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Novelle GroupWisee 7 Quick Reference Card

GroupWise Main Window

The main window provides easy access to your messaging and collaboration activities
and consists of: Main Menu Bar - Nav Bar - Toolbar - Folder & Item List Header -
Folder List - Panels - QuickViewer
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Main Menu Bar: Provides
access to the different
actions & options of the
GroupWise client.

Nav Bar (customizable):
Gives you quick access to o chedi March 2006
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Toolbar (customizable):
Gives you quick access to
common tools & actions.

Folder & Item List Header: —/
Lets you choose GroupWise
access mode (online,
caching, remote), the
GroupWise archives, and
proxy into other accounts.
The @ icon lets you filter
items based on specific
criteria.
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Context Sensitive Panels (customizable): QuickViewer: If
Toolbar: Provides direct  Display frequently needed enabled, displays
access to actions information from Unread the contents of the
associated with the Items to Calendar(s) and selected items.
selected message. can be modified to display

your most important

activities.

Home View: Panels

The Home view is organized using panels, which are customized views of GroupWise
information. Default panels are Unread Messages, Calendar, Checklist, and Contacts;
you can also create your own custom panels.

{2} Roumiana v Home 3 .
Oprdeierabiion et ® Adding a Panel
el E 1) Click the toolbar
- T arrow to display
SMTWTF S £ the context-
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WubiE _y_mu o m m\ sensitive menu.
12|15.20 21 223 24 26 | A e 2) Select Add Panel.
13|26 _p.| 0™ 3) Choose a

predefined panel
from the list and
click Add.

or

Click New Panel
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Nav Bar
You can customize the color scheme and add or remove the items you want
displayed in the Nav Bar.
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Customizing the Nav Bar: . Pitachecknokoen oo ks uwrtto | 0|
1) Right-click the Nav Bar. Coneel

2) Select Customize
Nav Bar.
3) Check the Folders you
want to appear in
the Nav Bar. A O e
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Toolbar
Click the respective icon below to execute common collaboration
actions in GroupWise.
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A -Open the Address Book

B - Display the Properties of the
selected item or folder

C - Print your GroupWise Calendar

D -Find an item (Ctrl+F)

E -Create a New Mail message (Ctrl+M)

F -Schedule a new group Appointment
(Ctrl+Shift+A)

G - Assign a Task
H - Create a new Document
(Ctrl+Shift+T)
| -Launch the QuickViewer
on the selected item
J -Main Window Details view
K - Main Window Calendar view

Folder List

Click the [l or =]
signs to expand or

Checklist — Items dragged into
this folder can be prioritized and

Home — Displays the user’s
name and contains all items
in that account’s database.

collapse folders.

Mailbox — All incoming -
items are received in your\\?ﬂ Raumiana Deltcheya Hor
GroupWise Mailbox. 5l JEE]

) Sent Iems
Calendar
.|| Checklist

D Cabinet
@] BrainShare
[ WIP

| Conkacts
| Documents /
{0 Authored

{0 Default Library
{7 Formativ Portals —

| Junk Mail —— |
Trash [317]

--------- {7 Work In Progress m\

Sent ltems — Folder containing —
copies of all sent items.

Calendar — Opens your

calendar to display all items
for the specified day, week, .
or month. |

Contacts — Gives you direct 7

access to your GroupWise
Address Books.

Documents — Contains personal J
and shared documents stored

within GroupWise through DMS.

Trash — Stores deleted items
for 7 days (default setting).

checked off when completed.

Cabinet — Default location for
organizing personal and shared
folders.

Shared Folder — Place items to
be shared with other GroupWise
users with access privileges.

Find Results — Stores
searches using predefined
or custom criteria.

Personal Folder — Store and
organize messages thematically.

Junk Mail — Items identified as
junk mail by GroupWise are
automatically sent here upon
receipt.

Work in Progress —
Location for items you want
to finish later.

