.
A linked contact in an address book is shown with the i icon.
3 Click View, then click System Book Links to select it.

Links show that an entry in a personal address book is linked to an entry in another book.
When one is updated, the other is also updated.

Choosing the Display Format of Names
1 In the Main Window, click M on the toolbar.
2 Click View, then click Name Format.
3 Click a radio button to display address books by first name first or last name first.
4 Ctrl+click the personal address books you want the format to apply to.
5 Click Apply to Selected Books to apply these changes without exiting the dialog box.
or

Click OK to apply these changes and exit the dialog box.

Printing Labels and Lists from the Address Book

You can print addresses in labels or lists from the Address Book.
This section contains the following topics:

+ “Printing Labels” on page 227

+ “Printing Lists” on page 229

Printing Labels
1 In the Main Window, click M on the toolbar.

2 Click the address book that contains the entries you want to print.

3 Ctrl+click or Shift+click to select individual entries.
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or
Make no selections if you want to print the entire address book.
4 Click File, then click Print.
5 If prompted, click Selected Items.
or
Click Entire Address Book.
6 Make sure the Form tab is selected.

7 Make sure Labels is selected in the Format group box.

Print Address Book EH |

Farm Il:cnntentl Dptiunsl

_EE’T‘?; Selected farm: _EE""C;F; C a
L abelg  B5x85in A5
 Custom
Width: Height:
|8.5U in. I'I'I.UD in.

" Franklin sizes
[Monarch (85:11in) x|

Available forms:

ailing Address
Selected Fields — Farm orientation

& Portrait " Lapdscape

Errirt I Frexiew. .. Frinter Setup... LCloze

8 To print all the address book information for each entry, make sure Mailing Address is
selected in the Available Forms list box.

or

To print only some of the address book information for each entry, click Selected Fields in the
Available Forms list box. Click the Content tab, deselect the fields you don’t want to print,
then click the Form tab.

You can only print information that has been entered in the address book fields. If there is no
information for a particular field, nothing will be printed for that field.

9 Click a paper size in the Form Size group box.
10 Click Portrait or Landscape in the Form Orientation group box.
11 Click the Content tab.
12 Specify the number of rows and columns you want.
13 Click Font, make selections, then click OK.

14 Click the Options tab, then make selections. For information about each option, click 21, then
click an option.

15 Click Preview to see how the labels will look.
16 Click Print.
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Printing Lists

10
11
12

13
14

In the Main Window, click M on the toolbar.

Click the address book that contains the entries you want to print.

Ctrl+click or Shift+click to select individual entries.

or

Make no selections if you want to print the entire address book.

Click File, then click Print.

If prompted, click Selected Items.

or

Click Entire Address Book.

Make sure the Form tab is selected.

Click List in the Format group box.

Click what you want to print in the Available Forms list box.

You can only print information that has been entered in the address book fields. If there is no
information for a particular field, nothing will be printed for that field.

Click a paper

size in the Form Size group box.

Click Portrait or Landscape in the Form Orientation group box.

Click the Con

tent tab.

Depending on what you selected to print in Step 7, you might be able to select and deselect

the fields you

want to print.

Click Font, make selections, then click OK.

Click the Options tab, then make selections. For information about each option, click 2| then
click an option.

Print Address Book [ 2] |
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¥ Page number
¥ Date and time

— Options
v Oeverflow extra kext to following pages
™ Pritt on both sides of page [duplex)
[ Print to a text file
[ Print to an HTHL file

— Print items
Al

= Selected

[¥ Use shading
[ Piint separator ines between items

[ Center farm on page [horizontally]

[ Inzert blark page at beginning of print job

Print I Frewiew. .. Frinter Setup...
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15 Click Preview to see how the list will look.

16

Click Print.
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Using the Address Selector and Address Book to Send Messages

Use the Address Selector to address items you are composing. For more information about the
Address Selector, see “Address Selector” on page 208.

Use Mail to send items from an address book. If you have opened the Address Book from the Main
Window, the Address Book and GroupWise are not connected. Mail lets you open an item view
from the Address Book.

This section contains the following topics:
+ “Using the Address Selector to Address an Item” on page 230
+ “Sending Mail from the Address Book” on page 230

Using the Address Selector to Address an Iltem
1 In an item you are composing, click W on the toolbar.
Select an address book from the Look In drop-down list.
Double-click the names you want as primary (To) recipients of your message.
To address carbon copy recipients, click CC, then double-click the names you want.
To address blind copy recipients, click BC, then double-click the names you want.

Click the @ drop-down list to show only contacts, groups, or resources in your list.

N~ O a0 A WON

Click the Match drop-down list to select how you want to locate a recipient (by name, last
name, or first name), then type the recipient’s name.

8 Click OK.

If you know the person's name, begin typing it in the To box of the item view. Name Completion
searches the Frequent Contacts address book, the current address book, and the system address
book, provided they are listed in the Name Completion Search Order. When Name Completion
finds the person you want to send a message to, you can stop typing. If Name Completion finds a
name that is close to but doesn't exactly match the one you are looking for, use the Up or Down
arrows to scroll to adjacent names in the Address Book.

Sending Mail from the Address Book
1 In the Main window, click M on the toolbar.
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2 Click an address book.
3 Ctrl+click the users you want to send mail to.

4 Click File, then click Mail Message.

Using Frequent Contacts

Use the Frequent Contacts address book to access your most frequently used or most recently used
entries. When you use an address in a message, the entry is copied to the Frequent Contacts address
book if the book's options are set to do so. You can view the date and time you last used an entry
and the number of times you have used it.

After an entry is placed in Frequent Contacts, it remains there until you delete it. The entry also
remains in its original address book.

You can use Frequent Contacts Properties to decide which addresses to capture (if any) from either
received or sent items, and how long you want addresses to remain in the address book before
deleting them.

If you select the Junk Mail Handling option to only accept mail from contacts in personal address
books, you will be able to receive mail from any contact in the Frequent Contacts address book.

For more information, see “Junking E-Mail From Users Not In a Personal Address Book™ on page
92.

This section contains the following topics:
+ “Using Frequent Contacts to Address Items” on page 231
¢ “Setting Frequent Contacts Options” on page 232

¢ “Using Predefined Filters for the Frequent Contacts Address Book™ on page 232

Using Frequent Contacts to Address Items

1 Click M in an item you are composing.

2 Sclect Frequent Contacts from the Look In drop-down list.

3 Double-click the names you want, then click OK.
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The Frequent Contacts address book can be closed, but it cannot be deleted.

Setting Frequent Contacts Options
1 In the Main Window, click M on the toolbar.
2 Click the Frequent Contacts address book.
3 Click File, click Properties, then click the Options tab.

Frequent Contacts Properties EE

General  Dptions ISharingI

" Auto-zaving of

[T Save addresses of items that are received
™ Erom external sources [Intermet]
[" From internal sources

I i mrame an [Dsim e Ta feld

[V Save addiesses of items that are sent
V¥ To extemal sources [Intemet]

V¥ Taointemal sources

[ Delete addresszes not referenced within time period

Time periad: IE i’ Manths ¢| Delete Mow |

ak I Cancel | AEpli |

4 Sclect the options you want.

To turn off names being placed into the Frequent Contacts address book, click Auto-Saving
Off.

5 To delete names from this book, select the Delete Addresses Not Referenced Within Time
Period check box, type a number in the Time Period box, click a time period from the drop-
down list (from hours to years), then click Delete Now to remove old addresses.

6 Click OK to save your changes and close the Properties dialog box.
or

Click Apply to save your changes and keep the Properties dialog box open.

Using Predefined Filters for the Frequent Contacts Address Book
1 In the Main Window, click M on the toolbar.
2 Click the Frequent Contacts address book.

If the Frequent Contacts address book is not visible, you must open it by clicking File, then
clicking Open Book.
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3 Click View, then click Filter for at Least 3 References.
or

Click View, Define Filter for References (a reference is the number of times you have sent or
received items from an entry), type the minimum number of references an entry must have in
order to be included in the filter, then click OK.

Creating Personal Address Books

You can create, edit, save, and rename multiple address books for your personal use, and you can
share these address books with other users.

You can add and delete names and address information for any contact (person, company, or
resource) you want in your personal address books. You can also create your own information
properties (fields). When you create a personal address book, a book icon is added to the main
Address Book window. You can expand and collapse open books by clicking + and -.

When you create multiple address books, you can include the same name and address in several
books. If the entry is copied from an address book and you edit the entry's information in one book,
it is updated in all books.

Personal address books list addresses according to your preferences. For example, you can include
Internet addresses or no address at all for the people you add to your personal address books. You
can also create personal groups. If you save a list of people as a group, you only need to type the
group name in the To box to send the entire group a message.

This section contains the following topics:
¢ “Creating a Personal Address Book™ on page 233
¢ “Deleting a Personal Address Book™ on page 234
+ “Editing a Personal Address Book” on page 235
+ “Synchronizing Address Book Entries” on page 237

Creating a Personal Address Book
1 In the Main Window, click M on the toolbar.
2 Click File, then click New Book.
3 Type a name for the new book, then click OK.

4 To add new entries to the new address book, click the address book, then click New on the
toolbar.
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Select the entry type:
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5 Click the Entry Type, then click OK.
6 Fill in the fields for the entry.

For information about the different fields, see “Managing Contacts” on page 155, “Managing
Groups” on page 157, “Managing Resources” on page 158, and “Managing Organizations”

on page 159.
7 Click OK.

8 To copy entries to the new address book from existing address books, click the existing

address book, click an entry, then drag the entry to the new address book.

You can add and modify records in your personal address books. However, only the system

administrator can add and modify records in the system address book.

Deleting a Personal Address Book

1 In the Main Window, click M on the toolbar.

2 Click File, then click Delete Book.

Delete Addrezs Book

Awailable addres: books

Cancel

i

u ' ong
=z Contacts

Tu:uol

3 Click or Ctrl+click the books you want to delete, click OK, then click Yes.

After it is deleted, a personal address book cannot be recovered.
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Editing a Personal Address Book

In a personal address book, you can add or delete entries, edit existing information, copy names
from one book to another, or rename a book. You can also create your own custom address book

fields.

This section contains the following topics:

+ “Deleting Entries from a Personal Address Book” on page 235

*
*
*
*

*

Deleting Entries from a Personal Address Book

“Renaming a Personal Address Book™ on page 236

“Copying a Personal Address Book™ on page 236

“Editing Entries in a Personal Address Book™ on page 235
“Copying Entries Between Personal Address Books” on page 236

“Defining Custom Fields in a Personal Address Book™ on page 236

1 In the Main Window, click M on the toolbar.

2 Click an address book, then click or Ctrl+click the names you want to remove.

3 Press the Delete key, then click Yes.

Editing Entries in a Personal Address Book

1 In the Main Window, click M on the toolbar.

2 Click an address book, then double-click the name you want to edit.

3 Edit the information on the different tabs, then click OK.
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Copying Entries Between Personal Address Books

You cannot copy to a closed address book; you must open the book first. You cannot copy names
to the system address book.

1 In the Main Window, click M on the toolbar.
2 Click an address book, then click or Ctrl+click the names you want to copy.
3 Click Edit, then click Copy To.

4 Sclect the address book you want to copy the names to, then click OK.

Renaming a Personal Address Book
1 In the Main Window, click M on the toolbar.

2 Click the personal address book you want to rename.
HINT: You cannot rename the Frequent Contacts address book.

3 Click File, then click Rename Book.
4 Type the new name, then click OK.

Copying a Personal Address Book
1 In the Main Window, click M on the toolbar.
2 Click the personal address book you want to copy.
3 Click File, then click Save As Book.
4 Type a name for your address book, then click OK.

Defining Custom Fields in a Personal Address Book
1 In the Main Window, click M on the toolbar.
2 Click the personal address book where you want to define custom fields.
3 Double-click an entry, then click the Advanced tab.
4 Click Add, then type a title for the field in the Field Name box.
5 In the Value text box, type the information you want to display in the field for that entry.
6 Click OK.

After you have added a custom field to an address book, the field cannot be deleted. However,
because custom fields are displayed as columns, you can remove the column from your display.

Because each address book can have different columns displayed, the column must be removed
from each address book individually.
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Synchronizing Address Book Entries

You can use Synchronize to make sure that your personal address book entries match the
corresponding entries in the system address book. You can synchronize an entire personal address
book or just the entries you have selected.

For example, you might have a personal address book containing the names of your contacts in the
Marketing department. When the Marketing department changes buildings and phone numbers,
Synchronize saves you from having to create a new personal address book.

1 In the Main Window, click M on the toolbar.

2 Click the personal address book you want to synchronize.

3 To synchronize an address book, click File, click Synchronize, then click Current Book.
or

To synchronize selected entries, Ctrl+click or Shift+click the entries, click File, click
Synchronize, then click Selected Items.

Setting Personal Address Book Properties

Use the Address Book Properties dialog box to view the properties of each of your address books
(including the system address book). There are three property tabs in the Address Book, not all of
which are visible from every address book.

The General tab is visible from all address books. Use the General tab to view the name of the
address book, the MAPI service provider (if known), a summary of what the address book
contains, and so forth. You can also use it to add a description of the address book.

The Options tab is visible only from the Frequent Contacts address book. Use the Options tab to
specify what gets saved in Frequent Contacts and how this address book should be cleaned up. See
“Using Frequent Contacts” on page 231.

The Sharing tab is visible for personal address books for which you are the owner, including your
Frequent Contacts address book. Use the Sharing tab to choose whether or not to share an address
book, who to share it with, and which Access rights each person should have.

You can also share your personal groups or distribution lists by placing them in an address book
you share with others.

This section contains the following topics:
+ “Viewing an Address Book's Properties” on page 237
+ “Sharing an Address Book with Another User” on page 238

Viewing an Address Book's Properties
1 In the Main Window, click M on the toolbar.
2 Click the address book you want to view the properties for.
If the book is not visible, the book is not open.
3 Click File, then click Properties.
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4 To view the number of individuals, resources, companies, and so forth, click Contains.

If the address book is large, this may take some time. The status bar measures the progress of
this operation.

85 To add or modify a description for the address book, click in the Description box, then type
or edit the description.

6 Click OK to save your changes and close the Properties dialog box.
or

Click Apply to apply your changes and keep the Properties dialog box open.

Sharing an Address Book with Another User

238

1 In the Main Window, click M on the toolbar.

2 Right-click the address book you want to share, then click Sharing.
If the address book is not visible, you must open it by clicking File, then clicking Open Book.
3 Click the Shared With radio button.

4 Type the name of the person with whom you want to share the address book, then click Add
User.

If you do not know the name of the person, click .
You cannot share address books across external domains.

5 Click each user's name in the Share List, then assign him or her Access rights in the Access
group box.
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6 Click OK to save your changes and close the Properties dialog box.
or
Click Apply to apply your changes and keep the Properties dialog box open.

When you click OK or Apply, the person with whom you want to share the address book
receives a notification. The Status column displays as Pending until the user accepts or
declines the shared address book request, then the column is updated to reflect the user's
selection.

In the Address Book, shared address books are marked with the & icon.

You and the users you share an address book with can arrange your address book columns
differently.

Viewing Groups, Organizations, or Resources in the Address Book

Use the predefined filters in the View menu to display only groups, users, organizations, or
resources in an address book.

Address books display all entries by default. Although all groups, companies, and resources are
marked by icons, finding specific entries in large address books can prove difficult. A predefined
filter displays only the type of entry you are looking for.

There is one predefined filter which applies only to the Frequent Contacts address book: Filter for
at Least X References. You can use it to filter all entries with at least the number of references you

specify.

To view groups, organizations, or resources in an address book,
1 In the Main Window, click M on the toolbar.
2 Click an address book.

3 Click View, then click the filter you want to sort by.
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4 To return to the non-filtered address book view, click View, then click Filter Off.

In the Address Selector, click a predefined filter from the @ drop-down list to filter for contacts,
groups, and resources.

The Address Book places icons to the left of contacts, resources, groups, and organizations in all
address books. These are what the icons look like:

Contacts
@ Resources
& Groups

& Organizations

Advanced Address Book Options

This section contains the following topics:
* “Defining Copy Options” on page 240
¢ “Changing Your MAPI Configuration” on page 241

Defining Copy Options

Use Copy Options to select the copying format to use when you copy address book data to the
clipboard. When copied to the clipboard, the address book data is formatted as a "virtual business
card" (vCard) or address book "text." A vCard includes all of identifying information for an
individual that is included in an address book.

When you select one of the two copy formats, Display Data (ASCII text format) or vCard Data
(.vcf stream format), the vCard data copied thereafter with the standard Windows text-copy
procedure (select text, then press Ctrl+C), can be pasted in that format into other applications (such
as personal information managers and Web applications) to fill your particular needs.

For example, you could paste the display text into an HTML editor or a word processor for import
into a database or for formatting as a mail merge document. Or, if you chose to copy in vCard
format, you could paste the data into a vCard editor or viewer to include sound clips, graphics, or
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additional text. You could also save the data as a .vcf file for import into any other application that
supports the vCard standard. GroupWise supports up to version 2.1 of the vCard standard.

To select the vCard text format to copy:

1 In the Main Window, click @.ﬁ.ddress Eook |

2 Click Edit, then click Copy Options.

on the toolbar.

3 Select the copy option you want.

The Display Data button copies text as "display" text. The vCard Data button renders text as
a vCard data stream.

4 To make your current selection the default, click the check box.

5 Click OK.

Changing Your MAPI Configuration
1 In the Address Book, click File, then click Services.
2 Make your changes, then click OK.

If the address book's name is visible, it is a MAPI service provider.
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Using Remote Mode

Remote mode is familiar to GroupWiscs:® users on the road. Similar to Caching mode, a copy of
your network mailbox, or the portion of the mailbox you specify, is stored on your local drive. You
can retrieve and send messages on a periodic basis with the type of connection you specify
(modem, network, or TCP/IP). If you do not want a complete copy of your network mailbox, you
can restrict what is retrieved, such as only new messages or only message subject lines.

For more information about Caching mode, see Chapter 10, “Using Caching Mode,” on page 261.

To use Remote mode, the client installation must be a standard installation, not a workstation
installation.
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Your system administrator can specify settings that do not allow you to use Remote mode.

This section contains the following topics:

¢ “Remote Password” on page 244

+ “Remote Requests” on page 244

+ “Remote Connection Types” on page 244

+ “Remote Features” on page 244

+ “Smart Docking” on page 244

¢ “Preparing to Use Remote” on page 245

¢ “Sending and Retrieving Items in Remote Mode” on page 249

+ “Configuring Your Remote Connections” on page 254
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Remote Password

To use Remote mode, you must have a password set in Online mode. When you run in Remote
mode for the first time, you can specify to use the same password in Remote mode or choose a new
one. For more information about passwords, see “Assigning Passwords to Your Mailbox™ on page
36.

Remote Requests

Each time you send and retrieve messages, move items into folders, delete items, create rules, and
so forth, this is stored as a request. If you have made requests but exit GroupWise without
connecting to your network mailbox, your pending requests are stored until the next time you run
GroupWise, when you are prompted to complete the requests.

Remote Connection Types

When you run GroupWise in Remote mode, you can connect to your Online GroupWise system
through a modem connection, a network (direct) connection, or a TCP/IP connection. When you
use Hit the Road to set up your Remote Mailbox, GroupWise creates the appropriate connections
based on how you are currently running GroupWise. You can create new connections as well as

change or delete existing ones.

You will most likely use Remote away from the office with a computer that has no permanent
network access. In these situations, you can use a TCP/IP connection or a modem connection to
connect to your GroupWise system. Modem connections dial into a gateway in your GroupWise
system. TCP/IP connections use unique IP (Internet Protocol) address and port information to
connect to your GroupWise system.

You can also use Remote in your office and connect to your GroupWise System via a TCP/IP
connection or a network drive mapping. These connections are useful to download large quantities
of information, such as your system address book.

For more information, see “Configuring Your Remote Connections” on page 254.

If Your Remote Connection Is Expensive

If your remote connection is expensive, you can save money and connection time by connecting
after peak business, downloading address books with a network connection prior to being on the
road, restricting the messages you download, and waiting until you have a number of requests
before connecting.

Remote Features

Most GroupWise features are available in Remote mode, with the exception of subscribing to other
users’ notifications and Proxy.

Smart Docking

GroupWise automatically processes outstanding Remote requests when you run GroupWise on
your docked laptop after you return to the office. For example, you might have sent an item while
you were away from your office, but didn't connect to the GroupWise system to process that
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request. When you return to the office and run GroupWise, you are asked if you want to process
the outstanding requests. To see what requests still need to be processed, click Requests.

Preparing to Use Remote

Use Hit the Road on the Tools menu (or switch from Online mode to Remote mode) to create, set
up, or update your Remote Mailbox. Your local mailbox is created on your local drive and any
current connections are detected and set up. If you have already used Caching mode, your local
mailbox has already been created.

You can also use Hit the Road to create setup files on a diskette to set up your Remote Mailbox on
a computer that's not connected to the network.

Several users can set up their Remote Mailboxes on a single shared computer.

This section contains the following topics:
+ “Setting Up Your Remote Mailbox™ on page 245
+ “Setting Up Multiple Remote Mailboxes on a Shared Computer” on page 246
* “Specifying Remote Properties” on page 247

Setting Up Your Remote Mailbox

If you switch from Online mode to Remote mode, you can enter the path to the Remote Mailbox.
If this path does not exist, Hit the Road will run automatically. The following steps explain how to
set up your Remote Mailbox using Hit the Road.

1 Make sure GroupWise is installed on the computer where you want to set up your Remote
Mailbox.

2 Make sure you have a password on your Online Mailbox.

3 Run GroupWise in your office on your docked laptop or a workstation.

4 Click Tools, then click Hit the Road.

'Hit the Road' Wizard ER

Welcome to 'Hit the Road'! Thiz Wizard will guide pou
through the steps neceszary to update your Remate M ailbox
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5
6

10
11
12

13
14
15

Type your Mailbox password, then click OK.

To create your Remote Mailbox on the docked laptop that is currently connected to the
network with your Online GroupWise system, click This Machine, then click Next.

If you click This Machine and GroupWise is not installed on the docked laptop, you are
prompted to install GroupWise. To use GroupWise away from your office, click Yes to install
GroupWise on the computer you're traveling with. Continue with Step 7.

or

To create a setup diskette for another computer, such as your home computer, click Another
Machine, then click Next. Have a diskette ready. When your setup diskette is created, insert it
into the computer where you want to set up your Remote Mailbox (such as your home
computer), then run setup.exe from the diskette. Go to Step 10.

Type the path for your Remote Mailbox, then click Next.

Select the phone numbers you'll use to connect to your Online Mailbox, then click Next.
Select the items you want to copy to your Remote Mailbox, then click Finish.

Exit GroupWise.

Right-click the Windows desktop, click New, then click Shortcut.

Type c: \ novel | \ gr oupwi se\ gr pwi se. exe / pr-
pat h_t o_renot e_mai | box. The path is the path you typed in Step 7.

Click Next.
Type a name for the shortcut, such as Remote.
Click Finish.

After setting up your Remote Mailbox, you can begin sending and retrieving items and
Address Book information from your Online Mailbox.

Setting Up Multiple Remote Mailboxes on a Shared Computer

These steps should be completed by each user who is setting up a Remote Mailbox on the shared
computer.

1

2
3
4

o O

Run GroupWise in Online mode, click Tools, then click Hit the Road.
If prompted, enter your password.
To create a Remote Mailbox setup diskette, click Another Machine.

Follow the steps in the Hit the Road Wizard, inserting a blank diskette in the last step to save
the setup files on.

Log in to Windows on the shared computer using a unique username.

Insert the setup diskette into the shared computer, then run setup.exe from the diskette.
Make sure GroupWise is installed on the shared computer.

Select a folder for your Remote Mailbox files, then click OK.

This folder should not be shared with other users.

To run GroupWise against your Remote Mailbox, each user should log in to Windows with a
unique username before starting GroupWise.

246 GroupWise 6.5 Windows Client User Guide



Specifying Remote Properties

You can change the way Remote mode is set up, including your connection, time zone, how often
to send and retrieve items, system information, delete options, signature, and so forth, in Remote
Properties. For information about changing your connections, see “Configuring Your Remote
Connections” on page 254.

This section contains the following topics:
* “Specifying Time Zone Settings” on page 247
¢ “Sending and Retrieving Items At Regular Intervals” on page 247
+ “Specifying User and System Information for Your Remote Mailbox™ on page 248
+ “Changing Remote Delete Options” on page 248
+ “Changing Your Signature” on page 248

Specifying Time Zone Settings

The items in your Calendar are scheduled according to the time zone settings in the Windows Date/
Time Properties. You can access this dialog box in Remote Properties on the Server tab. If you use
GroupWise in another time zone, you can change to that new time zone so that your scheduled
items reflect the time zone difference.

Typically, if you're leaving your office for several days, you will use your Calendar information to
attend and schedule appointments. Therefore, you will need to use the local time zone. However,
if you're leaving your office for a short time, (for example, a day), you will probably keep the same
time zone as your GroupWise system.

If you change time zone settings, be sure to change your computer's clock to match the new time
zone.

1 In Remote mode, click Tools, click Options, then double-click Accounts (Remote).
2 Click the remote account, click Properties, then click the Server tab.
3 Click Time Zone, click the current time zone, then click OK.

4 Click Time Zone, click the Date & Time tab, change your computer's clock to match the new
time zone, then click OK.

For more information about using Date/Time Properties, see your Windows documentation.

Sending and Retrieving Items At Regular Intervals
1 In Remote mode, click Tools, click Options, then double-click Accounts (Remote).
2 Make sure the remote account is marked with a check mark.
3 Click the General Options.

4 Sclect Send/Retrieve All Marked Accounts Every  Minutes, then specify the number of
minutes.

5 Click OK.

For this option to work, your computer must stay connected to the network or phone line,
depending on the connection you're using.

To quickly turn this option on and off, click Accounts, then click Auto Send/Retrieve. It is active
when a check mark is displayed.
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Specifying User and System Information for Your Remote Mailbox

1 In Remote mode, click Tools, click Options, double-click Accounts (Remote), then click
General Options.

2 In the Display Name box, type your first and last name.

This name appears in the From box of an item you send someone. The name is also used as
your user folder name.

Click OK.

Click the remote account, click Properties, then click the Server tab.
Type your GroupWise user ID.

Type the domain name of your Online Mailbox.

Type the post office name of your Online Mailbox.

0O N O 0 b~ &

To change the password for your Online Mailbox, click Online Mailbox password, type your
Online Mailbox password, then click OK. Specify the new password in both text boxes, then
click OK.

If your administrator has turned on LDAP authentication, read and follow the additional
information about your Online Mailbox password that is provided in this dialog box.

Your Online Mailbox must have a password before you can use Remote mode. If you have not
assigned a password to your Online Mailbox, do so in Security Options while running
GroupWise in your office.

Changing Remote Delete Options

By default, if you delete an item from your Remote Mailbox, the item will be deleted from your
Online mailbox the next time you connect. You can change the deletion options in Remote
Properties so that an item deleted from your Remote Mailbox will stay in your Online mailbox or
vice versa.

1 Click Tools, click Options, then double-click Accounts (Remote).
2 Click the remote account, click Properties, then click the Advanced tab.
3 Make your changes, then click OK.
HINT: This process does not apply to Caching mode. GroupWise automatically synchronizes the deletions

between the Online and Caching modes.

Changing Your Signature

The signature you specify for Remote mode is the same signature that is used for Online mode.
You can specify this signature in Remote Properties.

1 Click Tools, click Options, then double-click Accounts (Remote).

2 Click the remote account, click Properties, then click the Signature tab.
3 Change your signature text.

4 Click OK.

For more information about signatures, see “Adding a Signature or vCard to Items You Send” on
page 47.
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Sending and Retrieving Items in Remote Mode

Use Send/Retrieve to synchronize your Online and Remote Mailboxes.

When you connect to your GroupWise system, items you sent from your Remote Mailbox are
delivered to the recipients. Remote also sends a request to your Online Mailbox to retrieve your
items, such as mail. Your GroupWise system processes the request, then sends your items to your
Remote Mailbox, restricting the items according to the limits you set in the Send/Retrieve dialog
box. In addition to items, you can retrieve rules, documents, and address books.

This section contains the following topics:

+ “Downloading Items, Rules, Addresses, and Documents to Your Remote Mailbox™ on page
249

¢ “Sending Items in Remote Mode” on page 250

+ “Viewing Pending Requests” on page 251

* “Retrieving Items That Were Not Completely Downloaded” on page 251

¢ “Using Busy Search in Remote Mode” on page 252

+ “Filtering the System Address Book for Your Remote Mailbox™ on page 252

¢ “Deleting Items from Your Remote Mailbox” on page 253

Downloading Items, Rules, Addresses, and Documents to Your Remote Mailbox

1 If you're running GroupWise in Online mode, click Tools, click Hit the Road, type your
Online Mailbox password, select a connection phone number if prompted, then click OK.

or

If you're running GroupWise in Remote mode, click Accounts, click Send/Retrieve, then click
GroupWise Options.

Send/Retrieve EH |

Send: 1 new meszages to be sent. CEmRmED

— Retrieve:

¥ Items [Mail. &ppt, et ] Advanced... |

& New Only
Al
[T Bules

[ Systemn Address Book Eilter:.. |

[ Personal Address Books

[T Documents [NEEuments.. |

— Conneching:
From: Default Location
Too  158BE1112222

i

Close

Last Connection: 3413401 4:41PM

2 To retrieve items, make sure Items is selected, click Advanced, click a tab if available, click
an option, then click OK.
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If you specify to limit the items you retrieve, for example, by selecting Get Subject Line Only
or setting size limits, you can download the rest of the item or items later. See “Retrieving
Items That Were Not Completely Downloaded” on page 251.

If you are in Remote mode and only want to download new items, select New Only on the
Retrieve tab.

3 Click OK.
4 To retrieve rules, click Rules to select it.

5 To retrieve addresses from the system Address Book, click System Address Book to select it,
click Filter, specify the addresses to retrieve, then click OK.

Because retrieving address books can take a long time with a modem connection, it is
recommended that you retrieve address books using a network or TCP/IP connection.

For more information about filtering the system Address Book, see “Filtering the System
Address Book for Your Remote Mailbox™ on page 252.

6 To retrieve your personal address books, click Personal Address Books to select it.

7 To retrieve copies of documents from your Online Mailbox, select the Documents check box,
click Documents, select your documents, mark applicable documents as In Use, then click
OK.

Marking a document as In Use prevents others from modifying the document. If you don’t
mark a document as In Use, someone can edit it while you have the copy in your Remote
Mailbox. If you then edit the document and return it to the Master Library, your document is
saved as a new version and the edits are not saved to the other version. If you don't plan to edit
a document, don't mark it In Use.

When you exit an In Use document, you're asked to send the document to the Master Library
and mark it as Available. If you're done with the document, the document should be marked
Available to allow others editing access to it.

8 If you are in Remote mode and you want to specify your remote location and connection
before downloading, click Configure, select your remote location from the Connecting From
drop-down list, select a connection from the Connecting To drop-down list, then click OK.

9 Click Connect or Finish.

If you are in Remote mode, all items in your Pending Requests list are sent at this time.

Sending Items in Remote Mode
1 Create a new item, then click Send on the toolbar.

Remote places the item in the Pending Requests list. When you connect to your master
GroupWise system, all items in the Pending Requests list are sent.

2 Click Accounts, click Send/Retrieve, then click the remote account.
or

If you want to specify your remote location and connection before sending the item, click
Accounts, click Send/Retrieve, click GroupWise Options, click Configure, select your remote
location from the Connecting From drop-down list, select a connection from the Connect To
drop-down list, click OK, then click Connect.

At the same time your items are being sent, your new items are retrieved according to what you
have specified in the Send/Retrieve dialog box.
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You can switch between connection types (network, modem, and TCP/IP) if there are no pending
requests on the connection you are switching from. For example, if you're sending and retrieving
items with a network connection and disconnect before the transmission is complete, you should
not switch to a modem connection later to process the requests. Complete the original request with
the original connection.

Viewing Pending Requests

Whenever you perform an action that requires information to be sent from your Remote Mailbox
to your Online Mailbox, GroupWise creates a request that is placed in the Pending Requests list.
When you connect to your master GroupWise system, all the requests are sent to your Online
Mailbox. Use Pending Requests to check for outstanding requests.

1 Click Accounts, then click Pending Requests.

Pending Requests to Online Mailbox EHE
Bequests:

Fequest | Statuz | Date Requested

Fistrieve Library Wiaiting to be Sent 4/28/01 5:35PM LelEte |
Mew Document Reference Waiting to be Sent 4428401 5:36PM

Create document reference Waiting to be Sent 4428401 5:36PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

1 | i

Last connection:  3/13/07 4:41PM

To prevent a request from being processed, click the request, then click Delete. Only requests that
haven't been sent to the master GroupWise system and have the "Waiting to be Sent" status can be
deleted. If you've already sent a request to the master GroupWise system, you cannot cancel the
request.

Retrieving Iltems That Were Not Completely Downloaded

If you set size limit restrictions or specified Subject Line Only when you downloaded items, you
might have items in your Remote Mailbox that are only partially downloaded. These are
sometimes called ghosted items.

1 Select the items in your Remote Mailbox.

2 Click Accounts, then click Retrieve Selected Items.

3 To connect immediately to your Online Mailbox, click Connect Now.
or

To create the request but not send it, click Connect Later. This way, you can wait until you
have several requests and connect later.
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Using Busy Search in Remote Mode
1 Create a new appointment.
2 To select the first possible meeting day, click , then click a date.
3 Click Busy Search on the toolbar.

Busy Search H

— Start Busy Search
T o beqin the Busy Search immediately, prezs

'Connect Mow'. To start the Busy Search the nest Connect Later |

time pou connect, prezs 'Connect Later'

— Connecting:

From: Default Location
Too 15551112222 Mﬂl

4 To immediately connect to your master GroupWise system and search for available times,
click Connect Now.

or
To search for available times later, click Connect Later.

Clicking Connect Later creates a busy search request, but doesn't send the request to the
master GroupWise system. You can save your appointment as a draft item in the Work In
Progress folder until you are ready to send it. When you're ready to check appointment times
later, click Busy, then click Connect Now.

5 When the Choose Appointment Time window appears, click Auto-Select for the first
available meeting time. Click Auto-Select until the best available time is displayed, then click
OK.

or
Click the Available Times tab, click an available time, then click OK.
6 Complete the appointment, then click Send on the toolbar.

If you're disconnected before all schedule information returns from a busy search, clicking Busy
again lets you update the information from the original busy search request.

Filtering the System Address Book for Your Remote Mailbox

The system address book is usually large, because it contains information for your entire
organization. If you don't need all the information in the system address book when using
GroupWise away from your office, use System Address Book Filter to retrieve only the user
addresses, resource addresses, and public groups you need from the GroupWise system.

For example, the filter statement, Dept [ | Marketing, instructs GroupWise to retrieve all addresses
with "Marketing" in the Department column in the Address Book. This way you can contact
anyone from your Marketing department while you're traveling.
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You should also retrieve system address book information before leaving your office to save
downloading time and costs, especially if you're planning to travel to a location where you will
incur long-distance phone charges.

1 If you're running GroupWise in Online mode, click Tools, click Hit the Road, type your
Online Mailbox password, select a connection phone number if prompted, then click OK.

or

If you're running GroupWise in Remote mode, click Accounts, click Send/Retrieve, then click
GroupWise Options.

2 Click System Address Book, then click Filter.

System Address Book Filter EHE
FEilter

Include entries where ... ()8 I

L = 4] End <
Dept

L omain il

L JFax
File 1D |
First Mame
Last Mame
Metld
Fhone
Fost Office
Title

User 1D

3 Click an Address Book column in the first drop-down list.
For example, click Dept to search for addresses from a specific department.

4 Click the operator drop-down list, click an operator, then type your search criteria in the box
or click a value, if provided.

For example, click [ ], then type Accounts to search for addresses from the Accounts
department. Use the operator that is most appropriate for your search. Your search criteria,
such as a person's name or a subject, can include wildcard characters such as an asterisk (*)
or a question mark (?) Filter is not case sensitive to the criteria you type.

5 To add more filter conditions, click the last drop-down list, then click And.

6 After specifying all filter conditions, read the text beginning with "Include entries where..."
as you create your filter. This summarizes how your filter will work.

7 Click OK, then click Connect.

For more information on operators see “Using Filter and Rule Operators™ on page 198.

Deleting Items from Your Remote Mailbox
Use Delete and Empty and Manage Library Size to remove items from your Remote Mailbox.

This section contains the following topics:
¢ “Deleting Items from Your Remote Mailbox” on page 254

¢ “Deleting Unneeded Documents from Your Remote Library” on page 254
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Deleting Items from Your Remote Mailbox

In Remote mode, you can delete items, retract items, and empty the Trash the same way you would
in the Online mode.

1 Click the item in your Mailbox.
2 Click Edit, then click Delete.
3 If you're deleting an outgoing item, click one of the available options.
4 To free up disk space, click Edit, then click Empty Trash.
This permanently removes all deleted items from your Remote Mailbox.

The next time you connect to your master Group Wise system, the changes in your Remote and
Online Mailboxes will automatically synchronize. You can turn off this synchronization by
changing the delete options in Remote Properties. See “Changing Remote Delete Options™ on
page 248.

Deleting Unneeded Documents from Your Remote Library

Deleting files from your Remote Library Disk Space Management will not remove them from the
Master Library. It will also not remove the document references for the deleted documents. The
files are removed only from the computer where you have your Remote Mailbox, freeing disk
space for you.

1 In Remote mode, click Tools, then click Manage Library Size.
2 Click the documents you want to delete, then click Delete.
3 When you’re done, click Close.

If you delete an In Use document, the status of the document in the Master Library is reset to
Available the next time you connect to your Online Mailbox.

Configuring Your Remote Connections

When you run GroupWise in Remote mode, you can connect to your Online GroupWise system
through a modem connection, a network (direct) connection, or a TCP/IP connection. When you
use Hit the Road to set up your Remote Mailbox, GroupWise creates the appropriate connections
based on how you are currently running GroupWise. You can create new connections as well as

change or delete existing ones.

This section contains the following topics:
¢ “Connections” on page 255
+ “Creating a Modem Connection” on page 256
+ “Creating a TCP/IP Connection” on page 257
+ “Creating a Network Connection” on page 258
+ “Copying a Remote Connection” on page 259
+ “Editing a Remote Connection” on page 259
+ “Deleting a Remote Connection” on page 259

* “Specifying Your Remote Location” on page 259
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Connections

You can switch between connection types if there are no pending requests on the connection you
are switching from. For example, if you're retrieving and sending items with a network connection
and you disconnect before the transmission is complete, you should not switch to a modem
connection to process the requests. Complete the original requests with the original connection.

This section contains the following topics:
¢ “Modem Connections” on page 255
¢ “TCP/IP Connections” on page 255
+ “Network (Direct) Connections” on page 255
+ “Connection Status” on page 255

+ “Connection Log” on page 256

Modem Connections

When you connect with a modem connection, you dial in to your Online GroupWise system over
a phone line. You’ll need to set up dialing information for each remote location. For example, in a
hotel you often need to dial 9 to access an outside line, but at home you don’t. Each of these
situations would require a separate remote location. For more information about setting dialing
properties for each remote location, see your Windows documentation.

TCP/IP Connections

TCP/IP connections use an IP address and port to connect to your Online GroupWise system. If
you use a toll-free Internet provider while you're away from your office, you can avoid phone
charges by using a TCP/IP connection. In addition, you don't need to exit an Internet connection
and hang up the phone to connect to your Online GroupWise system via a modem connection. You
can use the same Internet connection to connect to your Online GroupWise system.

Network (Direct) Connections

Connection Status

When you're at the office, you can run GroupWise in Remote mode with a network connection. A
network connection is useful for quickly retrieving large amounts of information, such as your
system address book.

When you use Hit the Road to update your Remote Mailbox before leaving the office or when you
send and retrieve items remotely, the Connection Status window displays. This window lets you
monitor the information transfer between your Online GroupWise system and your Remote
Mailbox. To display detailed connection information, use Show Log. To display the number of
requests the Online GroupWise system needs to process, use Requests. To stop the information
transfer anytime, use Disconnect.

In addition to the Connection Status window, the icon in the Windows taskbar lets you know the
status of your connection.

Icon Means

& You are connected.
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Icon Means

rd You are disconnected.
C“-q You are sending items.
Jg? You are receiving items.

Connection Log

Use the Connection Log to display connection information and to troubleshoot connection
problems. This log includes information about connection time, error messages, and so forth.

GroupWise uses three Connection Log files to log the connection information: remotel.log,
remote2.log, and remote3.log. GroupWise uses the next log file each time you run GroupWise in
Remote mode.

Creating a Modem Connection

Contact your system administrator for your gateway's phone number, login ID, and password.
1 Click Accounts, click Send/Retrieve, then click GroupWise Options.
2 Click Configure, click Connect To, then click New.
3 Make sure Modem is selected, then click OK.

Modem Connection EE3

General I tdvanced I

Connection name; ||

— Phone Mumber
Country Code: Area Code:  Telephone Mumber:
United States of America (1] j I I

— Gateway settings

Gateway login 10: I F'agswmd...l
()4 I Cancel |

4 In the Connection Name box, type a description.
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5 Click the country code, then type the area code and phone number for the gateway to your
GroupWise system.

6 Type the gateway login ID.
7 Click Password, type the gateway password, click OK, retype the password, then click OK.
8 Click the Advanced tab.

Modem Connection EE |

General Advanced |

— Modem zettings

todem: Standard Modem

Madem script; 1  EditScrpt... |

— Digconnect method————————————— R edial
Aftempts: |5 _lj
€ Do not wait for responses

 Manualy Eietry interval I1 _lj ir.

%" When all updates are received

OF. I Cancel |

9 [fyour modem requires a script, click Edit Script, then specify the necessary When Given and
Respond With commands.

To save the script without changing its filename, click Save, then click Close.
or
To save the script with a new filename, click Save As, then click Close.
10 To retrieve an existing script file, click g, select the script file, then click Open.
11 Click a disconnect method.
12 In the Attempts box, specify the number of times to redial if the line is busy.
13 In the Retry Interval box, specify the time interval between each redial attempt.

14 Click OK, then click Close.

Creating a TCP/IP Connection
1 Click Accounts, click Send/Retrieve, then click GroupWise Options.
2 Click Configure, click Connect To, then click New.
3 Click TCP/IP, then click OK.
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4
5

TCP/IP Connection [ 2] |

Connection name:; I 0k I
IP Address: I Cancel |

IP Part: I

Dizconnect method
* Wwhen all updates are received
" Do not wait for responses
" Manually

Type a descriptive name for the TCP/IP connection.
Type the IP address and port information provided by your system administrator.

Instead of an IP address, you can also type the DNS (Domain Name System) host name in the
IP Address box. Check with your system administrator.

Click a disconnect method, click OK, then click Close.

Creating a Network Connection

1
2
3

Click Accounts, click Send/Retrieve, then click GroupWise Options.
Click Configure, click Connect To, then click New.
Click Network, then click OK.

Metwork Connection EH |

Connection name:; I 0k I
Path to post office: I | Cancel |

Dizconnect method

% Wwhen all updates are received
" Do not wait for responses
" Manually

Type a descriptive name for the network connection.
Type the path to any post office directory in your GroupWise system.

Contact your system administrator for the path to your post office. You can also connect to
any post office in your GroupWise system to access your Online Mailbox. You don't need to
connect to the post office containing your Online Mailbox.

Click a disconnect method, click OK, then click Close.
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Copying a Remote Connection
1 Click Accounts, click Send/Retrieve, then click GroupWise Options.
2 Click Configure, click Connect To, click the connection, then click Copy.
3 Modify the connection, then click OK.

Editing a Remote Connection
1 Click Accounts, click Send/Retrieve, then click GroupWise Options.
2 Click Configure, click Connect To, click the connection, then click Edit.
3 Make the necessary changes, then click OK.

Deleting a Remote Connection
1 Click Accounts, click Send/Retrieve, then click GroupWise Options.
2 Click Configure, click Connect To, then click the connection.

3 Click Delete, then click Yes.

Specifying Your Remote Location

1 Click Accounts, click Send/Retrieve, click GroupWise Options, then click Configure.

Hovell GroupWize Properties EHE

Generall Sepver  Connection |.f3.l:|\-'anced| Signaturel

Connecting from: IDefauIt Lacation J

Connecting to: IMu:udem St Louiz +1 [388) 111-2222 J Conkect To... |
Connect using: IStandard Fodem j Madem... |

£ Connect threughmy loeal e a nekwark (L]

) Contiect usingmyimodenm analphare line
= LutomaticalidE

€ Framptbefare disling
) Watually dial

Dial-Up Metwarking connection to use:

e

e | Eroperties |

OF. Cancel

2 To select your remote location, click the Connecting From drop-down list, then click the
remote location.
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3 To change the dialing properties of your modem, click Connect From, specify changes in the
Dialing Properties dialog box, then click OK.

For help on specifying Dialing Properties, see your Windows documentation.
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Using Caching Mode

Caching mode stores a copy of your network mailbox, including your messages and other
information, on your local drive. This allows you to use GroupWise®™ whether or not your network
or Post Office Agent is available. Because you are not connected to the network all the time, this
mode cuts down on network traffic and has the best performance. A connection is made
automatically to retrieve and send new messages. All updates are performed in the background so
your work is not interrupted.

You should use this mode if you have enough disk space on your local drive to store your mailbox.

Several users can set up their Caching Mailboxes on a single shared computer.

%4 Novell GroupWise Caching - Mailbox

=10l x|

File Edit Yiew Actions Tools Accounts Window Help

J @AddressBook & Gy | NewMaiI - Efnewdppt ~ CgrNewTask ~ iy | i)

ching
(% sophis Jones From Subject Date # )
AP [Maibox] (71 ®]  sophie Jones Finial Test Flan 1/2/2003 B:2G:44 PM
& Sent Ikems “ Claudia Wong Project status report due Wednesday by 1/3/2003 10:03:00 AM
of E::ft';dc‘:; = I forgot to mention... 1,/3/2003 2:03:06 PM
Documents = X
¥ Checklist ] Alfons Skoczylas Alfons' question about HHY Technology 11712003 5:47:44 PM
E’ Work In Progress = Alfons Skoczylas Another question 1/7/2003 5:47:56 PM
@ Cabinet = Martha de la Torre Is anyone looking to carpool? 1/7/2003 5:48:45 PM
5 Trash ] IMatt Barnard Motes From last project meeting 11712003 5:49:35 PM
q] IMatt Barnard Project Meeting 11912003 10:00:00 Al
je=3 Sophie Jones Core Team Meeting 1/16/2003 9:00:00 &AM LI
I I Mailbox Size: 0% I Selected: 1 I Total: 18 4

If you run Caching Mode and Remote Mode on the same computer, the same local mailbox (also
called the Caching Mailbox or Remote Mailbox) can be used to minimize disk space usage. For

information about Remote mode, see Chapter 9, “Using Remote Mode,” on page 243.

If disk space is limited, you can restrict the items that are downloaded to your local mailbox. You

can specify to get the subject line only or specify a size limit.

Your system administrator can specify settings that do not allow you to use Caching mode or that

require you to use only Caching mode.

This section contains the following topics:

¢ “Caching Features” on page 262

+ “Setting Up Your Caching Mailbox™ on page 262

¢ “Synchronizing Your Caching Mailbox with Your Online Mailbox™ on page 263

+ “Deleting Items in Your Caching Mailbox™ on page 263

¢ “Opening a Different Version of a Document in Your Caching Mailbox” on page 264

* “Viewing Pending Requests” on page 264

+ “Connection Status” on page 265
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Caching Features

Most GroupWise features are available in Caching mode, with the exception of subscribing to

other users’ notifications.

Setting Up Your Caching Mailbox

Setting up a Caching Mailbox requires enough disk space (either on your local hard drive or

another network drive) to store all the data in your mailbox.

1 Make sure GroupWise is installed on the computer where you want to set up your Caching

Mailbox.
2 Click File, click Mode, then click Caching.
or

Click Caching on the drop-down list above the Folder List.

%4 Novell GroupWise Caching - Mailbox

File Edit WYiew Actions Tools Accounts Window Help

=10l x|

P Mailbo:
@ Sophie Jon ¥ @Sophie Jones

Subject

J @AddressBook & Gy | NewMaiI - G Mewappt + CErMewTask - i3 | i] v| /0 -

>
J ¥ - BiReply -

Show: All Categories . @

Date

Sophie Jones Final Test Plan

i ‘9@ ﬂOnIine

[F work In Progress Alfons Skoczylas Another question

; -7 E Cabinet
F— F Trash

Martha de la Torre
Matt Barnard

Matt Barnard

Sophie Jones

Is anyone looking to carpool?
Motes From last project meeting
Project Meeting

PE M [

Core Team Meeting
I Connection Falled -- check status window For detail

eyl v ¢ Caching Claudia Wong Project status report due Wednesday by
D‘Remote I Jason Stevens I 1 forgot to mention...
. a Proxy...
# Checkist Alfons Skoczylas Alfons' question about HHY Technology

I Mailbox Size: 0%

1/2/2003 5:25:44 PM
1/3/2003 10:03:00 AM
1/3/2003 2:03:06 PM

1/7/2003 5:47:44 PM

1/7/2003 5:47:56 PM

1/7/2003 5:48:45 PM

1/7/2003 5:49:35 PM

1/2/2003 10:00:00 AM

1/16/2003 9:00:00 AM LI
I Selected: 1 Total: 18 4

3 Type the path for your Caching Mailbox, then click OK.

4 Make sure you have a password on your Online Mailbox.

GroupWise automatically updates the Caching Mailbox with an image of the Online Mailbox.

The initial update or "priming" should not be interrupted until it is complete. You will be
prompted to restart GroupWise to change to the Caching Mode.

After the Caching Mailbox is primed, you may want to run GroupWise in Caching Mode
without changing modes from Online to Caching.

To run in Caching mode,
5 Right-click the Windows desktop, click New, then click Shortcut.

6 In the Command Line box, type ¢: \ novel | \ gr oupwi se\ gr pwi se. exe /pc-
pat h_t o_cachi ng_di r ect ory. The path is the path you typed in Step 3.

7 Click Next.
8 Type a name for the shortcut, such as Caching.
9 Click Finish.

You can also open your Mailbox in any mode and select Caching from the Mode drop-down list.
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Synchronizing Your Caching Mailbox with Your Online Mailbox

Use the following steps to update or synchronize your Caching Mailbox items, rules, addresses,
documents, and settings with your Online Mailbox.

1 To synchronize items, click Accounts, click Send/Retrieve, then click Novell GroupWise.
2 To synchronize rules, click Tools, click Rules, then click Refresh.
3 To retrieve addresses from an address book, click Tools, then click Address Book.
Select the system address book, click View, then click Retrieve System Address Book.
To retrieve your personal address books, click Personal Address Books.

4 To specify that the system address book, your personal address books, and rules be
downloaded to your Caching Mailbox on a regular basis, click Accounts, click Account
Options, click your GroupWise account, click Properties, click Advanced, then select and
specify the number of days in the Refresh Address Books and Rules Every field.

85 To update all of the items in your Caching Mailbox at one time, click Tools, then click
Retrieve Entire Mailbox.

Updating your entire Caching Mailbox can take a lot of time and bandwidth (just like the
initial "priming" of your Caching Mailbox) and monopolize resources in your client and at the
server. You should use this complete synchronization sparingly, as in the case of suspected
database corruption of your Caching Mailbox.

If you have documents in your Mailbox, marking a document as In Use prevents others from
modifying the document. If you don’t mark a document as In Use, someone can edit it while you
have the copy in your Caching Mailbox. If you then edit the document and return it to the Master
Library, your document is saved as a new version and the edits are not saved to the other version.
If you don't plan to edit a document, don't mark it In Use. When you exit an In Use document,
you're asked to send the document to the Master Library and mark it as Available. If you're done
with the document, the document should be marked Available to allow others editing access to it.

Deleting Items in Your Caching Mailbox
In Caching mode, you can delete items, retract items, and empty the Trash the same way you would
in the Online mode.
1 Click the item in your Mailbox.
2 Click Edit, then click Delete.
3 If you're deleting an outgoing item, click one of the available options.
4 To free up disk space, click Edit, then click Empty Trash.

This permanently removes all deleted items from your Caching Mailbox.

Changes in your Caching and Online Mailboxes will automatically synchronize.
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Opening a Different Version of a Document in Your Caching
Mailbox

1 Click a document in your Caching Mailbox.

2 Click Actions, then click Version List.

' Where to search EHE

Select the libraries pou would like Groupiafize to
zearch.

taster Libraries |

3 Click Remote Libraries to display the versions you previously retrieved into your Caching
Mailbox.

or
Click Master Libraries to display the versions available in your master GroupWise system.

If you chose to search the Master Libraries, you can connect to your GroupWise system
immediately or save the search request until you are ready to connect later.

4 Click the versions you want to open in the Versions list box.

5 Click Actions, then click Open.

Viewing Pending Requests

Whenever you perform an action that requires information to be sent from your Caching Mailbox
to your Online Mailbox, GroupWise creates a request that is placed in the Pending Requests list.
When you connect to your GroupWise system, all the requests are sent to your Online Mailbox.
Use Pending Requests to check for outstanding requests.

1 Click Accounts, then click Pending Requests.

Pending Requests to Online Mailbox EHE
Bequests:

Fequest | Statuz | Date Requested

Fistrieve Library Wiaiting to be Sent 4/28/01 5:35PM LelEte |
Mew Document Reference Waiting to be Sent 4428401 5:36PM

Create document reference Waiting to be Sent 4428401 5:36PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

Update tem Waiting to be Sent 4428401 5:39PM

4] | i

Last connection:  3/13/07 4:41PM

In Caching mode, GroupWise immediately uploads send requests and other important messages.
If a Caching request hasn't been processed yet, you can delete it by clicking the request, then
clicking Delete. Only requests that haven't been sent to the GroupWise system and have the
"Waiting to be Sent" status can be deleted. If you've already sent a request to the GroupWise
system, you cannot cancel the request.
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Connection Status

By default, the Connection Status window is not displayed in Caching mode, but you can display
it by clicking Account, then clicking Show Status Window.
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Using Newsgroups

You can view and post newsgroup items from GroupWise®. Newsgroups are similar to bulletin
boards on the Internet. You can find newsgroups about almost any topic. Newsgroups are similar
to GroupWise shared folders, except instead of sharing information within your department or
company, you can share information with anyone on the Internet.

To use newsgroups, you must have access to an NNTP server. Your Internet Service Provider (ISP)
will give you the correct server information and login name (if necessary). You can also search the
Internet for a list of free NNTP servers that you can use.

This section contains the following topics:
+ “Adding a News Account” on page 267
+ “Deleting a News Account” on page 268
* “Subscribing to a Newsgroup” on page 269
* “Posting a New Discussion to a Newsgroup” on page 269
¢ “Replying to a Message in a Newsgroup” on page 269
¢ “Adding a Signature to All Newsgroup Items You Send” on page 270
¢ “Changing the Display Name for Newsgroup Postings” on page 270
+ “Updating the Local Newsgroup Folder” on page 271
+ “Deleting an Item in a Newsgroup from Your GroupWise Item List” on page 271
* “Collapsing or Expanding All Threads in a Newsgroup” on page 271
* “Performing a Search on a Newsgroup Server” on page 271
+ “Marking Items in a Newsgroup According to Your Interests” on page 271
¢ “Indenting Newsgroup Reply Text with a Specific Character” on page 272
* “Specifying Download Settings for Individual Newsgroups” on page 272

Adding a News Account

1 Click Accounts, then click Account Options.
2 Click the News tab, then click Add.
3 Type an account name, then click Next.

The name can be anything you want. The name you type will display next to the folder in your
Folder List.
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Create Hews [NNTFP] Account E

“rour Internet Service Provider will give you the comrect server information and
login name [if necessary]. You may alzo add a name to be uzed for the From text
when you post o a news group.

Mews [MMTF] server:

™ My server requires authentication

Login name: I

Password: I

E-mail address:
Ihwong.DEVELDPMENT.PHDVD‘I

Erom name:

IHan_l,l Wong

< Back I Mest » I Cancel

4 Type the name of the News (NNTP) server.

To use newsgroups, you must have access to an NNTP server. Your Internet Service Provider
(ISP) will give you the correct server information and login name (if necessary). You can also
search the Internet for a list of free NNTP servers that you can use.

85 Ifthe server requires authentication, click My Server Requires Authentication, then fill in the
Login Name and Password boxes.

6 Fill in the E-Mail Address and From Name boxes, then click Next.
7 Click Connect Through My Local Area Network (LAN).
or

Click Connect Using My Modem and Phone Line, click a dialing option, then click a
connection in the Dial-Up Networking Connection to Use list box.

8 Click Next.
9 Type a folder description, position the folder in the Folder List, then click Finish.

Deleting a News Account

1 Click Accounts, then click Account Options.
2 Click the News tab, click the account you want to delete, then click Remove.

3 Click Yes.
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Subscribing to a Newsgroup

1 Click Accounts, then click Account Options.

2 Click the News tab, click an account, then click Newsgroups.

M il Mews | Lloze
Marked &... | Account Type | Incoming Server |
Mews A Mews [NMTP) NEWE, LIST. Com
O Takway MNews [MNTP) . balkway, com Remove

Froperties

Seterault

1A

General Options

{Mewsgroups |

3 Click a newsgroup.
or

Type a search term, click Search, click a newsgroup, then click Subscribe.

To unsubscribe to a newsgroup, repeat Step 1 and 2, click the Subscribed tab, click a newsgroup,
click Unsubscribe, then click Yes.

Posting a New Discussion to a Newsgroup

1 Right-click the newsgroup, then click New Discussion.
2 Type a subject.
3 Type a message.

4 To change the newsgroup you are posting to or to post to additional newsgroups, click
Newsgroups. Press F1 in the Select Newsgroups dialog box for more information.

5 Click OK.
6 Click Post on the toolbar.

You cannot retract an item posted to a newsgroup.

If there is a problem posting an item to a newsgroup (for example, the NNTP server reports an out-
of-disk-space error), your message is saved in your Work in Progress folder so that you can try to
post it again later.

Replying to a Message in a Newsgroup

1 Right-click the item in the Item List, then click Reply.

2 Click a Reply option. For more information about each option, click 21, then click an option.
3 Click OK.

4 Type a reply.

5 To change the newsgroup you are posting to or to post to additional newsgroups, click
Newsgroups. Press F1 in the Select Newsgroups dialog box for more information.

Using Newsgroups 269



6 Click OK.
7 Click Post on the toolbar.

You cannot retract an item posted to a newsgroup.

If there is a problem posting an item to a newsgroup (for example, the NNTP server reports an out-
of-disk-space error), your message is saved in your Work in Progress folder so that you can try to
post it again later.

Adding a Signature to All Newsgroup Items You Send

Click Accounts, then click Account Options.
Click the News tab, click Properties, then click the Signature tab.

Click Signature or Electronic Business Card (vCard).

WO N =

If you selected Signature, type the text you want as the signature in the Signature box.

This signature is different from the one you can create for regular GroupWise messages or for
IMAP or POP3 accounts.

5 Click Automatically Add to add a signature to every item you post.
or

Click Prompt Before Adding to give you the choice whether or not to add a signature to each
item you post.

6 Click OK.

Changing the Display Name for Newsgroup Postings

1 Click Accounts, then click Account Options.
2 Click the News tab, then click General Options.

Internet Account General Settings 2=l

General |

Dizplay name:

™ Send/Retrieve Al Marked Accounts every ﬂ minute(s]
™ Send/Retrieve All Marked Accounts at startup
I | Hang up when Send/Fetieyve is done
[V ‘wiam of unsent messages at exit
™ Use ICAL when sending appaintments via SMTP
V' Maximum line length in MNTP postings 7B _:|
[ Indent NNTP reply test using: l_

()8 I Cancel
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3 Type a display name.
4 Click OK.

Updating the Local Newsgroup Folder

1 Click Accounts, then click Account Options.
2 Click the News tab, then click General Options.

3 Click Send/Retrieve All Marked Accounts Every check box, then specify how often you want
to update the folders’ contents.

4 Click the Send/Retrieve All Marked Accounts at Startup check box to update the folders’
contents when you start GroupWise.

5 Click OK.

Deleting an Item in a Newsgroup from Your GroupWise Item List

1 Right-click the item, then click Delete and Empty.

Deleting a newsgroup item from your GroupWise Item List does not delete the item from the news
server. You cannot delete an item posted to a newsgroup.

To redisplay the item in your GroupWise Item List, right-click the newsgroup in the GroupWise
Cabinet, then click Reset.

Collapsing or Expanding All Threads in a Newsgroup

1 Right-click the newsgroup, then click Collapse All Threads.
or

Right-click the newsgroup, then click Expand All Threads.

Performing a Search on a Newsgroup Server

1 Right-click the newsgroup, then click Search on Server.

2 In the first drop-down list, click the field you want to search, type the search words in the
Contains text box, then click OK.

3 Double-click an item in the GroupWise Find Results dialog box to read the item.

Marking Items in a Newsgroup According to Your Interests

1 Right-click the newsgroup item, click Mark Thread, then click Watch, Read, or Ignore.

You can then filter messages based on thread status to see only the messages containing your
postings.

Using Newsgroups 271



Indenting Newsgroup Reply Text with a Specific Character

1 Click Accounts, then click Account Options.
2 Click the News tab, then click General Options.
3 Select Maximum Line Length in NNTP Postings.

4 Sclect Indent NNTP Reply Text Using, then specify a character in the text box. The default
character is ">".

5 Click OK.

Specifying Download Settings for Individual Newsgroups

The download settings for an NNTP account are specified in Accounts > Account Options > News
> the account > Properties > Advanced. Follow this procedure to change the download settings for
an individual newsgroup in the NNTP account.

1 Right-click the newsgroup folder, then click Properties.
2 Click the NNTP tab.

3 Deselect Use Download Settings from Account.

4 Sclect options in the Override Account group box.

5 Click OK.
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Sending Secure Message (S/MIME)

GroupWise® works with security software you have installed to send secure items.

This section contains the following topics:

*

*

*

*

“Secure Message Concepts” on page 273

“Digitally Signing or Encrypting an Item” on page 275

“Digitally Signing or Encrypting All Items” on page 276

“Obtaining a Security Certificate from a Certificate Authority” on page 276
“Selecting a Security Service Provider” on page 277

“Selecting a Security Certificate for Digitally Signing Items” on page 277
“Searching for Recipient Encryption Certificates Using LDAP” on page 277
“Selecting the Method Used for Encrypting Items” on page 278

“Checking If the Digital Signature of an Item Was Verified” on page 279
“Viewing Security Certificates You Have Received and Changing the Trust” on page 279
“Viewing Your Own Security Certificates” on page 279

“Importing or Exporting Security Certificates” on page 280

Secure Message Concepts

The security features described in this section are available only if you have installed one of the
following security providers:

*

Entrust® 4.0 or higher. You must install an Entrust client from Entrust Technologies Inc. You
must also have an Entrust security certificate issued by your administrator.

Microsoft* Base Cryptographic Provider version 1.0 or higher. If you have a Windows 95/98/
2000/ME workstation, this is installed when you install Internet Explorer 4.0 or higher. If you
have a Windows NT* workstation, this is installed with Windows NT 4.0 Service Pack 3. You
can update this provider by installing Internet Explorer 4.0 or higher. You must also obtain a
security certificate from an independent Certificate Authority.

Microsoft Enhanced Cryptographic Provider version 1.0 or higher. If you have a Windows
2000 workstation, you must install Microsoft's Windows 2000 High Encryption Pack before
installing Internet Explorer 5.5 or later. You can download this service pack from Microsoft's
Web site (http://www.microsoft.com/downloads). If you have a Windows 95, Windows 98 or
Windows NT 4.0 workstation with Service Pack 3, the enhanced encryption module is
installed when you install a 128-bit version of Internet Explorer. You must also obtain a
security certificate from an independent Certificate Authority.
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Adding Security

You can add security to the items you send by digitally signing them and/or encrypting them.
When you digitally sign an item, the recipient is able to verify that the item was not modified en
route and that it originated from you. When you encrypt an item, you are able to ensure that the
intended recipient is the only one who can read it.

When you sign or encrypt items using GroupWise, the recipients can read the items with any other
S/MIME-enabled e-mail product. To find out more about S/MIME and S/MIME products, see S/
MIME Central (http://www.rsasecurity.com/standards/smime/index.htm).

Security Certificates

A security certificate is a file that identifies an individual or organization. Before you can send
secure items, you must obtain a security certificate. If you are using Entrust, you must use an
Entrust certificate. If you are using a Microsoft security provider, use your Web browser to obtain
a certificate from an independent Certificate Authority. See http://www.novell.com/groupwise/
certified.html (http://www.novell.com/groupwise/certified.html) for a list of Certificate
Authorities and detailed instructions for obtaining a certificate.

You can also use LDAP to search for a security certificate.

You use your security certificate to digitally sign items you send. You use other users' public
security certificates to verify digitally signed items they send to you.

To be able to encrypt an item and have the recipient user be able to decrypt it, you must have
already received the user's public security certificate. An element of this security certificate, called
the public key, is used to encrypt the item. When the recipient opens the encrypted item, it is
decrypted with another element from the security certificate, called the private key.

There are two ways to obtain a user's public security certificate:

¢ The user can send you a digitally signed item. When you open the item, you are prompted to
add and trust the security certificate.

+ The user can export his or her public certificate, save it to a diskette, and deliver it to you. You
then import the public certificate.

Receiving a Secure Item

Secure items are marked in your Item List with the following icons:

Icon Description

R Signed item

& Encrypted item

2] Signed and Encrypted item

Security Service Providers

Depending on the security software you have installed, you can select different security service
providers for the items you send. For example, your organization might require you to use one
security service provider for work items because of a preferred encryption method, but you might
want a different security service provider for sending personal items. The security options
available depend on the security service provider you select.
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Advanced Information

GroupWise is compatible with the S/MIME version 2 and 3 specification. The security service
providers that GroupWise supports have common encryption algorithms such as RC2 and RC4.
When digitally signing an item, GroupWise hashes the item into a message digest using the
standard algorithm SHA-1. The message digest is distributed with the item being sent.

Digitally Signing or Encrypting an Item

To be able to encrypt an item and have the recipient be able to decrypt it, you must have received
the recipient's public security certificate.

1

N~ 0 a0 A WON

Make sure you have a security certificate and that you have selected the security service
provider you would like to use in Security Options.

Open an item view.

Click the To box, type a username, then press Enter. Repeat for additional users.
Click E to digitally sign the item.

Click E to encrypt the item.

Type a subject and message.

Click Send on the toolbar.

If you receive a Recipient Certificate Not Found message when you attempt to send the item,
one of the following is true: 1) You are trying to encrypt an item for a recipient and don't have
his or her public certificate, 2) The e-mail address in the public certificate does not match the
recipient's e-mail address, or 3) There is no e-mail address in the recipient's public certificate
and the recipient's e-mail address cannot be verified.

If 1) is true, you need to obtain the recipient's public security certificate. If 2) or 3) is true,
click Find Certificate to locate the recipient's certificate.
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Digitally Signing or Encrypting All Iltems

1 Click Tools, then click Options.
2 Double-click Security, then click the Send Options tab.

2|
Passwordl I otify I Frosy Access  Send Options

i

i

™ Require password to complete routed item

—Select a security service provider

Narne: IMicrosoft Enhanced Cryptographic Provider 1.0 j

Logoff after I'ID _,::' minutes Lagoff Maw |

— Secure item option:
I™ Sign digitally
[~ Enciypt for recipients

Advanced options |

oK I Cancel |

3 Select Sign Digitally or Encrypt for Recipients.

4 Click Advanced Options, then make selections. Click 2, then click an option for more
information about each option.

5 Click OK twice, then click Close.

Obtaining a Security Certificate from a Certificate Authority

If you are using Entrust, you obtain an Entrust certificate from the system administrator. These
instructions apply to other security providers.

1 Click Tools, then click Options.
2 Double-click Certificates.
3 Click Get Certificate.

Your Web browser will launch and display the Novell® GroupWise Web page, which contains
a list of Certificate Authorities. This is only a partial list; GroupWise supports a wide variety
of Certificate Authorities.

4 Sclect the Certificate Authority you want to use, then follow the instructions on the Web site.

5 If you used Internet Explorer to obtain the certificate, the certificate is available in
GroupWise. If you used Netscape to obtain the certificate, you need to export or back up the
certificate from Netscape* (see the Netscape documentation for how to do this), then import
the certificate to GroupWise. For more information, see “Importing or Exporting Security
Certificates” on page 280.
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6 In GroupWise, click Tools, click Options, double-click Security, then click the Send Options
tab.

7 Sclect Microsoft Base Cryptographic Provider or Microsoft Enhanced Cryptographic
Provider from the Name drop-down list under Select a Security Service Provider.

Select the appropriate security service provider based on the encryption strength of the
certificate you are using. The encryption strength of a certificate depends on the encryption
strength of the browser used to obtain the certificate. For example, if you have Internet
Explorer with 128-bit encryption installed, the encryption is high, and will only work with
Microsoft Enhanced Cryptographic Provider.

8 Click OK.
9 Double-click Certificates, click the certificate you want to use, then click Set as Default.
10 Click OK, then click Close.

Selecting a Security Service Provider

1 Click Tools, then click Options.
2 Double-click Security, then click the Send Options tab.

3 Select a security service provider from the Name drop-down list.

4 Click OK, then click Close.

The security service provider you select takes effect as soon as you log in to the provider (if login
is required). The options and encryption methods available depend on the security service provider
you have selected.

Selecting a Security Certificate for Digitally Signing Items
If you are using Entrust, there is only one security certificate. These instructions apply to other
security providers.
1 Click Tools, then click Options.
2 Double-click Certificates.
3 Click the certificate name.
4 Click Set As Default.
5 Click OK, then click Close.

Searching for Recipient Encryption Certificates Using LDAP

Before you can use an LDAP directory service to search for security certificates, you must add the
LDAP directory service to your GroupWise Address Book. For more information, see “Adding a
Directory Service to an Address Book™ on page 215.

1 Click Tools, click Options, then double-click Security.
2 Click the Send Options tab.
3 Click Advanced Options.
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4 Sclect Search for Recipient Encryption Certificates in the Default LDAP Directory Defined
in LDAP Address Book.

5 Click OK, click OK, then click Close.

Selecting the Method Used for Encrypting Items

1 Click Tools, then click Options.
2 Double-click Security, then click the Send Options tab.

3 Click Advanced Options. Click 21, then click an option for more information about each
option.

Advanced Security Options illl

— Encrepted item

¥ Usze recipient's preferred encryption alogrthm if awvailable

[ Search for recipient encryption certificates in the default LDAP directary
defined in LDAP Address Book

Default encpption algorithm: IFICE (40 bitz] j
Broadcast my preferred encivption algorithm in zigned item as:
FRC2 (40 bits) |

— Sighed item

¥ Send the message portion in clear kext format [clear signing]

V¥ Include my Certificate Autharity's cerlificates

— Certificate revocation
¥ Check incoming/outgoing security item for revoked certificates
v Wwamn if revocation server is offine

[ “wamn if there iz no certificate revocation information in certificates

—S/MIME compliance check
" Do pot check certificate for 5/MIME compliance

' Check cetificate for compliance with 5/MIME version 2

¢ Check cetificate for compliance with 5/MIME wersion 3

aF. I Cahcel

In the Encrypted Item box, the encryption algorithm drop-down lists are scrollable and
include all encryption algorithms that are supported by the version of the Web browser
installed on the workstation where you are running the GroupWise client. The following list
is a sample:

+  3DES (168 bits)
+  DES (56 bits)

¢ RC2 (128 bits)
¢ RC2 (40 bits)

¢ RC2 (50 bits)
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¢+ RC2 (54 bits)

¢+ RC4 (40 bits)
4 Make selections in the Encrypted Item group box.
5 Click OK twice, then click Close.

The available encryption methods depend on the security service provider you have selected.

Checking If the Digital Signature of an Item Was Verified

1 Open a digitally signed item that you received.
2 Click File, then click Security Properties.

3 Click the tabs to view information about the security certificate that was used.

The digital signature is verified when you open the item. If there are any concerns about the
certificates that sign the item, a warning or an error will display immediately and the status bar of
the item will display "Untrusted".

If the digital signature was not verified, the security certificate might be invalid or the message text
has been changed since the item was sent.

Viewing Security Certificates You Have Received and Changing the
Trust

1 Click Contacts in the Folder List.
You can also open the Address Book.
2 Double-click a contact, then click the Certificate tab.

3 Click a certificate, then click View Details.

If you initially did not trust a recipient's security certificate and want to trust it, open a digitally
signed item from the recipient, click the security certificate, click Modify Trust, click a trust
option, then click OK.

If you no longer want to trust a recipient's security certificate, click the security certificate, click
Remove, then click Yes.

When you remove a recipient's security certificate from the list, it is removed from your certificate
database. If you receive an item using that security certificate in the future, it will be considered
unknown.

Viewing Your Own Security Certificates

1 Click Tools, then click Options.
2 Double-click Certificates.
3 Click a certificate, then click View Details.

If you have multiple security certificates, the default security certificate is indicated by a check
mark. To change the default, click a certificate, then click Set As Default.
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You can change the name of your security certificate by clicking Edit Properties, then editing the
text in the Certificate name box. The certificate name is reflected in the list and is not stored in the
actual certificate. (This is not available when using Entrust.)

Importing or Exporting Security Certificates

When you export your security certificate with the private key to a file, a password is required to
protect the exported file. You can use the exported file as a backup copy, or you can import the file
on another workstation. If another user obtains the file and its associated password, he or she will
be able to digitally sign items in your name, and will be able to read encrypted items you receive.

When you export your public certificate, you can send it to another user. The other user than can
import your public certificate and be able to send you encrypted items.

1 Click Tools, then click Options.
2 Double-click Certificates.
3 Click Import or Export.

Impork My Certificate ; 2 x|
Certificate file to import:

I Browse... |

Enter password:

v Aillaw expart of private key in the future

[™ Set strong private key protection

(] 4 I Cancel

or
Click Certificate Authorities' Certificates, then click Import or Export.
4 Type a filename, including the path.

You can also click Browse to find the certificate file, click the filename, then click Save or
Open.

8 If required, type your certificate password.
6 Click OK.
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Creating and Working with Documents

GroupWise® Library lets you manage all your documents from your Mailbox.

This section contains the following topics:
¢ “Managing Your Documents in GroupWise” on page 282
¢ “Creating Documents” on page 285
¢ “Organizing Your Documents” on page 288
¢ “Importing Documents into a GroupWise Library” on page 291
¢ “Sharing Documents” on page 295
+ “Publishing Documents to the Web with WebPublisher” on page 299
* “Viewing the History of a Document” on page 302
¢ “Checking Out Documents” on page 303
+ “Checking In Documents” on page 306
¢ “Deleting Documents” on page 309
+ “Copying Documents” on page 311
* “Saving Documents” on page 312
* “Opening Documents” on page 313
+ “Storing Multiple Versions of a Document” on page 315
¢ “Managing Groups of Documents” on page 317
* “Viewing Documents When Your Network or GroupWise Is Unavailable” on page 336
¢ “Integrating GroupWise with Your Applications” on page 338
* “Returning Documents to the Library” on page 342

+ “Replacing a Document with a File from Backup” on page 344
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Managing Your Documents in GroupWise

In GroupWise, your documents display as items in your Mailbox and folders along with your mail
messages, tasks, appointments, and so on.

%% Novell GroupWise Caching - Mailbox =1
File Edit Yiew Actions Tools Accounts Window Help
J @Address Book & Gy | Mew Mal ~ EghMewdppt ~ CgrMNewTask ~ iy | i) J = - Elroward - i
%, Caching 0
(% sophis Jones From Subject Date #
e T [8] ©1  mMattBarnard Praject Meeting 1/9}2003 10:00:00 &M
g Sent Iterns Sz  Sophie Jones Core Team Meeting 1/16,/2003 9:00:00 AM
| Ea'et”d‘:r ©1  sophie Jones Lunch Meeting 1/17}2003 12:30:00 PM
__ DE:u::e;ts % Alfons Skoczylas Sharing of Address Book ‘Team AM  1/22/2003 5:26:40 PM
& Checklis ®]  Sophie Jones Final Test Plan 1/27/2003 4:24:52 PM
Wark In Progress ®]  Sophie Jones Final Test Plan 1/27/2003 4:25:08 PM
. @ Cahinet El# Mike Palu Fwd: January Spreadsheet 1/27/2003 4:29:06 PM
A Trash Mike Palu Please review 1/27/2003 4:30:25 PM
Sophie Jones HCP Info 1/27/2003 4:31:21 PM ]
@I Preparing to Send/Retrieve all marked accounts I Mailbox Size: 0% I Selected: 1 I Total: 21

You can select a document reference to create, delete, check out, check in, open, move, or copy the
corresponding document.

In addition, GroupWise Library makes it easy to maintain multiple versions of a document,
determine who has access to a document, and share a document with others.

This section contains the following topics:
+ “Storing Documents in Libraries” on page 282
+ “Understanding Document References” on page 283

* “Specifying Document Properties” on page 284

Storing Documents in Libraries

If your system administrator has set up libraries and enabled document management, all of your
documents are stored in a library in GroupWise. GroupWise assigns a unique number to each
document. This number identifies the document and makes it easy to find. You can look up a
document in GroupWise Library by its document number much like you can look up a book in a
library by its catalog number.

In each library, the documents are compressed and encrypted. This saves disk space and maintains
the security of documents because it makes it impossible to view the contents of documents
outside of GroupWise.

Before you can access any of the documents in a library, you must first have rights to the library.
Your system administrator determines which people have access to each library.

After you have imported or created a document in the GroupWise Library, you can access that
document only from GroupWise. This keeps your documents secure. If you need to share the
document with a user who does not have access to GroupWise, you can attach the document
reference to a mail message and send it to that user, or you can click File, then click Save As to
save the document in an external file, outside the GroupWise Library. In either case, the file is not
updated with any changes made to the document in GroupWise and is not controlled by the sharing
rights assigned in GroupWise.
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Specifying a Default Library

The default library is where all your documents are stored and the library where Find searches for
documents.

1 Click Tools, click Options, then double-click Documents.
2 Click the library you want to use as a default.
3 Click Set Default, then click OK.

Understanding Document References

The document items that appear in your Mailbox (and other folders) are only references that point
to the actual documents in the library.

%% Novell GroupWise Caching - Mailbox =1

File Edit Yiew Actions Tools Accounts Window Help

J @AddressBook & Q | NewM

- G Mewappt + CErMewTask - ¥y | i|

il
o Show: Al Categories
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Sophie Jones HCP Info 112712003 4:31:21 PM
@I Preparing to Send/Retrieve all marked accounts I Mailbox Size: 0% I Selected: 1 I Total: 21

Document references are created when you create a new document, import a document, copy a
document, select a document from the results of a Find, or select File, click New, then click
Document Reference. To see document references in your Mailbox or folder, you must have a
display setting selected that includes documents and posted items.

You can select a reference to check out, check in, open, view, copy, or delete the corresponding
document, depending on the rights you have. Multiple document references can point to the same

document. For example, each employee in a company could create a reference to the employee
handbook.

This section contains the following topics:
+ “Sharing Document References with Other Users” on page 283

+ “Document References and Remote/Caching Modes™ on page 283

Sharing Document References with Other Users

If you are the author of a document or if you have sharing rights to the document, you can post the
document reference in a shared folder and make it available to all users who have access to the
folder.

Document References and Remote/Caching Modes

If you use Remote or Caching mode, updating your Remote or Caching Mailbox always gives you
all of your document references, unless you choose to have none. You can use the document
references to retrieve copies of the documents into your Remote or Caching Mailbox.
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Specifying Document Properties

Every document in GroupWise must have a set of attributes associated with it, such as the author's
name, the creation date, and the document type. These attributes are called document properties.
The document property information is used for finding and categorizing documents.

You can use the Document tab in Properties to view version information for the specific version
of'a document, view the document activity history, and control sharing of the document with other

users.
Document | Wergion I Sharing I Activity Log I
Library: FRWZ-1-LIB1
Document humber: 37151
Subject:
Document type: |Document =
Author: |Meg Despozorio
Creator: Meg Despozaria
D ate created: 10417402 2:41:43 PM
Official wersion: 2
Current version: 2
Status: Available oK I Femeel |

You can determine which fields display on the Document tab in Properties and customize their size
and order using the options in the Library Setup Properties dialog box. To open this dialog box,
click Tools, click Options, double-click Documents, then click Properties.

This section contains the following topics:
* “Specifying a Default Value for a Document Properties Field” on page 284
¢ “Understanding Document Types” on page 285

Specifying a Default Value for a Document Properties Field

A default value is information (author, subject, etc.) that is automatically inserted in the
corresponding document property field for every document you add to the selected library.

You can specify default values for the document property fields that can be edited. The default
values are used when you create a new document or import a document into the selected library.
If no default values have been specified for Author and Document Type, GroupWise uses the
creator's name as the author and Document as the Document Type.

1 Click Tools, click Options, then double-click Documents.
2 Click the library for which you want to specify default values.
3 Click Properties, then click the Document Defaults tab.

4 Click a field, then type the default value. For example, you could type your name as the default
value for the Author field.
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If you do not include a required field in the Selected Fields list box on the Property
Configuration tab, you must specify a default value for the field here on the Default Values
tab. Required fields are marked with an asterisk on the Property Configuration tab.

Field names that are indented under another field are related to that field. For example, the
"parent" field might be a project name and the "child" fields might be the sub-project names.
If you want to specify a default value for a child field, you must first specify a default value
for its parent field.

5 Click OK.

Understanding Document Types

When you create a document in GroupWise you must select a document type. The document type
determines the life of the document in days. By default, a document's life is 365 days; however,
your system administrator can specify a document life as long as 2.1 billion days.

When a document expires, the document type determines whether the document is archived,
deleted, or retained.

Document expiration is based on inactivity. For example, if a document's life is 365 days, the
document won't be archived or deleted until 365 days have passed since the last time it was viewed
or opened. You can prolong the life of a document that is close to its expiration date by viewing or
opening the document. This resets the document's expiration date.

Creating Documents

When you create a document in GroupWise, you are adding a document to the library. You can
also add documents to the library by importing, copying, or checking in an existing document.

When you create a new document using File > New > Document, GroupWise prompts you to
select a template for the document. You can use an application's template, a GroupWise template,
or a file on disk as the foundation for your new document.

Templates Description

Application Templates  You can select an application to create a document based on the
application's template file. The Applications list box lists all the applications
that are registered as having templates in your Windows registry file.

GroupWise Templates You can select GroupWise templates to use a document in the library as the
foundation of a new document.

You can make any document a template, and you can use these templates
as the foundation for new documents. All documents have a document type
(memo, expense report, letter, template, and so on). When document type is
a template, the document appears in the Templates list.

Files as Templates File templates are documents that are not in the library. You can select a file
anywhere on your system and use it as a foundation for a new document.

If a document already exists in the library and you just want to create an item for it in your
Mailbox, click File, click New, then click Document Reference. You can also use Find to locate a
document and then drag the document to your Mailbox or folder.
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This section contains the following topics:
+ “Creating a Document Using an Application's Template” on page 286
¢ “Creating a Document Using a GroupWise Template” on page 286
¢ “Creating a Document Using a File as a Template” on page 287
* “Making Any Document a Template” on page 288

+ “Creating a Reference to a Document” on page 288

Creating a Document Using an Application's Template

You can create a document using an application's default template. For example, you can select
Word to create a new Word document.

1 Click File, click New, then click Document.

2 Click Select an Application, click the application you want to use as a template in the
Applications list box, then click OK.

The Applications list box contains all the applications that are registered as having templates
in your Windows registry file.

3 Type a subject for the document.

To specify additional information about the document, such as author or document type, click
Properties after you type the subject.

4 Click OK.

Creating a Document Using a GroupWise Template

1 Click File, click New, then click Document.

Hew Document EHE

" Select an application

& Select a Grouptise template

" Select afile Canoel

Templates librany:

IManufacturing Library [Default] j
1] | 2

Libramy where document will be stored:

IManufacturing Library [Default] j

2 Click Select a GroupWise Template, then select a template in the list box.
To select a template from a different library, click the library in the drop-down list.

286 GroupWise 6.5 Windows Client User Guide



3 Click OK.

Hew Document EHE
[Document subject:
=
[~

[T Open document now (1] 4 I Cancel | Properties. . |

4 Type the subject of the document, then click OK.

To specify additional information about the document, such as author name or document type,
click Properties after you type the subject.

5 Double-click the document reference in the current folder to open the new document.

You can click Open Document Now to immediately open the document.

Creating a Document Using a File as a Template
1 Click File, click New, then click Document.
2 Click Select a File.

Hew Document EHE

" Select an application

I

Grouptize template
1OF 5

o Cancel

il

Enter filename:

Library where document will be stored:
IManufacturing Library [Default] j

3 Type the name of the file you want to use as a template for the new document.
You can also click the Browse button to find the file.

4 Click OK.

5 Type a subject.

To specify additional information about the document, such as author name or document type,
click Properties after you type the subject.

6 Click OK.
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Making Any Document a Template

All documents with the document type Template appear in the Templates list in the New
Documents dialog box.

1 Click the document reference in your Mailbox.
2 Click File, then click Properties.
3 I[n the Document Type box, type template, then click OK.

Creating a Reference to a Document

If a document already exists in the library, you can create a reference for it in your Mailbox.

1 Click File, click New, then click Document Reference.

Falders: Available Documents:
% Sophie Jones | Fram [ Subiject
""" i @# Sophie Jones Final Test Plan
""" Sent ltems @ Sophie Jones Final Test Plan
""" [ Calendar @ Sophie Jones Final Test Plan
""" &) Contacts HCP Info
#-[E Documents
----- [ Checklist
----- [F ‘wiork In Progress
([ Cabinet
----- 5 Trash 2l | _’I
Library: Document #: Wersion:
IDeveIopment Library [Crefault] j |3 IEurrent j

0k | Cancel | End |

2 In the Library drop-down list, click the library that contains the document you want to access.
3 In the Document # box, type the document number.

If you don't know the number of the document, you can use Find to locate the document (if
the document has not been deleted) and create a reference to the document in your Mailbox
or folder.

4 In the Version drop-down list, click the version you want the document reference to point to.

5 Click OK.

Organizing Your Documents

Your document references are organized in the Documents folder so you can locate them easily.

Any document references you create or open will be added to the Documents folder; if you so
specify, any document references you view or import will also be added. You can also specify that
none of these actions adds a document reference to the Documents folder.

The Documents folder can contain only documents. If any other type of item is moved to this
folder by a GroupWise client older than version 5.5 (for example, from an older version of
GroupWise Remote), the item will be deleted.

The Documents folder contains, by default, your 20 most recent document references. You can
change this number from 0 to 5000 document references. After the maximum number is reached,
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the oldest document reference will be deleted. You can also delete document references from the
Documents folder manually. Deleting a document reference does not affect the document itself.

Find Results Folders

The Documents folder has two Find Results folders. The Authored folder contains document
references for all the documents for which you are the author.

%4 Novell GroupWise - Mailbox

File Edit Yiew Actions Tools ‘Window Help

=10l x|

| & - Rrey -

J @AddressBook & Gy | NewMaiI - G Mewappt - CErMewTask - 3 | i|

& Sent Items

@ Authared

@ Default Library

[ Checklist

o [# Work In Progress
EJ cabinet

............. F Trash

o

@F [ EEMERED

Matt Barnard

Matt Barnard
Sophie Jones
Sophie Jones
Alfons Skoczylas
Sophie Jones
Sophie Jones

Mike Palu

Mike Palu

Sophie Jones

(% sophis Jones From Subject Date # )
3 9 [5] Martha de la Torre Is anyone looking to carpool? 1/7/2003 5:48:45 PM

Motes From last project meeting

Project Meeting

Core Team Meeting

Lunch Meeting

Sharing of Address Book ‘'Team A M
Final Test Plan

Final Test Plan

Fwd: January Spreadsheet

Please review

HCP Info

/712003 5:49:35 PM
1/9/2003 10:00:00 AM
1/16/2003 9:00:00 &AM
1/17/2003 12:30:00 FM
1/22/2003 5:26:40 PM
1/2712003 4:24:52 PM
1/2712003 4:25:08 PM
1/27/2003 4:29:06 PM
1/27/2003 4:30:25 PM
1/2712003 4:31:21 PM

-

I Selected: 1 I Taotal: 21 |

The Default Library folder contains document references for all the documents you have access to
in the default library. You can change or delete the Author and Default Library folders. You can
create other document Find Results folders according to your needs. For example, you can create
a Find folder for a specific library, subject, author, or document type. See “Creating a Find Results
Folder” on page 151.

This section contains the following topics:
* “Specifying When Document References Are Added to the Documents Folder” on page 290

¢ “Changing the Maximum Number of References in the Documents Folder” on page 290
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Specifying When Document References Are Added to the Documents Folder
1 Right-click the Documents folder, then click Properties.
2 Click the Documents tab.

Documents Properties [7]x]
Generall Display Documents |

The Documents folder displays the last several documents that you have
touched as a uzer. Y'ou may determine how many of those documents are to be
dizplayed and when they are to be added ta this folder.

Once vou reach the document display count, each time a new document is
added ta thiz folder the oldest document will no longer be displayed.

Diocument display count: |50 _:I

Actions that add documents to the folder
’7 V Create v Open ™ Wiew [ Impart

()8 I Cancel |

3 Click the check boxes to select which actions will add document references to the Documents
folder.

By default, the Create and Open actions are checked. This means document references will be
placed in the Documents folder when you create or open them. Selecting View as an action
will place any document references in the Documents folder that were viewed with the
Viewer, not with the QuickViewer.

4 Click OK.

Changing the Maximum Number of References in the Documents Folder

After the maximum number is reached, an additional document reference added to the Documents
folder will cause the oldest document reference to be deleted.

1 Right-click the Documents folder, then click Properties.
2 Click the Documents tab.
3 Type a number in the Document Display Count text box.

The maximum number you can specify is 5000. If you don't want any document references
placed in the Documents folder, type 0.

4 Click OK.
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Importing Documents into a GroupWise Library

You can import documents created outside of GroupWise into GroupWise Library.
This section contains the following topics:

* “Specifying Files to Import” on page 291

¢ “Choosing an Import Method” on page 291

* “Importing Documents Using Quick Import” on page 292

* “Importing Documents Using Custom Import” on page 293

Specifying Files to Import

Importing Folders

When you specify the documents you want to import, you can select individual files, or you can
select one or more folders and import all the documents in those folders. This makes it easy to
import large numbers of documents without having to select each document individually.

When you import a folder, GroupWise imports the documents in the folder; however, GroupWise
does not import the folder itself or the folder structure. The folders aren't imported because
documents in GroupWise Library are not stored in a folder structure, and so the folders have no
meaning in the library.

When you import documents in a folder, you can specify whether you want to import all, some, or
none, of the documents that are contained in the folder's sub-folders. In addition, you can specify
which types of files you want to import by specifying the file extensions in the File Name Filter
box.

Choosing an Import Method

By default, GroupWise performs a Quick Import and copies the documents you specify into your
default library. If you want to have more control over how your documents are imported, deselect
the Quick Import check box. This lets you perform a custom import.

When you perform a custom import you can specify the following information:
+ Whether you want to copy or move the documents into the library.
+ The filename and location of a log file for import status messages and errors.
¢ The library where you want to store the documents.

¢ Whether or not you want to create document references in a folder. If you create document
references, you can specify which folder in the Folder List you want to store them in.
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+ Whether you want to specify document properties for each document individually or have
GroupWise create document properties using the default values.

+ Whether or not the current filenames will be used as part of the document subject.

Importing Documents Using Quick Import
1 Click File, then click Import Documents.

Select Files to Import E
Files to import:
Add Individual Files... Add Entire Directory... Eemove Files
¥ Quick impart [Fecommended)
Copies documents to wour default library and creates document
references in the folder you specify.
< Back | dEwt | Cancel I

2 Click Add Individual Files, select the files you want to import, then click OK. (To select
multiple files to import, Ctrl+click each additional document.)

or
Click Add Entire Directory, then select the folder or folders that contain the documents you
want to import.

Type a file extension, such as *.doc or *.wpd, in the File Name Filter text box if you want to
import specific types of files from the selected folder or folders, then click OK.

3 Click Next.

Create Document References ﬂ

' Import without displaying documents in a folder

' Display documents in folder

Select folder for document references:

----- D@ Sent ltems ;I
- Calendar

(- [ Cabinet

E-O [E] Documents

O[3 Remote Design Docs

(53] Authared

(53] Default Library

- Contacts

----- O Checklist

----- O E3 Junk Mail [1]

----- O @ “Wwork In Progress LI

< Back I Mest » I Cancel |

4 If you want GroupWise to create document references for each document, click Display
Documents in Folder, then click the folder where you want to store the document references.

or
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If you do not want to create document references, click Import without Displaying Documents
in a Folder.

If you don't create document references during the import, you can create them later using File
> New > Document Reference.

5 Click Next.
6 Click Finish to begin the import.

GroupWise copies the documents into the specified library.

You can also import a document by dragging it from a window or your desktop to a GroupWise
folder.

Importing Documents Using Custom Import
1 Click File, then click Import Documents.

2 Click Add Individual Files, select the files you want to import, then click OK. (To select
multiple files to import, Ctrl+click each additional document.)

or
Click Add Entire Directory, then select the folder or folders you want to import.

Type a file extension, such as *.doc or *.wpd, in the File Name Filter text box if you want
import specific types of files from the selected folder or folders, then click OK.

3 Make sure Quick Import is deselected.
4 Click Next.

Import Method E

’7 ' Move files inta Grouphise

™ Store all status and error messages in a log file so that import can
Tun without stopping.

IEI:\WINDDW’S\TEMF’\import.txt Browee |

< Back I Mest » I Cancel |

85 Click Copy Files into GroupWise to place a copy of the files in the library and leave the
original files in the source location.

or
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Click Move Files into GroupWise to move the files into the library and delete the original files
from the source location.

6 To save any import errors in a log file, click Store All Status and Error Messages in a Log File,
then specify a filename.

7 Click Next.

Select Library E

Select Library:

Tools Library
it anutacturing Library

< Back I Mest » I Cancel

8 Click the library you want to store the documents in.

9 Click Next.

Create Document References ﬂ

' Import without displaying documents in a folder

' Display documents in folder

Select folder for document references:

----- O @ Sent ltems ;I

Calendar
B Cabinet
Documents

(7 Remate Design Docs

(53] Authared

(53] Default Library

] ontacts

-] @ Checklist

----- O E3 Junk Mail [1]

----- O @ “Wwork In Progress LI

< Back I Mest » I Cancel |

10 If you want GroupWise to create document references for each document, click Display
Documents in Folder, then click the folder where you want to store them.

or

If you do not want to create document references, click Import without Displaying Documents
in a Folder.

11 Click Next.
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Set Document Property Options E

 Prompt for properties of each document individualls

' Set properties using default values

Modify Default Yalues... |

¥ Use curent filename as the document subject

< Back I Mest » I Cancel |

12 To specify properties for each document you are importing, click Prompt for Properties of
Each Document Individually.

or

To have GroupWise specify properties based on the default property values specified in
Document options, click Set Properties Using Default Values.

13 If you want to specify different default values for this import session only, click Modify
Default Values, specify the values, then click OK.

14 Click Next.
15 Click Finish to begin the import.

Sharing Documents

When you create or import a document in GroupWise you can specify whether you want to share
the document with other users. If you share a document, you can specify which users or groups
you want to share the document with and what rights each user will have. In addition, you can
specify which sharing rights, if any, you want GroupWise to automatically apply to all the
documents you create.

When you create a new document, GroupWise inserts <General User> and <Creator> in the Share
List. By default, general users (all users with access to the library) do not have any rights to the
document and the author and creator have full rights to the document. You can use the <General
User> entry to grant the same rights to all users who have access to the library, and you, assuming
you're the author of the document, can use the <Creator> entry to limit the rights of the creator.

For example, your secretary creates several blank performance review documents in the library,
one for each employee in your team, and specifies you as the author of each document. This gives
you full rights to each document because you're the author; however, this also gives your secretary
full rights to each document because he created them. Of course, you don't want your secretary to
be able to read everyone's performance reviews, so you could use the <Creator> entry to remove
your secretary's rights to the performance review documents.

This section contains the following topics:
* “Specifying Users Who Can Share the Document” on page 296
* “Specifying Default Sharing Rights for Documents” on page 296
+ “Specifying Users' Rights to the Document” on page 297
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+ “Giving a User Rights for All Document Versions” on page 297
* “Giving a User Rights to a Specific Document Version” on page 298
+ “Giving Users Rights to Modify the Sharing Settings for a Document™ on page 298

* “Preventing Other Users from Accessing Your Document” on page 299

Specifying Users Who Can Share the Document

You can use the options on the Sharing tab in Properties to give sharing rights to a document. You
can use one of the following methods to give sharing rights:

* You can click Not Shared to prevent other users from viewing, editing, or deleting the
document.

* You can click Shared With to select specific users and groups and specify sharing rights for
each user or group.

When a user tries to access a document, GroupWise checks the rights of the individual user.
If the user doesn't have rights to the document, GroupWise checks for any rights the user
inherits as a member of a group. If the user doesn't have rights to the document as a member
of a group, GroupWise checks the rights given to <General User>.

* You can click Shared With and then click Version Level Security to give users different rights
for each version of the document.

Specifying Default Sharing Rights for Documents

If you typically share your documents with the same user or groups, you can specify default
sharing rights for all the documents you create. After you have specified default sharing rights,
GroupWise applies these sharing rights to every document you create or import in the selected
library.

If you don't specify any default sharing rights, the documents you create or import are not shared,
which means that only the author and the creator have rights to the document.

Default sharing rights apply only to the documents you create in the selected library. If you create
documents in multiple libraries, you must specify default sharing rights for each library.

1 Click Tools, click Options, then double-click Documents.

2 Click the library for which you want to specify default sharing rights.
3 Click Properties, then click the Sharing Defaults tab.

4 Click Shared With.

5 Inthe Name text box, type the name of the user or group you want to grant rights to, then click
Add User.

6 Click the check boxes for the rights you want to grant to the selected user or group.

7 Click OK.

GroupWise applies the default sharing rights to every document you create or import in the
selected library.
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Default Sharing Rights and Proxy

If a proxy creates a document in your Mailbox, the new document receives the default sharing
rights the proxy specified in his or her Mailbox, not the default sharing rights you specified in your
Mailbox.

Default Sharing Rights and Remote

You can specify default sharing rights in your Remote Mailbox; however, the default sharing rights
you specify in Remote only affect the documents while they are stored in your Remote Library.

Specifying Users' Rights to the Document

You can give users rights to view, edit, delete, or share a document. When you give users rights to
share a document, they can put the document in a shared folder. You can also give users rights to
modify the security settings for a document. To have Modify rights, a user must also have Edit
rights. The rights you specify are for all versions of a document. If you want to specify different
rights for each version of a document, click the Version Level Security button.

When you grant users Edit or Delete rights, GroupWise automatically gives them View rights to
the document. If users don't have View rights, they can't see the document in the results of a Find.

Giving a User Rights for All Document Versions
1 Click the document reference in your Mailbox.
2 Click File, then click Properties.
3 Click the Sharing tab.

pocument1 20X

Documentl ‘ersion  Sharing |Activity Logl Personalizel

" Mot shared
(% Shared with

Mame: Add|zer |
| IIE
I = Bemove Uzer |

Share list:

Mame | Security |
<Creator Access: Wiew, Edit, Del, Shr, Mod
<General User Access> Denied

Heather Samiento Wigw

Frights far all versions far Heather Sarmiento
’7 W Wiew IT Edit [T Deleter [T Sharer T Wodify security
Wersion Level Security...l

Status: Available oK I Cancel

4 Click Shared With.

5 Inthe Name text box, type the name of the user or group you want to grant rights to, then click
Add User.

6 Click the user's name in the Share List, then click the check boxes for the rights you want to
grant to this user.
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7 Click OK.

Users must have Share rights to put the document reference in a shared folder.

Giving a User Rights to a Specific Document Version

You must be the author or creator of a document to grant access rights, or the author or creator of
the document must grant you rights to modify security for the document.

1 Click the document reference in your Mailbox.

2 Click File, then click Properties.

3 Click the Sharing tab.
4 Click Shared With.

5 Inthe Name text box, type the name of the user or group you want to grant rights to, then click

6 Click the user's name in the Share List, then click Version Level Security.

7

Users must have sharing rights to put the document reference in a shared folder.

Giving Users Rights to Modify the Sharing Settings for a Document

You must be the creator or author of a document to grant rights to modify security settings.

1

a h O N

-]

Add User.

Yersion Level Security

[esignate the securty options for the selected namelz] on a version level

Official version: W “iew [~ Edit [ Delete [~ Share
Curent wersian: W “iew [ Edit [ Delste [ Share
QOther versions: W Wiew [~ Edit [ Delete [ Share

o |

Click the check box for each right you want the user to have for the version type, then click

OK twice.

Click the document reference in your Mailbox.
Click File, then click Properties.

Click the Sharing tab.

Click Shared With.

In the Name text box, type the name of the person or group you want to grant Modify Security

rights to, then click Add User.

Click the user's name in the Share List, click Modify Security, then click OK.
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Preventing Other Users from Accessing Your Document
1 Click the document reference in your Mailbox.
2 Click File, then click Properties.
3 Click the Sharing tab.

pocument1 20X

Documentl ‘ersion  Sharing |Activity Logl Personalizel

" Shared with

Mame: Add|zer |
ﬂ Eemove Uzer |

Share list:

Mame | Security |
<Creator Access: “igw, Edit, Del, Shr, Mod
<General User Access: Denied

Heather Sarmiento i

Frights far all versions far Heather Sarmiento
’7 W Wiew IT Edit [T Deleter [T Sharer T Wodify security
Wersion Level Security...l

Status: Available oK I Cancel

4 Click Not Shared, then click OK.

Publishing Documents to the Web with WebPublisher

WebPublisher is a component of GroupWise WebAccess. GroupWise WebAccess is a product that
provides users with GroupWise functionality in their Web browsers. Check with your system
administrator to see if WebAccess and WebPublisher are available before attempting to publish
documents.

Composing a Document

You can compose a document in over 250 document formats, and WebPublisher will convert it into
HTML. When you make changes to the document, the changes are automatically reflected in the
published document. To see the supported document formats, see the WebAccess guide on the
GroupWise 6.5 documentation Web site (http://www.novell.com/documentation/lg/gw65/
index.html).

GroupWise WebPublisher supports publishing documents in a variety of languages, but each
document should contain only one language character set. For example, you could publish one
document in Chinese and another in Hebrew, but you should not attempt to publish a document
that contains both Chinese characters and Hebrew letters.

Publishing a Document

In order to publish a document, you must be the author of the document, or the creator of the
document must give you rights to modify the document.

Your system administrator has created one or more GroupWise WebPublisher user accounts and
has granted them rights to specific libraries. These user accounts represent WebPublisher and do
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not have actual users associated with them. You publish documents in those specific libraries by
sharing documents with one of the GroupWise WebPublisher users and granting that user view
rights.

Your system administrator can configure multiple GroupWise WebPublisher publishing sites. For
example, he or she can configure an Internet publishing site for publishing to the World Wide Web,
and can also configure an intranet publishing site for publishing to the corporate intranet. Check
with your system administrator for information about available publishing sites.

Find out if your system administrator has specified that documents shared with General User (all
users who have access to the library) are automatically published. If this is specified, you will need
to be careful not to share documents with General User that you do not want published to the Web.

Locating and Viewing a Published Document

Web users can locate and view your published documents three ways:

+ They can access the GroupWise WebPublisher site and then search for the document. To do
this, they must know the IP address of the GroupWise WebPublisher site, the library the
document is in, and a key word (such as the title). Contact your system administrator for the
IP address and for library names (the library names in your GroupWise system may be
different from the library names that display in WebPublisher).

* You can locate the document, copy the complete URL, and send it to the users.

* You can create a separate web page that contains links to your documents and supply users
with that URL.

Each document published with WebPublisher must be indexed before it can be seen on the
publishing site. The Post Office Agent indexes documents at intervals set by the system
administrator. If you use Find to search for your document in GroupWise and the document is
found in its library, the document has been indexed.

This section contains the following topics:
¢ “Publishing a Document to the Web”” on page 300
¢ “Unpublishing a Document from the Web” on page 301

Publishing a Document to the Web

Before you publish a document to the Web, make sure you meet all of the following prerequisites:

* Check with your system administrator to see if GroupWise WebAccess and WebPublisher are
available before attempting to publish documents.

+ Make sure you are the author of the document, or that the creator of the document has given
you rights to modify the document.

+ Ifyou do not know the name of the GroupWise WebPublisher username on your system, ask
your system administrator.

If there is more than one GroupWise WebPublisher username, make sure you have the correct
username for your publishing purposes.

1 Click the document reference for the document you want to publish.

2 Click File, click Properties, then click the Sharing tab.
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Pocument1 2| ]
Documentl ‘ersion  Sharing |Activity Logl Personalizel

" Mot shared
(% Shared with

Mame: Add|zer |
| IIE
I = Bemove Uzer |

Share list:

Mame | Security |
<Creator Access: Wiew, Edit, Del, Shr, Mod
<General User Access> Denied

Heather Samiento Wigw

Frights far all versions far Heather Sarmiento
’7 W Wiew IT Edit [T Deleter [T Sharer T Wodify security
Wersion Level Security...l

Status: Available oK I Cancel

3 Click Shared With.
4 Type the name of the GroupWise WebPublisher user in the Name box, then click Add User.
View rights for the official version are automatically granted to this user.

5 Click OK.

If you want users to see a version other than the official version, you must specify the document
and version number in the URL of the document. Locate the document and copy the complete
URL. Modify the part of the URL that specifies Library ID-Document Number-Version. Send the
modified URL to other users or use it to create links to your documents on a separate Web page
you have created.

Each document published with WebPublisher must be indexed before it can be seen on the
publishing site. If you use Find to search for your document in GroupWise and the document is
found in its library, the document has been indexed.

Unpublishing a Document from the Web

+ Make sure you are the author of the document, or that the creator of the document has given
you rights to modify the document.

+ Make sure you know the GroupWise WebPublisher username for the publishing site from
which you want to unpublish the document.

1 Click the document reference for the document you want to unpublish.
2 Click File, click Properties, then click the Sharing tab.

3 Click the GroupWise WebPublisher username in the Share List.

4 Deselect View, then click OK.

If you want to remove the document entirely, in addition to unpublishing it, delete the document
from the library.
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Viewing the History of a Document

You can use the activity log to view the activity history for a document. The activity log displays
the date and time an activity occurred, the name of the user who performed the activity, the type
of activity (opened, checked out, deleted, and so forth) and the document version affected by the
activity.

You can display the activities associated with the selected version of a document, or you can
display the activities associated with all versions of a document. The most recent document
activities display at the beginning of the list.

Document activity is also logged when you're using Remote mode; however, you can only view
remote activities from the activity log in your Remote Mailbox.

This section contains the following topics:
* “Viewing the Activity Log for Deleted Documents” on page 302
* “Viewing the Activity of a Document” on page 302
* “Viewing Who Has a Document Open or Checked Out” on page 303

Viewing the Activity Log for Deleted Documents

When you delete a document, GroupWise keeps a copy of the activity log for that document. This
makes it possible for you to view the events that took place before the document was deleted. In
addition, the system administrator can use this information to restore specific versions of deleted
documents.

Viewing the Activity of a Document

302

1 Click the document reference in your Mailbox.
2 Click File, then click Properties.
3 Click the Activity Log tab.

Document1 2| ]
Document I ersion I Sharing  Activity Log | Perzonalize I
" Show selected version & Show all versions
Activity log:
M ame Action Wersion &

i 0  Sophie Jones Downloaded K}
1 :27:59  Sophie Jones Froperties Up 3
142772003 4:27:22  Sophie Jones Security Modified 1
142772003 4:27:22  Sophie Jones Security Modified 2
142772003 4:27:22  Sophie Jones Security Modified 3
142772003 4:27:22  Sophie Jones Made Official 3
142772003 426113 Sophie Jones Downloaded Yersion 3
142772003 426111 Sophie Jones Clozed 3
142772003 4:25:52  Sophie Jones Opened 3
142772003 42515 Sophie Jones Downloaded Yersion 3
1/27/2003 42511 Sophie Jones Downloaded Yersion 3
142772003 4:25:08  Sophie Jones Created 3
142772003 4:24.57  Sophie Jones Downloaded Versio 2 -
1/27/2003 4:24.54  Sophie Jones Downloaded Yersiol 2
1/27/2003 42451 Sophie Jones Created 2
141642003 2:058:27  Sophie Jones Downloaded Yersion 1
141642003 2:058:27  Sophie Jones Downloaded Yersion 1
172003 33737 F Conhie.lanes Dawnlnaded Warsio 1 i
il | _>l_I

Status: Available oK I Femeel |

Any document activity appears in the list box (check out, check in, delete, and so forth).
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Viewing Who Has a Document Open or Checked Out

To view document activity, you must have View rights for the selected document version.
1 Click the document reference in your Mailbox.
2 Click File, then click Properties.
3 Click the Activity Log tab to view who has the document open or checked out.

You can also view who has a document open by clicking the document reference, clicking File,
clicking Properties, then clicking the Version tab.

Checking Out Documents

Use Check Out when you want to lock the documents you are working on for extended periods of
time. For example, you can use Check Out to lock documents you want to work on when you are
at home or away from the office.

You do not need to use Check Out to lock a file every time you edit it. When you open a document,
GroupWise marks the document as In Use, and it can't be edited by other users until you close it.

When a document is checked out, it is locked in the library and other users can't modify it;
however, they can view it if they have View rights. GroupWise copies the document to the check-
out location you specify. The document remains locked in the library until you check it back in.

You can select one or more documents to check out in the Main Window, and you can specify a
different filename for each document you check out.

You can specify a default check out location in the File Location tab in Environment options.
This section contains the following topics:

¢ “Checking Out a Document” on page 304

¢ “Checking Out Multiple Documents” on page 304

+ “Viewing All the Documents You Have Checked Out” on page 305

¢ “Updating a Checked-Out Document Without Checking It In” on page 306
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Checking Out a Document

1 In your Mailbox, click the document reference for the document you want to check out.

2 Click Actions, then click Check Out.

Check-Out EE|

Checl Out

Check out method:

Close

Check out and copy document

i

Remove
Selected documents:

Yer 3 [Current]: Project 91 Motes

Checked out filename:
IB-E.htm

Checked out location:
IC:\WINDDWS'\TEMF‘R Dl

[¥ Report filename conflicts

3 In the Checked Out Filename text box, type a filename for the document.

By default, GroupWise inserts the document number as the check-out filename. If you don't
specify a different filename, make a note of the numbered filename so you can locate your
checked-out document.

4 In the Checked Out Location text box, type the path to the location where you want to store
the checked-out document.

5 Click Check Out.

Changes you make to the checked-out document do not appear in the document in the library until
you check the document back in or update it. Users can view the checked-out document in the
library if they have View rights, but those with Edit rights cannot edit the document while it is
checked out.

Checking Out Multiple Documents

1 In your Mailbox, Ctrl+click the document references for the documents you want to check
out.

2 Click Actions, then click Check Out.
3 In the Selected Documents list box, click a document reference.

4 In the Checked Out Filename text box, specify a check-out filename.
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By default, GroupWise inserts the document number, version, and extension as the check-out
filename. If you don't specify a different filename, make a note of the filename so you can
locate your checked-out document.

B Repeat Steps 3 and 4 until you have specified check-out filenames for each document.
6 In the Selected Documents list box, Ctrl+click all the documents you want to check out.

7 Click Check Out.

While the document is checked out, users who have View rights can look at the copy of the
document in the library.

Viewing All the Documents You Have Checked Out
1 Click Actions, then click Check In.
2 Click Show All Checked-Out Documents in Selected Library.

Check-In 7] |
Check in method: Check In
IEheck i and move document j

Close |
Check in az:
IEhecked out version j Bemave |

[Documents to be checked in:

Yer 1: Department Teleworking Polic
YWer 3 [Officiall: Project 910 Motes

— Lizt of documents
1 Shov ariginalllist

% Show all checked out documents in selected library

Select libran: | b anufacturing Library [Default) j

Checked out location and filename:

Ic::'\windows\temp\2435-c.htm Browse. |

You can select a different library in the Select Library drop-down list to see the documents you
have checked out in that library.

Creating and Working with Documents 305



Updating a Checked-Out Document Without Checking It In

1 In your Mailbox, click the document reference for the document you want to update in the
library.

2 Click Actions, then click Check In.

Check-In 7]
Check in method: Check In

IEheck if and move document -

Check inarlby Remove |

|Jpdate without checking in
[Dlocuments to be checked in:

Yer 1: Department Teleworking Paolic
Yer 3 [Officiall: Project 91 Motes

— Lizt of documents
£ Shov ariginalllist

% Show all checked out documents in selected library

Select libran: | Manufacturing Libran [0 efault) j

Checked out location and filename:

Ic:'\windows\temp\2435-|:.htm Brawse... |

3 Click the Check In Method drop-down list, then click Update Without Checking In.
4 Click Update.

GroupWise updates the document in the library with any changes you have made to the checked-
out document, but the document is not checked in. You can use Update Without Checking In if you
are still in the process of editing a document but want to allow other users to view the changes you
have made.

Checking In Documents

Use Check In to check in documents you have checked out. After you check in a document, the
document is unlocked in the library and other users can modify it.

You can check in individual documents, or you can check in multiple documents. The documents
you check in can be in any location.

If one or more checked-out documents are selected when you click Check In, GroupWise displays
the selected documents in the Documents to be Checked In list box. If no checked-out documents
are selected, GroupWise displays a warning and then displays all the documents you have checked
out in the list.

There are four check-in methods:
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Check-In Method What It Does

Check In and Move Moves the document to the library and deletes it from the check-out location.

Check In and Copy Copies the document back to the library and leaves a copy in the check-out
location.

Check In Only Checks in the document but does not update the document in the library with
any changes you made to the checked-out version.

Update Without Updates the document in the library with any changes you have made, but does
Checking In not unlock the document.

When you check in a document, you can specify which version you want the document checked
in as. There are three possible versions:

Version to Check In What It Does

Checked-Out Version Updates the version of the document that you are checking in.

New Version Creates a new version of the document.

New Document Creates a document and lets you specify new document properties for it.

This section contains the following topics:
¢ “Checking in a Document and Leaving a Copy in the Check-Out Location” on page 307
¢ “Checking in an Unchanged Document” on page 308
¢ “Checking in a Document and Deleting It from the Check-Out Location” on page 308

¢ “Checking In a Document and Making It a New Version” on page 309

Checking in a Document and Leaving a Copy in the Check-Out Location
1 Click the document reference in your Mailbox.

2 Click Actions, then click Check In.

Creating and Working with Documents 307



Check-In EE3

Check in method: Check In
Il:heck in and move document j

Close |
Check in as:
IEhecked out version j Bemove |

[Diocuments to be checked in:

Yer 1: Department Teleworking Palic
YWer 3 [Officiall: Project 91 Motes

— Lizt of documents
£ Shiow arginal list

% Show all checked out documents in selected library

Select libran: | b anufacturing Library [Default) j

Checked out location and filename:

Ic::'\windows\temp\2435-c.htm Browse. |

3 Click the Check In Method drop-down list, then click Check In and Copy Document.
4 Click the Check In As drop-down list, then click a version.

5 In the Checked Out Location and Filename text box, specify the path and filename of the
document you are checking in.

6 Click Check In.

Checking in an Unchanged Document
1 Click the document reference in your Mailbox.
2 Click Actions, then click Check In.
3 Click the Check In Method drop-down list, then click Check In Only.
4 Click Check In.

GroupWise checks in the document without saving changes made while the document was
checked out.

Checking in a Document and Deleting It from the Check-Out Location

1 Click the document reference in your Mailbox for the document you want to check in.
Click Actions, then click Check In.
Click the Check In Method drop-down list, then click Check In and Move Document.
Click the Check In As drop-down list, then click a version.

a A WO N

In the Checked Out Location and Filename text box, specify the path and filename of the
document you are checking in.

Click Check In.
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Checking In a Document and Making It a New Version
1 In your Mailbox, click the document reference you want to check in and make a new version.
Click Actions, then click Check In.
Click the Check In Method drop-down list, then click a check-in method.
Click the Check In As drop-down list, then click New Version.

a b WO N

In the Checked Out Location and Filename text box, specify the path and filename of the file
you are checking in.

Click Check In.

7 Type a description for the new version of the document.

8 Click OK.

Deleting Documents

When you delete a document from one of your folders, you can specify whether you want to
remove the document reference from the folder, the selected version of the document, or all
versions of the document. To delete the selected version or all versions of a document, you must
have Delete rights for the document. See “Sharing Documents” on page 295 for more information
about document rights.

When you delete the document from the folder, the reference is removed from the folder, but the
document remains in the library. When you delete the document version from the library, the
selected version of the document is removed from the library and the document reference is
removed from the folder. When you delete all versions of the document in the library, all versions
of the document are removed from the library and the reference is removed from the folder.

When you drag a document reference to the Trash folder, the document reference is deleted, but
the document in the library is not deleted.

Deleting Documents According to Document Type

You can delete documents in your folders, or you can let GroupWise automatically delete
documents that have exceeded their defined document life. GroupWise removes documents based
on the document type assigned to the document on the Document tab in Properties. Each document
type has an expiration date and a expiration action associated with it. The system administrator
defines the expiration date and action (delete or archive) when he or she creates the library.

This section contains the following topics:
+ “Deleting Groups of Documents” on page 309
+ “Deleting a Document Reference from Your Mailbox” on page 310
+ “Deleting a Specific Version of a Document” on page 310

¢ “Deleting All Versions of a Document™ on page 310

Deleting Groups of Documents

You can delete a group of documents using the Mass Document Operations Wizard. To delete a
group of documents, you must have Delete rights to each document, or you must have Manage
rights and be a librarian for the library. For more information see “Managing Groups of
Documents” on page 317.
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Deleting a Document Reference from Your Mailbox

1 Click the document reference in your Mailbox.

2 Click Edit, then click Delete.

Delete

" Delete selected version from libram
" Delete all versions of document from libram ﬂl

& Femove document from foldes

3 Click Remove Document from Folder, then click OK.
Only the document reference is deleted. The document in the library is not deleted, and any users

with references to the document can still view, open, edit, or delete it, depending on their rights.
You can re-create the reference if you need it again.

Deleting a Specific Version of a Document

1 Click the document reference in your Mailbox.

2 Click Actions, then click Version List.

&N Document #8 Version List - Project 91J Notes

M=l B3
File Edit “iew Actions Tool: Accounts Window Help
JDispIayIVetsion List Items j J 5 Q | % b | @ "Eg ]EE | @ |
Wergiont VerDechjtion | Vequ_t_z_e |
: Driginal 04/25/0312:39 ¢
& 2 YWersionZ 04/28/03 01:59
&% 3 Yersion

04/28/03 01:59F

|Find results updated at 4:59PM on 4/28/03

|Selected: 1 [Total: 3 :‘ﬂz VAl

3 Click the version you want to delete.

4 Click Edit, then click Delete.

Deleting All Versions of a Document

1 Click the document reference in your Mailbox.

2 Click Edit, then click Delete.

Delete

" Delete selected version from library
. . Cancel |
" Delete all versions of document from library

& Femove document from folder

3 Click Delete All Versions of Document from Library, then click OK.
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Copying Documents

You can copy documents and their properties to create similar documents. Copying a document
creates a new document in the library.

When you copy a document you can specify how you want to create document properties for the
new document. You can specify properties manually for the document, or you can have
GroupWise create properties for you using the values in the original document.

Copying Groups of Documents

You can copy groups of documents using the Mass Document Operations wizard. To copy a group
of documents you must have View rights to each document, or you must have Manage rights and
be a librarian for the library. For more information see “Copying a Group of Documents’ on page
319.

This section contains the following topics:
+ “Copying a Document” on page 311
¢ “Copying a Document to Another Library” on page 311

Copying a Document
1 Click a document reference in your Mailbox.

2 Click Actions, then click Copy Document.

Copy Document EHE

Select librany to copy to:

b anutacturing Library [Default]

& Manually set properties for each document

© Automatically set properties using default values

QK I Cancel

3 Select the method you want to use for creating document properties.

4 Click OK.

Copying a Document to Another Library
1 Click the document reference in your Mailbox.
2 Click Actions, then click Copy Document.

3 Select the library to which you want to copy the document in the Select Library to Copy To
drop-down list.

4 Sclect the method you want to use for creating document properties, then click OK.

The information in the system fields (Document Type, Author, and Document Subject) is copied
with the document to the new library.
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Saving Documents

GroupWise Library provides a secure location for you to save your documents. If you need to share
a document with users who do not have access to GroupWise, you can save a copy of the document
outside of the library.

This section contains the following topics:
+ “Saving Items as Documents™ on page 312
* “Saving Changes to a Document's Contents” on page 312

¢ “Saving Documents Outside of the GroupWise Library” on page 312

Saving Items as Documents

You can save any of the items in your Mailbox as a document in the library. Items are saved in
WordPerfect format, but with a .doc extension so that they can also be opened in Word. For more
information, see “Saving an Item to Disk or to a GroupWise Library” on page 181.

Saving Changes to a Document's Contents

To save changes you have made to the contents of a document, use the Save feature in the
corresponding application.

The Save feature in your application functions differently depending on whether you are using an
integrated or a non-integrated application.

Saving Documents in Non-Integrated Applications

If you are using non-integrated applications (all Windows 3.1 applications and many Windows 95
applications), you can't save the document as a new version from the application. To create a new
version of the a document, you must create the new version in GroupWise before you open the
document in the application. To make sure your changes are saved in the library, don't rename the
document when you save it from within the application.

Saving Documents in Integrated Applications

If you are using an integrated application, GroupWise can integrate its document management
features with the application's Save As feature. When you select Save As in the application, you
have the option of saving the document as a new version in GroupWise Library. In addition, you
can select the GroupWise folder you want to save the document in.

Saving Documents Outside of the GroupWise Library

To share documents with users who do not have access to GroupWise, use Save As to make a copy
of'a document outside of the Library. When you use Save As, any changes you make to the saved
document are not updated in the library.

1 Click the document reference in your Mailbox.

2 Click File, then click Save As.
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Save HE

[tems to save: Save

Department Telewarking Palicy

Close

i

—|Save to Digk, j—

Save file az

IDepartment Telewarking Policy
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¥ Report file name conflicts

3 In the Save File As text box, specify a name for the document.

4 Click Browse, specify the path to the location where you want the document saved, then click
OK.

5 Click Save.

Opening Documents

When you double-click a document reference in your Mailbox or folder, GroupWise opens the
document in the associated application. You can then edit the document. If you only have rights to
view the document, you can open the document two ways: you can open the document as a read-
only file in the application, or you can open the document in the GroupWise viewer.

GroupWise sets the status of the selected version as In Use while you have it open. This status
locks the selected document version and prevents other users from editing it while you have it
open. When you exit the document, the In Use status is removed and the version is unlocked.

If you want to lock a version of a document for multiple editing sessions, use Check Out. Check
Out lets you copy the selected version of a document to another location, and it remains locked
until you check it in. For more information, see “Checking Out Documents” on page 303.

Opening Read-Only Documents

If you don't have Edit rights to a document, you can open a read-only copy of the document in an
application. This makes it possible for you to see graphics and layout elements which may not
display correctly in the GroupWise viewer.

If you have Edit rights to a document, read-only documents are also a useful way to view a
document if it is marked In Use or if it is checked out.

You can only open one read-only document at a time in each application.
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Opening Documents in Non-Integrated Applications

If you are using non-integrated applications (most Windows 3.1 applications, MS-DOS*
applications, and many Windows 95 applications), GroupWise copies the document back to the
library when you close the application, not when you close the document.

Opening Documents in Integrated Applications

If you are using an integrated application, GroupWise can integrate the document management
features with the application's Open and Save As feature.

When you select Open in the application, a dialog box displays all the available document
references in your Mailbox. You can select a document reference to open the document, or you can
click the Select Document Using Application Dialog button to use the application's regular Open
dialog box.

Opening Documents in GroupWise Remote or Caching Modes

If you are using Remote mode, you must manually mark the document version as In Use when you
retrieve it from your Online Mailbox. When you exit the document, Remote prompts you to clear
the In Use status.

If you are using GroupWise in Caching mode and the GroupWise server is available, GroupWise
automatically retrieves the document (giving you a chance to mark it In Use) when you choose to
open a document.

This section contains the following topics:
* “Opening a Document” on page 314

+ “Opening Multiple Versions of a Document” on page 314

Opening a Document

1 Double-click the document reference in your Mailbox.

If you do not have access to the application the document was created in, GroupWise prompts you
to specify an application. You might be able to open the document in a related application.

Opening Multiple Versions of a Document
1 Click the document reference in your Mailbox.

2 Click Actions, then click Version List.
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3 Select the versions you want to open in the Version list box.

4 Click Actions, then click Open.

Storing Multiple Versions of a Document

You can store multiple versions of a document in GroupWise. Each document reference in your

Mailbox points to a single document version. You can view information about a specific version
of a document on the Version tab in Properties. You can manage (open, check out, check in, and

so forth) document versions in the Version List dialog box. There are three categories of document
versions in GroupWise:

Current Version

The most recent revision of the document.

Official Version

The version you designate as official. When you designate an official version, you can grant users
different access rights to the official version than you grant them to all other versions of the
document. For example, you can grant all users rights to view the official version of the employee
handbook, but grant only yourself rights to view and edit all other versions of the handbook. If you
do not specify an official version of the document, the current version is considered to be the
official version. In the Item List, a star (%) displays next to the document reference for the official
version.

Specific Version

A version of a document that is referenced directly by its version number. In the Item List, the
number symbol (#) displays next to the document reference.

You can grant different access rights for each version of the document. For example, you can grant
all users on your system View rights to the official version and grant specific users View rights to
the current version.

This section contains the following topics:
¢ “Creating a New Version of a Document” on page 316
+ “Viewing Version Information for a Document” on page 316

+ “Specifying the Official Version of a Document” on page 316
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Creating a New Version of a Document

1 In your Mailbox, click the document reference for the document you want to create a new
version of.

2 Click File, click New, then click Document Version.

Hew Yersion K |

Yergioh description:

=

[ Open document now 0K I Cancel | Properties. .. |

3 Type a description for this version of the document, then click OK.

The selected version and its properties are copied to a new version.

Viewing Version Information for a Document
1 Click the document reference in your Mailbox.

2 Click File, click Properties, then click the Version tab.

pocument 1 20X

Document  Yersion | Sharingl Activity Logl Personalizel

—Wersion 3

Description: Wersion 3 ;I
Statusz: Available

Creator: Sophie Jones

D ate created: 1/27/2003 4:25:08 PM

Opened by: Sophie Jones

[rate opened: 142742003 4:25:52 PM

Current location:
Current filename:

Expiration date: 142742004
Expiration action: Archive
File extenzion: doc
File Size: 12288
Status: Available oK I Femeel

Specifying the Official Version of a Document

To set the official version, you must have rights to modify security settings and the system
administrator must have given you rights to set the official version of a document.

If you don't specify an official version, GroupWise uses the current version as the official version.
1 Click the document reference in your Mailbox.

2 Click Actions, then click Version List.
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3 Click the version you want to mark official.

4 Click Actions, then click Mark Official Version.

Managing Groups of Documents

Whether you're a user responsible for twenty documents or a system administrator responsible for
thousands of documents, you can use the Mass Document Operations Wizard to efficiently manage
groups of documents. Using the wizard, you can perform all of the following tasks:

+ Move a group of documents to another library.

*

Share a group of documents with another user.

+ Copy a group of documents.

+ Delete a group of documents.

+ Assign a group of documents to a new author.

+ Modify the properties (subject, document type, and so on) of a group of documents.
This section contains the following topics:

¢ “Preparing for a Mass Operation” on page 317

¢ “Selecting Documents for the Mass Operation” on page 318

* “Acting as the Librarian” on page 319

+ “Copying a Group of Documents” on page 319

* “Moving a Group of Documents” on page 323

¢ “Changing the Properties of a Group of Documents” on page 326

+ “Changing Sharing for a Group of Documents” on page 329

¢ “Deleting a Group of Documents” on page 333

Preparing for a Mass Operation

Before you can perform a mass operation on a group of documents you must have sufficient rights
to the documents. If you have Manage rights, you're called a librarian, and you can perform the
mass document operations on all the documents in the library. If you're not a librarian, you can
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only perform mass document operations on the documents to which you have rights. The
following table shows which rights you must have to perform each operation:

Document Operation Required Rights

Move Requires View and Delete rights to the document, or you must be a librarian
for the library. In addition, you must have Add rights to the destination
library.

Copy Requires View rights to the document, or you must be a librarian for the

library. In addition, you must have Add rights to the destination library.

Delete Requires Delete rights to the document, or you must be a librarian for the
library. In addition, you must have Delete rights to the library.

Share Requires Modify Security rights to the document, or you must be a librarian
for the library. In addition, you must have Change rights to the library.

Assign documents to a  Requires Edit and Modify Security rights to the document, or you must be

new author a librarian for the library.
Modify document You must have Edit rights, or be a librarian for the library. In addition, you
properties must have Change rights to the library.

Selecting Documents for the Mass Operation
Before you begin the mass operation, you must specify which documents you want to include.
There are four methods you can use to select documents:

* You can select the documents from a Find/Advanced Find dialog box in the Mass Document
Operations Wizard.

* You can select the documents from a Find by Example dialog box in the Mass Document
Operations Wizard.

+ You can select the documents in a folder or your Mailbox before you open the Mass Document
Operations Wizard.

* You can specify the name of a file on disk that contains a list of document IDs.

Previewing the Results of a Mass Document Operation

When you use Find in the Mass Document Operations Wizard to specify which documents you
want to move, copy, delete, or change, you can click the Preview button (on the last dialog box in
the wizard) to see a list of the documents that will be moved, copied, deleted, or changed based on
the criteria you specified in Find. This makes it possible for you to review these results and verify
that the criteria are accurate and select the correct documents. If not, you can return to the wizard
and modify the Find criteria to expand or limit the documents included in the operation.

After You Perform a Mass Document Operation

If you make any changes to the author or sharing rights of a document, the original author of the
document receives a mail message that notifies him or her of the change.

Using Mass Document Operations in Remote/Caching Modes

IMPORTANT: The Mass Document Operations Wizard is not available in Remote or Caching mode. You can
perform the same tasks on individual documents while you're in your Remote/Caching Mailbox, but not with
groups of documents.
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Acting as the Librarian

The system administrator can give users Manage rights to a library. When you have Manage rights,
you are called a librarian, and you can perform mass document operations, such as changing
document properties, moving documents, and so on, on all the documents in the library.

When a librarian performs a search, the Find dialog box displays an extra option: Apply Librarian
Rights. When selected, this allows the librarian to find any documents created by other users that
might not have been explicitly shared with the librarian. However, the librarian cannot perform a
full-text search when using this option.

The librarian can see and modify all the properties of a document, such as author, creator, security,
subject, document type, and so on, but the librarian can't see the content of the document. (To see
the content of a document, the librarian must have View rights for that version of the document.)
If the librarian makes any changes to the author or sharing rights of a document, the original author
of the document receives a mail message that notifies him or her of the change. This prevents the
librarian from giving unauthorized users access to a document.

In addition to modifying the properties listed above, the librarian can also perform the following
actions on all the documents in the library:

+ Delete a group of documents from the library.
+ Move or copy documents to a different library.

¢ Change the document properties (author, document type, subject, an so on) of a group of
documents in the library.

¢ Change the sharing rights to a group of documents in the library.
¢ Reset a document's status.

¢ Use the GroupWise third-party APIs to generate reports on all the documents in the library.

Librarian and Remote/Caching Modes

The librarian can see all the properties of a document while in Remote and Caching mode;
however, the librarian can't change the author or sharing rights of a document while he or she is
using Remote or Caching mode.

Librarian and Older Versions of GroupWise

If a librarian accesses a library using an older version of the GroupWise client, such as GroupWise
5.1 or 5.2, he or she will not have librarian access to documents, because neither the Manage right
nor the librarian role existed in earlier releases of GroupWise.

Copying a Group of Documents

You can copy groups of documents using the Mass Document Operations Wizard. To copy a group
of documents you must have View rights to each document, or you must be a librarian for the
library. In addition, you must have Add rights in the library to which you want to copy the
documents.

When you copy a group of documents, all versions of the document are copied. In the destination
library, each copy of the document receives a new document number, but the document retains the
same version number that it had in the source library. For example, if document #458 had a version
one, two, and five in the Marketing library and you copy it to the Sales library, it would become
document #459 (or whatever the next number is) in the Sales library, but it would still have a
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version one, two, and five. GroupWise copies all the document properties, including document
activity and custom fields, to the destination library and stores them with the document; however,
the custom fields will not display in Document Properties if the destination library doesn't contain
the field. When you copy documents, document references are not updated.

This section contains the following topics:
¢ “Copying a Group of Documents Selected with Find by Example” on page 320
+ “Copying a Group of Selected Documents” on page 322
+ “Copying a Group of Documents Listed in a File” on page 322

Copying a Group of Documents Selected with Find by Example
1 Click Tools, then click Mass Document Operations.

Select the operation you want to perform. The operation will affect all versions of a
documet.
— Operation

" Change properties " Change sharing

' Move i+ EI _n,g

" Delete

— Selection method
& Use Find/4dvanced Find to select documents
" Use Find by Example to select documents

' Use curently selected documents

' Use documents listed in a fils

I Bravwze |

I | Erocess enars anly

< Back I Mest » I Cancel

2 In the Operation group box, click Copy.

3 In the Selection Method group box, click Use Find By Example To Select Documents, then
click Next.
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Library: t anufacturing Library [Default]

Documnent text:

Document number:

Subject:

Document type:

Creator:

D ate created:

DEEl

Official wersion:

Current version:

|
|
|
|
Author: I
|
|
|
|

I-

[+ Find only official document versions

< Back I Mest » I Cancel |

4 In the Library drop-down list, click the library you want to search.
5 In each field, specify the information you want to look for.
6 Click Next.

7 In the Select Library To Copy Documents To list box, select the destination library, then click
Next.

Select Library E

Select library to copy documents to:

Tools Library
it anutacturing Library

< Back I Mest » I Cancel |

8 Click Preview to see a sample of the documents that will be copied based on the Find criteria
you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
9 Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Copy Operation to see the
outcome of the move without actually copying the documents.
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If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are copying or moving.
Allow Documents With Validation Errors To Be Created or Updated lets you choose to bypass
any validation errors.

10 Click Finish to copy the documents.

Copying a Group of Selected Documents

1 In your Mailbox or folders, select the document references for the documents you want to
copy.

2 Click Tools, then click Mass Document Operations.
3 In the Operation group box, click Copy.
4 In the Selection Method group box, click Use Currently Selected Documents, then click Next.

5 In the Select Library To Copy Documents To list box, click the destination library, then click
Next.

6 Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Copy Operation to see the
outcome of the copy without actually copying the documents.

If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are copying. Allow
Documents With Validation Errors To Be Created or Updated lets you choose to bypass any
validation errors.

7 Click Finish to copy the documents.

Copying a Group of Documents Listed in a File
1 Click Tools, then click Mass Document Operations.
2 [n the Operation group box, click Copy.
3 In the Selection Method group box, click Use Documents Listed In A File.

4 Specify the name of the file that contains a list of documents you want to copy, then click
Next.

You can specify any text file (ASCII or ANSI) as the source file for a copy operation as long
as the file contains a list of document IDs. If you're creating a file, make sure that each
document ID is at the beginning of a line and that there is only one document per line.

If the file you specify is a log file from a previous copy operation, you can click Process Errors
Only and GroupWise processes only the documents that generated errors during the previous
session.

5 In the Select Library To Copy Documents To list box, click the destination library, then click
Next.

6 Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Copy Operation to see the
outcome of the copy without actually copying the documents.
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If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are copying. Allow
Documents With Validation Errors To Be Created or Updated lets you choose to bypass any
validation errors.

7 Click Finish to copy the documents.

Moving a Group of Documents

You can move a group of documents to another library using the Mass Document Operations
Wizard. To move a group of documents, you must have View and Delete rights for each document
you want to move, or you must be a librarian for the selected library. In addition, you must have
Add rights for the destination library.

The documents you select for the move operation can be stored in multiple libraries on different
post offices. GroupWise moves all versions of the selected documents and all document properties,
including document activity and custom fields. If the destination library doesn't contain one or
more custom fields that exist in the source library, GroupWise moves the value for the custom field
and stores it with the document in the new library; however, the value will not display in Document
Properties until the system administrator adds that custom field to the destination library.

This section contains the following topics:
* “Notifying Authors and Users of Moved Documents” on page 323
+ “Moving a Group of Documents Selected with Find by Example” on page 323
* “Moving a Group of Selected Documents” on page 325

* “Moving a Group Documents in a File”” on page 325

Notifying Authors and Users of Moved Documents

When the move is complete, GroupWise sends a message to you that contains a list of all the

moved documents. In addition, GroupWise sends a message to the author of each moved document
that shows the document's new location. If a user is the author of multiple moved documents, the
message contains a list of all his or her moved documents and the new location of the documents.
Other users, who are not authors of the document, are not notified that the document was moved.

GroupWise automatically updates any document references to moved documents at the end of the
move process. However, if a document reference is attached to a mail message, GroupWise does
not update the reference. Instead, when a user clicks the attached document reference, a message
displays that explains the document was moved and gives the new location of the document.

Moving a Group of Documents Selected with Find by Example
1 Click Tools, then click Mass Document Operations.

2 In the Operation group box, click Move.
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Select the operation you want to perform. The operation will affect all versions of a
documet.

— Operation
i " Change sharing

' Copy

— Selection method

& Use Find/4dvanced Find to select documents
" Use Find by Example to select documents

' Use curently selected documents

' Use documents listed in a fils

I Bravwze |

I | Erocess enars anly

< Back I Mest » I Cancel |

3 In the Selection Method group box, click Use Find By Example To Select Documents, then
click Next.

Find by Example E

Item type: I [ocument j

Library:

Documnent text:

Document number:

Subject:

Document type:

Creator:

B = &

D ate created:

Official wersion:

Current version:

|
|
|
|
Author: I
|
|
|
|

I-

[+ Find only official document versions

< Back I Mest » I Cancel |

4 In the Library drop-down list, click the library you want to search.
5 In each field, specify the information you want to look for.
6 Click Next.

7 In the Select Library To Move Documents To list box, click the destination library, then click
Next.

8 Click Preview to see a sample of the documents that will be moved based on the Find criteria
you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.

9 Specify the directory where you want to save the log file.
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You can click Generate A Log File Without Performing The Move Operation to see the
outcome of the move without actually moving the documents.

If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are moving. Allow
Documents With Validation Errors To Be Created or Updated lets you choose to bypass any
validation errors.

Click Finish to move the documents.

Moving a Group of Selected Documents

1

G A WON

6

7

In your Mailbox or folders, select the document references for the documents you want to
move.

Click Tools, then click Mass Document Operations.
In the Operation group box, click Move.
In the Selection Method group box, click Use Currently Selected Documents, then click Next.

In the Select Library To Move Documents To list box, click the destination library, then click
Next.

Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Move Operation to see the
outcome of the move without actually moving the documents.

If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are moving. Allow
Documents With Validation Errors To Be Created or Updated lets you choose to bypass any
validation errors.

Click Finish to move the documents.

Moving a Group Documents in a File

1
2
3
4

Click Tools, then click Mass Document Operations.
In the Operation group box, click Move.
In the Selection Method group box, click Use Documents Listed in a File.

Specify the name of the file that contains the list of documents you want to move, then click
Next.

You can specify any text file (ASCII or ANSI) as the source file for a move operation as long
as the file contains a list of document IDs. If you're creating a file, make sure that each
document ID is at the beginning of a line and that there is only one document per line.

If the file you specify is a log file from a previous move operation, you can click Process
Errors Only and GroupWise processes only the documents that generated errors during the
previous session.

In the Select Library To Move Documents To list box, click the destination library, then click
Next.

Specify the directory where you want to save the log file.
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You can click Generate A Log File Without Performing The Move Operation to see the
outcome of the move without actually moving the documents.

If you are a librarian in the destination library, you have two additional options on the Log
page of Mass Document Operations. Validate Document Property Fields lets you choose
whether or not to validate the property fields of the documents you are moving. Allow
Documents With Validation Errors To Be Created or Updated lets you choose to bypass any
validation errors.

7 Click Finish to move the documents.

Changing the Properties of a Group of Documents

As you manage your GroupWise documents, you often need to change the properties of several
documents at the same time. For example, if an employee leaves the company, you might need to
reassign all of his or her documents to another person, or if a new employee joins the company,
you might need to give him or her access to several documents. You can use the Change Properties
in the Mass Document Operations Wizard to efficiently perform these types of tasks (reassigning
documents, changing document types, and so on) for groups of documents.

You can change the subject, author, or document type for a group of documents. In addition, you
can change the value of any custom fields defined in the library. The fields you can modify vary
depending on the location of the documents you select for the mass change operation. If the
documents you select are all stored in the same library, you can make changes to system fields
(subject, author, and document type) and custom fields. If the documents you select are stored in
different libraries, you can modify only system fields. GroupWise imposes this restriction because
the libraries you select might not contain the same custom fields.

This section contains the following topics:

+ “Changing the Properties of a Group of Documents Selected with Find by Example” on page
326

+ “Changing the Properties for Selected Documents” on page 328

+ “Changing the Properties for a Group of Documents in a File” on page 329

Changing the Properties of a Group of Documents Selected with Find by Example
1 Click Tools, then click Mass Document Operations.

2 In the Operation group box, click Change Properties.
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Select the operation you want to perform. The operation will affect all versions of a
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3 In the Selection Method group box, click Use Find By Example To Select Documents, then

click Next.

Find by Example

Item type: I [ocument

Library:

Documnent text:

Document number:

Subject:

Document type:

Creator:

D ate created:

B = &

Official wersion:

Current version:

|
|
|
|
Author: I
|
|
|
|

I-

[+ Find only official document versions

< Back I Mest » I

Cancel |

4 In the Library drop-down list, click the library you want to search.

5 In each field, specify the information you want to look for.

6 Click Next.
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Subject: ||

Document type: |

Authar: |

= |m

< Back I Mest » I Cancel |

Specify new values for any of the document properties, then click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Operation to see the outcome of
the operation without actually changing the documents.

If you are a librarian in your default library, you have two additional options on the Log page
of Mass Document Operations. Validate Document Property Fields lets you choose whether
or not to validate the property fields of the documents. Allow Documents With Validation
Errors To Be Created or Updated lets you choose to bypass any validation errors.

Click Finish to change the document properties.

Changing the Properties for Selected Documents

1

O g A ON

In your Mailbox or folders, select the document references for the documents for which you
want to modify properties.

Click Tools, then click Mass Document Operations.

In the Operation group box, click Change Properties.

In the Selection Method group box, click Use Currently Selected Documents, then click Next.
Specify new values for any of the document property fields, then click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Operation to see the outcome of
the operation without actually modifying the documents.
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If you are a librarian in your default library, you have two additional options on the Log page
of Mass Document Operations. Validate Document Property Fields lets you choose whether
or not to validate the property fields of the documents. Allow Documents With Validation
Errors To Be Created or Updated lets you choose to bypass any validation errors.

8 Click Finish to change document properties.

Changing the Properties for a Group of Documents in a File

1

Click Tools, then click Mass Document Operations.

2 In the Operation group box, click Change Properties.

3 In the Selection Method group box, click Use Documents Listed In A File.

4 Specify the name of the file that contains the list of documents for which you want to change

properties, then click Next.

You can specify any text file (ASCII or ANSI) as the source file for a change properties
operation as long as the file contains a list of document IDs. If you're creating a file, make sure
that each document ID is at the beginning of a line and that there is only one document ID on
each line.

If the file you specify is a log file from a previous session, you can click Process Errors Only
and GroupWise processes only the documents that generated errors during that session.

Specify new values for any of the document properties fields, then click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Operation to see the outcome of
the operation without actually modifying the documents.

If you are a librarian in your default library, you have two additional options on the Log page
of Mass Document Operations. Validate Document Property Fields lets you choose whether
or not to validate the property fields of the documents. Allow Documents With Validation
Errors To Be Created or Updated lets you choose to bypass any validation errors.

8 Click Finish to change document properties.

Changing Sharing for a Group of Documents

You can give, modify, or remove a user's access to a group of documents. You can do this two
ways: you can modify a user's rights in the existing Share List for the group of documents, or you
can create a new Share List which will replace the existing Share List for each document in the
group.

This section contains the following topics:

*

*

*

“Modifying the Existing Share List” on page 330
“Replacing an Existing Share List with a New Share List” on page 330

“Changing the Sharing Rights for a Group of Documents Selected with Find by Example” on
page 330

“Changing Sharing Rights for Selected Documents” on page 332
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¢ “Changing Sharing Rights for Documents in a File” on page 333

Modifying the Existing Share List

If you select Add New Users And Rights To The Selected Documents, you can add, remove, or
change a user's rights to the group of documents without changing any of the rights you've given
to other users. For example, you could grant a new employee rights to all the benefit documents in
the library. This adds the new employee to the Share List for each document in the group, but it
doesn't modify the rights of any of the other employees.

If the user you want to add already has rights to one or more of the documents in the group, the
rights you specify in the wizard will replace any previous rights this user had to the documents,
but it will not reduce rights the user already has. For example, suppose you give Pam View rights
for a group of documents which includes Document A, but Pam already has both View and Edit
rights to Document A. In this case, GroupWise will give Pam View rights to all the documents in
the group, including Document A, but GroupWise will not remove Pam's Edit rights to Document
A.

Replacing an Existing Share List with a New Share List

If you select Replace Share List for Selected Documents, you can create a new Share List for each
of the selected documents. This new Share List replaces the existing Share List, and only the users
on the new Share List have rights to the selected documents.

Changing the Sharing Rights for a Group of Documents Selected with Find by Example
1 Click Tools, then click Mass Document Operations.
2 In the Operation group box, click Change Sharing.

Mazz Document Operations E

Select the operation you want to perform. The operation will affect all versions of a
documet.

— Operation
" Change properties
' Move
" Delete

— Selection method
" Use Find#4dvanced Find to select documents
&' Use Find by Example to select documents
' Use curently selected documents
' Use documents listed in a fils

I Bravwze |

I | Erocess enars anly

< Back I Mest » I Cancel |

3 In the Selection Method group box, click Use Find By Example To Select Documents, then
click Next.
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4 In the Library drop-down list, click the library you want to search.
5 In each field, specify the information you want to look for.

6 Click Next.
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Hae: foeld U5er |
[ IIE
I = Eemoye [ser |

Share list:
Mame | Security |

Eiatits far allversion
’7 ¥ iew T Edit I~ Delete = Shares I et sestrit

Wersion Leve] Security...l

< Back I Mest » I Cancel |

7 Click Add New Users And Rights To Selected Documents to modify the existing Share Lists
for each document in the group.

or

Click Replace Share Lists For Selected Documents to create a new Share List that will replace
the existing Share List for each document in the group.

8 In the Name text box, type the name of the user for which you want to modify sharing, then
click Add User.

9 In the Share List, click the name of the user for whom you want to modify sharing rights.
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10

11

12

13

14

15

In the Rights for All Versions group box, click the rights you want to give the user to the
selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level Security,
specify the rights for each version, then click OK.

Click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Operation to see the outcome of
the operation without actually modifying the documents.

Click Finish to modify the document sharing.

Changing Sharing Rights for Selected Documents

1

a A WO N

10
11

12

13

In your Mailbox or folders, select the document references for the documents for which you
want to change sharing rights.

Click Tools, then click Mass Document Operations.
In the Operation group box, click Change Sharing.
In the Selection Method group box, click Use Currently Selected Documents, then click Next.

To modify the existing Share Lists for each document in the group, click Add New Users And
Rights To Selected Documents.

or

To create a new Share List that will replace the existing Share List for each document in the
group, click Replace Share Lists For Selected Documents.

In the Name text box, type the name of the user for whom you want to modify sharing rights,
then click Add User.

In the Share List, click the name of the user for whom you want to modify sharing rights.

In the Rights for All Versions group box, click the rights you want to give the user to the
selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level Security,
specify the rights for each version, then click OK.

Click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Operation to see the outcome of
the operation without actually modifying the documents.

Click Finish to modify the document sharing.
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Changing Sharing Rights for Documents in a File

1

2
3
4

10
11

12

13

Click Tools, then click Mass Document Operations.
In the Operation group box, click Change Sharing.
In the Selection Method group box, click Use Documents Listed In A File.

Specify the name of the file that contains a list of the documents for which you want to change
sharing rights, then click Next.

You can specify any text file (ASCII or ANSI) as the source file for a change sharing operation
as long as the file contains a list of document IDs. If you're creating a file, make sure that each
document ID is at the beginning of a line and that there is only one document per line.

If the file you specify is a log file from a previous operation, you can click Process Errors Only
and GroupWise processes only the documents that generated errors during the previous
session.

Click Add New Users And Rights To Selected Documents to modify the existing Share Lists
for each document in the group.

or

Click Replace Share Lists For Selected Documents to create a new Share List that will replace
the existing Share List for each document in the group.

In the Name text box, type the name of the user for whom you want to modify sharing rights,
then click Add User.

In the Share List, click the name of the user for whom you want to modify sharing rights.

In the Rights for All Versions group box, click the rights you want to give the user to the
selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level Security,
specify the rights for each version, then click OK.

Click Next.

Click Preview to see a sample of the documents that will be modified based on the Find
criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing the Operation to see the outcome of
the operation without actually modifying the documents.

Click Finish to modify the document sharing.

Deleting a Group of Documents

You can delete a group of documents using the Mass Document Operations Wizard. To delete a
group of documents you must have Delete rights to the documents, or you must be a librarian for
the library. In addition, you must have Delete rights to the library from which you want to remove
the documents.

When you delete a group of documents, all versions of the documents are deleted; however, the
activity logs for the deleted documents are not removed. Document references that point to deleted
documents are not deleted. If you click a document reference to a deleted document, a message
appears telling you that the document has been deleted.
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This section contains the following topics:
+ “Deleting a Group of Documents Selected with Find by Example” on page 334
+ “Deleting a Group of Selected Documents” on page 335

+ “Deleting a Group of Documents Listed in a File” on page 335

Deleting a Group of Documents Selected with Find by Example
1 Click Tools, then click Mass Document Operations.

2 In the Operation group box, click Delete.

Select the operation you want to perform. The operation will affect all versions of a
documet.
— Operation

" Change properties " Change sharing

i ' Copy

o

— Selection method

" Use Find#4dvanced Find to select documents
&' Use Find by Example to select documents

' Use curently selected documents

' Use documents listed in a fils

I Bravwze |

I | Erocess enars anly

< Back I Mest » I Cancel |

3 In the Selection Method group box, click Use Find By Example To Select Documents, then
click Next.
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In the Library drop-down list, click the library you want to search.
In each field, specify the information you want to look for.
Click Next.

Click Preview to see a sample of the documents that will be deleted based on the Find criteria
you specified.

You can click Close at any time in the Find Results dialog box to cancel the preview.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing the Delete Operation to see the
outcome of the delete without actually deleting the documents.

Click Finish to delete the documents.

Deleting a Group of Selected Documents

1

a b WO N

In your Mailbox or folders, click the document references for the documents you want to
delete.

Click Tools, then click Mass Document Operations.

In the Operation group box, click Delete.

In the Selection Method group box, click Use Currently Selected Documents, then click Next.
Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing The Delete Operation to see the
outcome of the delete without actually deleting the documents.

Click Finish to delete the documents.

Deleting a Group of Documents Listed in a File

1

2
3
4

Click Tools, then click Mass Document Operations.
In the Operation group box, click Delete.
In the Selection Method group box, click Use Documents Listed In A File.

Specify the name of the file that contains the list of documents you want to delete, then click
Next.

If the file you specify is a log file from a previous delete operation, you can click Process
Errors Only and GroupWise will process only the documents that generated errors during the
previous session.

Specify the directory where you want to save the log file.

You can click Generate A Log File Without Performing the Delete Operation to see the
outcome of the delete without actually deleting the documents.

Click Finish to delete the documents.
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Viewing Documents When Your Network or GroupWise Is
Unavailable

After you have edited and closed a document or documents in your Online Mailbox, you can have
a copy of every document you edited placed in your Remote Library. This is called document
echoing. Then when your network, GroupWise Library, or GroupWise post office is unavailable,
you can open and modify your latest edited documents in Remote or Caching mode.

You must have a Remote or Caching Mailbox on your machine for document echoing to occur. If
you have chosen to use the same local mailbox for both your Remote Mailbox and Caching
Mailbox, your echoed documents will be available in both Remote and Caching modes. If you run
Remote mode and Caching mode from separate local mailboxes, you can echo documents to either
your Remote Mailbox or your Caching Mailbox.

Documents are echoed whenever you close or check in a document in your Online Mailbox. The
document reference for the document is added to your Documents folder in your Remote/Caching
Mailbox, and the document is copied to your Remote Library (which is used for both Remote and
Caching mode). In Remote and Caching mode, you can use Tools > Manage Library Size to
remove unneeded documents that take up extra disk space. Document echoing does not occur
when you close or check in documents in Remote or Caching mode.

This section contains the following topics:
¢ “Enabling Document Echoing” on page 336

+ “Deleting Unneeded Documents from Your Remote Library” on page 338

Enabling Document Echoing

If you want to echo documents to a Caching Mailbox, it must be set up before you enable document
echoing. If you want to use a Remote Mailbox, the document echoing process will help you create
a basic Remote Mailbox if you don't have one already.

1 In Online mode, click Tools, click Options, then double-click Documents.

2 Click the General tab.
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3 Click Echo Documents to Remote Mailbox.
or

Click Echo Documents to Caching Mailbox. This option is not available if you do not have a
Caching Mailbox.

If the path to your Remote Mailbox and Caching Mailbox is the same, it does not matter which
option you chose. Echoed documents will be available in both Remote and Caching mode. If
you run Remote mode and Caching mode from separate mailboxes, you can echo documents
to only one of these mailboxes.

4 Click OK.

If you do not have a Remote Mailbox, GroupWise will help you create one for document
echoing.

5 If prompted, type your Online Mailbox password, then follow the prompts in the Hit the Road
wizard to set up a Remote Mailbox.

Only a basic Remote Mailbox is created. If you want to download specific folders and items
to your Remote Mailbox, you can run Hit the Road later.

6 If you are running GroupWise with a workstation install, you are prompted to install a local
copy. If you click Yes, GroupWise exits and Setup starts. Follow the prompts for a standard
install.

Documents are copied (echoed) whenever you close or check in a document in your Online
Mailbox. The document reference for the document is added to your Documents folder in your
Remote/Caching Mailbox, and the document is copied to your Remote Library (which is used
for both Remote and Caching mode).
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Deleting Unneeded Documents from Your Remote Library

Deleting files from your Remote Library Disk Space Management will not remove them from the
Master Library. It will also not remove the document references for the deleted documents. The
files are removed only from the computer where you have your Remote Mailbox, freeing disk
space for you.

1 In Remote mode, click Tools, then click Manage Library Size.
2 Click the documents you want to delete, then click Delete.

3 When you’re done, click Close.

If you delete an In Use document, the status of the document in the Master Library is reset to
Available the next time you connect.

Integrating GroupWise with Your Applications

GroupWise Integrations make it possible for you to link your applications to your GroupWise
Mailbox. In an integrated application, you can see the documents in your Mailbox and folders
when you select Open in the application. In addition, you can save a document as a new version
using the application's Save As feature. Integrating makes it possible for you to create, edit, and
save GroupWise documents within your applications.

GroupWise can integrate with applications in one of two ways: through the Open Document
Management API (ODMA) supplied by the application, or through a point-to-point integration
macro.

ODMA is an open standard that makes it possible for GroupWise Library and other document
management programs to communicate with your applications. Each application vendor is
responsible for implementing ODMA standards. If an application is ODMA-compliant, you can
integrate it with GroupWise Library.

This section contains the following topics:
+ “Integrating Applications During Setup” on page 338
+ “Integrating Applications After Setup” on page 338
¢ “Turning Off Integrations” on page 339
¢ “Turning On Integrations” on page 340

¢ “Using Non-Integrated Applications” on page 341

Integrating Applications During Setup

If Setup detects that you have an ODMA-enabled application, such as WordPerfect, Microsoft
Word, or Excel properly installed, Setup prompts you to specify whether you want GroupWise to
integrate with the application. If you integrate your applications and later want to disable the
integration, you can turn off the integration in the Documents Setup dialog box.

Integrating Applications After Setup

If you don't enable the integrations during Setup but later decide you do want to use integrations,
you must run Setup again to install the integrations. After you've run Setup, you can turn
integrations on or off for each application in the Integrations tab in Documents Setup.

Once you've enabled integrations, you can turn them on or off at any time.
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Turning Off Integrations

You can turn off integrations for one application or for all your applications. When you turn off
integrations, your applications work like non-integrated applications, and GroupWise can't
monitor when you open and save documents. As a result, your documents are returned to the
library when you close the application, not when you close the document.

This section contains the following topics:
¢ “Turning Off Integrations for All Your Applications” on page 339
¢ “Turning Off Integrations for One Application” on page 339

Turning Off Integrations for All Your Applications
1 Click Tools, click Options, then double-click Documents.
2 Click the Integrations tab.
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3 Deselect the Enable Integrations check box, then click OK.

Turning Off Integrations for One Application
1 Click Tools, click Options, then double-click Documents.
2 Click the Integrations tab.
3 Make sure the Enable Integrations check box is selected.

4 In the Registered Applications box, click the application for which you want to turn off
integrations.

5 Click Disabled, then click OK.

When an application integration is disabled, no text displays to the right of the application name
in the Registered Applications list box.
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Turning On Integrations

Application integration is enabled during GroupWise Setup. After Setup is finished, you can turn
integration on for one application or for all your eligible applications.

Before you turn on integration, verify that the application is ODMA-enabled or is supported by a
point-to-point integration macro. The list of applications on the Integrations tab shows all the
applications that are registered on your machine. It is not a list of ODMA-enabled applications; it
is a list of registered applications. If you select an application that is not ODMA-enabled and try
to turn on integration, GroupWise displays a message warning you that the application is not
ODMA -enabled. If you proceed and register the non-ODMA application, the integration will not
work for that application.

If the application for which you are turning on integrations has two executable files (for example,
WordPerfect) you must specify the name of the main executable file (such as wpwin.exe for
WordPerfect) on the Executable tab in Advanced Integrations. Group Wise launches the executable
you specify, and that executable launches the application.

This section contains the following topics:
¢ “Turning On Integrations for All Your Applications” on page 340

¢ “Turning On Integrations for One Application” on page 340

Turning On Integrations for All Your Applications
1 Click Tools, click Options, then double-click Documents.
2 Click the Integrations tab.
3 Select the Enable Integrations check box, then click OK.

This turns on integrations for all your integrated applications. It doesn't have any affect on non-
integrated applications.

Turning On Integrations for One Application
1 Click Tools, click Options, then double-click Documents.
2 Click the Integrations tab.
3 Select the Enable Integrations check box.
a4

In the Registered Applications list box, click the application for which you want to turn on
integration.

The Registered Applications list box shows the applications that are registered on your
machine. It doesn't mean that the applications listed are ODMA-enabled.

5 Most applications have only one executable filename; however, if the application you selected
has two executable files, for example WordPerfect, click Advanced, then click the Executable
tab. Type the name of the main executable file in the Dual-Executable Filename text box, then
click OK.

6 Click Enabled, then click OK.
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Using Non-Integrated Applications

If you're using non-integrated applications (most Windows 3.1 applications, MS-DOS
applications, and many Windows 95 applications), you can't integrate GroupWise with your
application; however, you can still use GroupWise documents with these applications. You cannot
take advantage of the integrated Open and Save features.

You can use the options on the Non-Integrated tab in Advanced Integration options to specify
whether or not you want GroupWise to display a warning message when GroupWise loses contact
with a non-integrated application. This message reminds you that you must manually return the
document to the library. You can also specify how many seconds you want GroupWise to wait for
non-integrated applications to open.

This section contains the following topics:
¢ “Turning the Warning Message for Non-Integrated Applications On or Off” on page 341

+ “Specifying How Long GroupWise Should Wait for a Non-Integrated Application to Open”
on page 341

Turning the Warning Message for Non-Integrated Applications On or Off

GroupWise displays the warning message when it loses contact with the application. The message
reminds you to manually return the document to the library.

1 Click Tools, click Options, then double-click Documents.

2 Click the Integrations tab, click Advanced, then click the Non-Integrated tab.

3 To turn on the warning message, make sure the Display Message check box is checked.
or

To turn off the warning message, deselect the Display Message check box.

Specifying How Long GroupWise Should Wait for a Non-Integrated Application to Open

GroupWise waits the number of seconds you specify for the non-integrated application to open. If
GroupWise doesn't detect the application opening, GroupWise times out and loses contact with the
document, which means GroupWise can't return it to the library. If this happens, you must
manually return the document.

If you have an application that loads very slowly, you can increase the wait interval to prevent
GroupWise from timing out before the application opens.

1 Click Tools, click Options, then double-click Documents.
2 Click the Integrations tab.

3 Inthe Registered Applications list box, click the application for which you want to specify the
wait interval.

4 Click Advanced, then click the Non-Integrated tab.
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5 Click This Application to apply the wait interval to the selected application.
or
Click Default for All Applications to apply the wait interval to all non-integrated applications.

6 In the Wait Time to Detect Application text box, type the number of seconds GroupWise
should wait for the application to open.

7 Click OK.

Returning Documents to the Library

Most of the time you open a document, make changes, and save it in the library without any
interruptions; however, once in a while, the power goes out or the network goes down, and
GroupWise can't copy your document back to the library. This also happens if you exit GroupWise
while a document is open in an application or if you exit GroupWise before you close a non-
integrated application. In these cases, GroupWise stores the document (including any changes) in
a temporary directory called the staging directory. The document stays in the staging directory
until you return it to the library; however, as long as the document is in the staging directory, the
document status is open and no one (including you) can open or edit the document.

When you have a document with an Open status in the staging directory, you can return it to the
library and change its status two ways: you can use the Reset Document Status option, or you can
use the Unreturned Documents dialog box.

This section contains the following topics:
+ “Using Reset Document Status” on page 343
+ “Using Reset Document Status in Remote/Caching Mode” on page 343
* “Using the Unreturned Documents Dialog Box” on page 344
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Using Reset Document Status

Reset Document Status is available any time you right-click a document reference in your Mailbox
or folders. You can use this option to immediately return a document to the library. When you do
this, you can specify whether or not you want GroupWise to update the document in the library
with the document in the staging directory.

If you have GroupWise update the document, GroupWise moves the document out of the staging
directory, updates the document in the library with any changes, and makes the document
available. If you do not have GroupWise update the document, GroupWise deletes the document
out of the staging directory and makes the document available.

This section contains the following topics:
¢ “Returning a Document to the Library and Marking it Available” on page 343
* “Marking a Document Available Only” on page 343

Returning a Document to the Library and Marking it Available
1 Right-click the document reference in your Mailbox or folder.

2 Click Reset Document Status.
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3 Make sure that both Mark the Document as Available and Return the Document to the Library
are selected, then click OK.

Marking a Document Available Only
1 Right-click the document reference in your Mailbox or folder.
2 Click Reset Document Status.
3 Click Mark the Document as Available.
4 Make sure that Return the Document to the Library is not selected.
5 Click OK.

Using Reset Document Status in Remote/Caching Mode

When you use Reset Document Status in Remote or Caching mode, you can specify whether or
not you want to return the document to the Master Library. Use the Make the Document Available
in the Master Library option to remove the In Use status and make the document available in the
Master Library without updating the document.

1 In Remote or Caching mode, right-click the document reference.
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2 Click Reset Document Status.
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3 To make the document available without updating the document in the Remote Library, click
Mark the Document as Available in the Remote Library.

or

To make the document available and update the document in the Remote Library, click Mark
the Document as Available in the Remote Library, then click Return the Document to the
Remote Library.

4 To change the document status from In Use to Available in the Master Library, click Mark the
Document as Available in the Master Library.

Using the Unreturned Documents Dialog Box

When you start or exit GroupWise, GroupWise checks the registry file to see if you have any
documents open in the staging directory. If you do, GroupWise lists all the documents in the
Unreturned Documents dialog box so you can decide what to do with them.

At this point, you can click the check box to select the documents (by default all are selected) you
want to return to the library, and have GroupWise return them. Or you can switch to the application
in which you created the document and return the documents (by saving or closing them) yourself.
If you switch to an integrated application, closing the document returns it to the library. If you
switch to a non-integrated application, you must close the application to return the document to
the library.

You cannot manually access the Unreturned Documents dialog box. Use Reset Document Status
to move documents from a staging directory when GroupWise is open. See “Using Reset
Document Status” on page 343.

Replacing a Document with a File from Backup

You can replace a document in the library with a file you've restored from a backup system or with
any other file. This is useful if documents have become corrupt through machine failures, network
problems, and so on. To do this, you must be a librarian in the GroupWise library where the
document is found, or you must be a librarian in any GroupWise library and have Edit rights to the
document.

If a file needs to be restored from a backup system and you are uncertain which one to restore, you
can see a list of all the BLOB filenames that have ever been assigned to that document version. A
BLOB (binary large object) is a document that has been compressed and encrypted in a GroupWise
library. To restore a file from a backup, follow the directions for your standard backup software.
Then you can replace the corrupt document with the restored file in GroupWise using Replace
Document with Backup.
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You can use this feature in Remote Mode only if the document has been downloaded and marked
In Use.

1
2
3

Click the document reference.
Click Tools, then click Replace Document with Backup.

If necessary, look at the entire list of BLOB filenames that have been assigned to that
document version and decide which file needs to be restored from backup files.

or

Skip to Step 6.

If necessary, exit GroupWise. Using standard backup software, restore the file.
Start GroupWise and repeat Steps 1 and 2.

Specify the path and filename for the file that will replace the document.
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Customizing GroupWise

Use Options to customize GroupWise® by setting defaults that are in effect each time you start
GroupWise. You can set options that make your work more efficient, change how GroupWise
looks, and accomplish specific tasks.

For example, you can use Environment Options to change the interface language GroupWise uses,
or you can use Send Options to specify that you get a return receipt for every message you send.
You can also use Options to subscribe to Notify, specify an archive folder, and so forth.

This section contains the following topics:

*

*

*

“Delaying Delivery of an Item” on page 347

“Getting a Return Receipt for Items You Send” on page 348
“Requesting a Reply for All Items You Send” on page 349

“Specifying Where Archived Items Are Stored” on page 349
“Changing the Priority of Items You Send” on page 350

“Customizing Headers” on page 350

“Changing the GroupWise Interface Language” on page 351
“Changing Your Default Views” on page 351

“Specifying How Long Before an Event an Alarm Sounds” on page 352
“Automatically Spell-Checking Every Message You Send” on page 352
“Customizing Your Toolbar” on page 352

“Customizing Your Library Settings” on page 354

“Using Startup Options” on page 355

Delaying Delivery of an Iltem

1

To delay the delivery of one item, open an item view, click the Send Options tab, then click
General.

or

To delay delivery of all items you send, click Tools, click Options, then double-click Send.

2 Click Delay Delivery.

3 In the text box, specify how many days later you want the item delivered.

or

Select a date and time under Until.
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Send Options

Send Options | I ail I Appointmentl Task I HeminderNoteI Securityl

21|

" High Priority [ Expiration date
' Standard Priority After |0 _:I days
" Low Priarity
Clazsification: f# r
INormaI j For |0 days
Until
[T Beply requested =
ey e 1/25/2003
yihen convenient s =
£ yithin |0 _:I days
[+ Motify recipients
MIME Encoding: [ Convert attachments
150 Default |

Cancel

o]

4 Click OK.

Getting a Return Receipt for Items You Send

1 To get a return receipt for one item, open an item view, click the Send Options tab, then click
Status Tracking.

or

To always get a return receipt for items you send, click Tools, click Options, double-click
Send, then click the tab for the item type.

Send Options

[ 7]x]

Send Options  Mail |App0intment| Task I HeminderNoteI Securityl

¥ Create a sent item ta track information
' Delivered

&' Delivered and opened
&l information

[T Auto-delete sent item

— Beturn notification

‘when deleted

Mone >

 Internet mail

™ Enable delivery confirmation [if supported)

I= | Send ntifieations by maiko,

o]

Cancel |

2 In the Return Notification group box, specify the type of return receipt you want.
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You are automatically subscribed to Notify in Options. If you have deselected to receive
alarms and notifications, you cannot receive notifications with Notify. For more information,
see “Running Notify” on page 165.

If you are sending an item to an Internet address, you can click Enable Delivery Confirmation.
If the receiver's Internet e-mail system enables status tracking, you can receive status about
the item you send.

3 Click OK.

Requesting a Reply for All tems You Send

1 To request a reply for one item, open an item view, click the Send Options tab, then click
General.
or

To request a reply for all items you send, click Tools, click Options, then double-click Send.

2 Click Reply Requested, then specify when you want to receive the reply.

Send Options 2xl

Send Options | I ail I Appointmentl Task I HeminderNoteI Securityl

" High Priority [ Expiration date

' Standard Priority After ID _,::' days
" Low Priarity

Clazsification: f#

INormaI j For |0 3 davs

Uil
1/25/2003
[iTEa00PM u

" Beply requested

yihen convenient
£ yithin ID _,::' days

MIME Encoding:
150 Default |

[V Natify recipients

™ Convert attachments

oK I Cancel |

The recipient sees & next to the message. If you select When Convenient, "Reply Requested:
When convenient" appears at the top of the message. If you select Within x Days, "Reply
Requested: By xx/xx/xx" appears at the top of the message.

3 Click OK.

Specifying Where Archived Items Are Stored

1 Click Tools, then click Options.

2 Double-click Environment, then click the File Location tab.
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Environment 2=l

Generall ‘iews  File Location | Eleanupl Default Actions | Signature | Backup Dptionsl
Archive directorny:
fi
LCustom views:

5
|

ave, check out:

oK I Cancel |

3 Specify the location of your archive directory in the Archive Directory text box.
4 Click OK.

Changing the Priority of tems You Send
1 To change the priority of one item, open an item view, click the Send Options tab, then click
General.
or

To change the priority of all items you send, click Tools, click Options, then double-click
Send.

2 Sclect High Priority, Standard Priority, or Low Priority.

The small icon next to an item in the Mailbox is red when the priority is high, white when the
priority is standard, and gray when the priority is low.

3 Click OK.

Customizing Headers

The following steps affect all of your GroupWise headers. Headers display above your Folder List,
Mailbox, QuickViewer, and sent and received messages. These changes affect headers on your
current workstation.

1 Right-click the header, then click Header Color.

2 Click a color, then click OK.

3 Right-click the header, then click Header Text Color.

4 Click a color, then click OK.

5 Right-click the header, click Header Font Size, then click a font size.

6 If you don't want Quick Info to display, right-click the header, then select Disable Quick Info.
The following step affects headers in the QuickViewer and sent and received messages.

1 Right-click the header, then select or deselect Show Multiple Recipients, Separate To/CC/BC,
and Align Colons.

To restore headers to their original appearance, right-click a header, then click Reset to Default.
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Changing the GroupWise Interface Language

1 Click Tools, then click Options.

2 Double-click Environment, then click the General tab.

Environment

General |Views I File Locationl Eleanupl Default Actionsl Signature | Backup Dptionsl

Interface language:

English

¥ Erompt on empty filter
¥ Prompt on empty find

—iew option

™ Open new view after send

¥ Bead next after accept, decling or delete

" Check speling before send
™ Launch Maotify at startup

V' Launch Messenger at startup

— Refresh interval

Ewery: |1 _|:;' minutes ID _|:;' zeconds

o]

Cancel |

21|

3 Click a language in the Interface Language drop-down list, then click OK.

Changing Your Default Views

1 Click Tools, then click Options.

2 Double-click Environment, then click the Views tab.

o a0 b &

Environment

General “iews | Fils Locationl Eleanupl Drefault Actionsl Signaturel Backup Dptionsl

r— ltem type

" Appointment

" Phone " Reminder note
 Task " Calendar
& Group " Posted

[~ Use default views for reading

— Default Compose Yiew
& Plain Text

7 HTHL

Wiews:

b ail [zimple]

Set Default View |

— Default Bead View
& Plain Text

7 HTHL

oK I Cancel

Select an item type.

Select Group or Posted.

Click the view you want as your default in the Views box.

Click Set Default View.

GroupWise marks the item as the default by placing an asterisk (*) next to the view name in

the Views box.

Repeat Steps 3-6 until you have selected a default view for each item type.

Click OK.
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Specifying How Long Before an Event an Alarm Sounds

1 Click Tools, then click Options.
2 Double-click Date & Time, then click the Calendar tab.
3 Make sure Set Alarm When Accepted is selected.

Date Time Options ﬂ E
Calendar | Busy Searchl Formatl
— Month Digplay Option — Line, Color Options
S M T w T F § Calor Lines
Firstof week: & . O O O O Appointments [
Highlightday: W T T T T T ¥ Reminder nates v v
™ Show week number Tasks T2
— &ppointment Option: —Alarm Options
¥ Include myself on new appointments [+ Set alam when accepted
Dizplay appaintment length o
& Duration Drefault alarm time:
€ End date and time hours: minutes: |5 _I::' mirutes
Default appointment length: |1 _|:;' ID _|:;'
—whork Schedule
Start time: 2:004HM | S M T W T F §
End time: 5:00P o Wokdaps: [V W VW Vv W [T
()8 I Cancel |

4 Specify the number of minutes before an event that you want an alarm to sound.

5 Click OK.

Automatically Spell-Checking Every Message You Send

1 Click Tools, click Options, then double-click Environment.
2 Click Check Spelling Before Send, then click OK.

Customizing Your Toolbar

Use the toolbar to access many of the features and options found in GroupWise. The toolbar is
context-sensitive, and changes depending on what view you are in. Each toolbar provides the
options you need in that location.

Use the Display drop-down list on the toolbar to change the display of your Item List.

You can customize each toolbar by adding and deleting buttons, choosing button order, and placing
separators between buttons.

1 If the toolbar is not displayed, click View, then click Toolbar.
2 Right-click the toolbar, then click Customize Toolbar.
3 Click the Show tab.
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10
11
12

13

Toolbar Properties

Shana I Customize I

£ Picture " Picture and test
&S & |
Address Eook | Find | Property

% Picture and selected text on the nght

%Address Book | Q

2 x|

Display options

%" Single row of buttons anly.

 Multiple rows of buttons, if neceszary. &l buttons will be displayed.

[ Show display settings drop-down list
W Shaw item contest toolbar

v Show folder contest toolbar

o]

Cancel

Click how you want the toolbar to display.

To remove or show the display settings drop-down list, deselect or select the Show Display

Settings Drop-Down List check box.

To show the buttons that are most useful for the selected item, select Show Item Context

Toolbar.

To show the buttons that are most useful for the selected folder, select Show Folder Context

Toolbar.
Click the Customize tab.

To add a button, click a category from the Categories list box, click a button in the Controls

box, then click Add Button.

Categories are menu titles in the Main Window. The buttons in the Controls box correspond
to features found under the menu title. For example, the buttons for the File category are
actions under the File menu (opening views, printing, saving, and so on).

To remove a button, drag it off the toolbar.

To change the order of a button on a toolbar, drag it to where you want it to display.

To add space between buttons, drag one button away from the other button.

or

To remove space between buttons, drag one button toward another button.

Click OK.
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Customizing Your Library Settings

GroupWise lets you customize settings for the libraries where you store and create documents. You
can specify a default library, default sharing rights, default document properties layout (such as the
order and size of fields), and default values for document properties. You can also specify whether
you want to use the short or long form of the property sheet. The library and property settings you
specify only affect your library setup. You cannot modify other users' settings.

Default Library

You can change the default library. When you create, import, or copy a document in GroupWise,
it is saved in the default library, unless you specify a different library. In addition, Find searches
for documents in the default library first. See “Specifying a Default Library” on page 283.

Default Property Values

You can specify default values for the document property fields that can be edited. The default
values are used when you create a new document or import a document into the selected library.
If no default values have been specified for author and document type, GroupWise uses the
creator's name as the author and Document as the document type. See “Specifying Document
Properties” on page 284.

Default Sharing Rights

If you usually share your documents with the same users or groups, you can specify default sharing
rights for all the documents you create. Once you've specified default sharing rights, GroupWise
applies these rights to each document you create or import into the selected library. See
“Specifying Default Sharing Rights for Documents” on page 296.

Document Tab Configuration

The Document tab appears each time you create, import, copy, or select Properties for a document.
You can specify which fields you want to display on the Document tab. In addition, you can specify
the number of lines in each field, the field's order on the dialog box, and you can insert blank lines
and separators in the dialog box. See “Specifying Document Properties” on page 284.

Document Property Sheets

When you create a new document or a new version of a document, GroupWise prompts you to
specify document properties. You can specify whether you want GroupWise to prompt you for the
document subject only or for all the document properties. See “Specifying Document Properties”
on page 284.

Document Management Integration with Other Applications

If you are using integrated applications, you can specify whether you want GroupWise Library
features integrated with the application's Save and Open features. To use the integration, you must
have installed Integrations during GroupWise Setup. If you didn't install Integrations, you can run
Setup again to install them. See “Integrating GroupWise with Your Applications” on page 338.

354 GroupWise 6.5 Windows Client User Guide



Setting the Default Library

The default library is where all your documents are stored and the library where Find searches for
documents.

1 Click Tools, click Options, then double-click Documents.
2 Click the library you want to use as a default.

3 Click Set Default, then click OK.

Using Startup Options

GroupWise has commands that you can use when you start the program. Some of them are for your
convenience, and others are necessary to run GroupWise on your particular hardware.

GroupWise Startup Options

This Startup Option

Does This

I@u-?

/@u-USER ID

/bl

/c

/cm

fiabs

lipa-ip_address_or_name

lipp-port_number

Nl-xx

Nla-network_id

/nu

/ph-pathname

Displays a login dialog box whenever you open GroupWise,
allowing you to supply any necessary login information.

Lets you use your GroupWise user ID to open GroupWise as
yourself on another user's computer. The other user remains
logged on to the network.

Prevents the GroupWise splash screen from being displayed when
you enter the program.

Checks for unopened items. If there are unopened items,
GroupWise opens as usual. Otherwise, GroupWise does not start.

Checks for unopened items. If there are unopened items,
GroupWise opens minimized and a beep sounds. Otherwise,
GroupWise does not start.

Initializes the Address Book when GroupWise starts.

Lets you specify the IP address (x.x.x.x) or the name of the IP
address when you are running in client/server mode.

Lets you specify the IP port when you are running in client/server
mode.

Applies only if you have two or more language versions or
language modules. This option instructs GroupWise to override the
default environment language (under General Environment in
Options) with the language specified by the language code (xx).
The language codes are listed in the table below.

Lets you log on to another user's computer using your network ID.
The other user remains logged on to the network.

Turns off AutoRefresh. If this option is selected, click View, then
click Refresh whenever you want to update the display with the
items currently in your Mailbox.

Lets you specify the path to the post office.
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This Startup Option

Does This

Ipc-path_to_caching_mailbox

Ips-path_to_remote_mailbox

Opens GroupWise in Caching mode. GroupWise must be
restarted when you change from Online to Caching.

Opens GroupWise in Remote mode. This startup option can be
used in the Target text box only.

GroupWise Language Codes

The following table lists the language codes used by all Novell® products. Group Wise may not yet
be available in some of the listed languages. For current information, contact your local reseller.

Language Language Code
Arabic AR
Chinese Simplified CS
Chinese Traditional CT
Danish DK
Dutch NL
English us
Finnish SuU
French FR
German DE
Hebrew HE
Hungarian MA
Italian IT
Japanese NI
Norwegian NO
Polish PL
Portuguese-Brazil BR
Russian RU
Spanish ES
Swedish SV
Thai TH
Turkish TR
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Using a GroupWise Startup Option
1 Right-click the GroupWise icon on the desktop, then click Properties.
2 Click the Shortcut tab.

3 Inthe Target text box, after the GroupWise executable, type a space, type the startup option(s),
then click OK.

Separate multiple startup options with a space, like this:
j:\grpw se. exe /ph-pathnane / @-?

In this example, /ph- is the startup option to specify the path to the post office. The pathname
is the path to the post office. The /@u-? option is used to display a login dialog box a user can
supply with login information whenever he or she opens GroupWise. This option is useful
when two or more users share a workstation but have separate GroupWise Mailboxes.

4 Restart GroupWise.
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Documentation Updates

This section lists updates to the GroupWise 6.5 Windows Client User Guide that have been made
since the initial release of GroupWise® 6.5. The information will help you to keep current on
documentation updates and, in some cases, software updates (such as a Support Pack release).

The information is grouped according to the date when the GroupWise 6.5 Windows Client User

Guide was republished.

The GroupWise 6.5 Windows User Guide has been updated on the following dates:
¢ “July 16,2003 (SP1)” on page 359

July 16, 2003 (SP1)

The following updates were made to the GroupWise 6.5 Windows Client User Guide for Support

Pack 1:

Location

Update

“Icons Appearing Next to
Items in Your Mailbox and
Calendar” on page 25

“Using Shortcut Keys” on
page 30

“Formatting Bulleted and
Numbered Lists” on page 47

“Adding a POP3 or IMAP4
Account to GroupWise” on
page 56

“Opening Attached Files” on
page 67

“Viewing and Composing
ltems in HTML” on page 96

“Accepting or Declining
Scheduled ltems” on page
125

Added seven new icons that indicate status for received items that
have been replied to, forwarded, and/or delegated.

Added Alt+D that you can use in a new item to send it.

Documented how Ctrl+Shift+L can be used in a message you are
composing in Plain Text view to format bulleted and numbered lists.

Added that Microsoft Secure Password Authentication is supported for
accessing Exchange servers and MSN accounts.

Documented that the GroupWise client warns you if you try to open an
attachment that is larger than 1000 KB (1 MB). You can suppress the
warning or change the warning threshold.

Documented that, when you select Plain Text as your Default Item
View, you can prevent HTML-only messages from being displayed
automatically when no plain-text version is available.

Explained that, when you decline an appointment, task, or reminder
note and include a comment, the sender’s Send options determine
how the sender can view your comment (properties of the sent item,
mail receipt, or notify).
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Location Update

“Narrowing an Advanced Clarified that, when you create a rule or filter, or when you used
Find Using Filter Operators” Advanced Find, the [ ] Contains and [X] Does Not Contain operators
on page 192, “Using Filter use a word-based search. The = Matches and |-> Begins With

and Rule Wildcard operators use a string-based search.

Characters and Switches”

on page 197, and “Using

Filter and Rule Operators”

on page 198

“Posting a New Discussion = Documented that if there is a problem posting an item to a newsgroup,
to a Newsgroup” on page your message is saved in your Work in Progress folder.

269

“Selecting the Method Used  Explained that the encryption algorithms available for selection in the
for Encrypting ltems” on GroupWise client depend on the Web browser installed on your
page 278 workstation.
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