Managing your GroupWise Mailbox

The Mailbox window displays your incoming mail.

1) Sending Email

There are 2 ways to create a new mail:
From the Menu Bar: File > New > Mail (Ctrl+M).
From the Nav Bar: Click the £ icon.

2 >

Managing your GroupWise Mailbox - Continued, next panel.



From: Send the
message from your
or another user’s
account to which you
have Proxy access.

2, Madl Tu: Charles Nyuyen Spell Check:
Pl Fdt Viw Actors Tods Arcrds Window Help Launches the
A e B Coamel [ mebess | L A B m A A A GroupWise spell

= check. GroupWise 7
Q?WM‘-/' |ﬂﬂ1 automatically corrects

] | st | your spelling as you
To: Enter the D . [mwvemme | typeand underlines
recipient’s name. typos in red.

You can also use the T [ st w |
Address Selector spp: M — CC: and BC: Send
icon on the Toolbar./ [rahemns HAvzn ry| @ | EEFFE eS| —RAE" a carbon copy

= and/or a blind co
Subject: Enter the m:/ e = of the message tgy
email subject. other users. Other
Message Text Toolbar: /] recipients can't see
Lets you improve the when a BC is sent.
message appearance. L Message field: Type
Attach Files: Click the content of your
the I icon, browse\ =l|  message.
and select the file, &)
and click OK. sddressz brig

Repeat for all files you
need. You can also
drag-and-drop file(s).

| meosart: Hovell Grongnse o

2) Send Options
The Send Options tab gives you additional flexibility and lets you categorize, prioritize,
classify, track, encrypt, and schedule when the message is sent out.

Priority Status: 2, Madl Tu: Charles Myuyen 3 Status Tracking:
Messages flagged as B Ek Gow adors Tods Wndow bk }u Advanced options
High priority appear sl R ool B aikes @ | T /( =3 that let you track
in Red, Standard S Optrs | your messages
(default) appear and get notified
in Black, and Low =) Cairgeuy: [ W _EdkCongoins | upon their delivery
appear in Grey in the = - and actions from
recipient’s mailbox. el g:*”‘“m r;;"]lﬂ_",“m\ recipients.
=
Reply Requested: Sy —_— T Expiration Date: If
Notifies the recipients (37| ot LA enabled, removes
that a reply to the R Honmel | the message from
rbnessage |]§ edx;t)_ected | Bopk reauesiod e the_lrscipi?tnt’s
y a specified time @ , SN2 mailbox after a
frame. F = o [T a specified period of
fearty ¥ oty it time.
Security: Lets you set MIME Encodrg I Copwest attackments N .
a password for the 150 Dl | Delay Delivery:
message or encrypt Allows you to pre-
the message. | Acrourt: dorvel Grospiise v schedule when a

message is sent out.

3) Click ™ # jcon to send the message.

Managing Messages

GroupWise 7 offers a number of features to improve message management. You may
organize your email items with color-coded categories, personalize the subject of an item,
and file the messages in specific Cabinet folders.

Right-click an item to display the action menu.
Open: Displays the message content

and/or properties of a sent item.

View: Opens the viewer to display the message.
Save as: Saves the message and/or attachments.
Print: Prints the message and/or attachments.
Filter: Displays only the messages similar to the
highlighted one based on designated criteria.
Junk Mail: Enables junk mail handling.

Forward: Forwards the highlighted item

to another recipient.

Delete/Delete and Empty: Moves the

highlighted item to the Trash or deletes

the message from the system.

Resend: Resends the item after necessary
changes have been made.

Change to: Changes the message type

(e.g., message to task or appointment, etc.).
Move to Checklist: Moves an item

to the Checklist folder.

Sent Items: Stores Categorize: Classifies the i_tem in a specific
copies of all sent items. ETTTE category and color-codes it.

% Read Later: Marks the message as unread.

I —— Properties: Displays details regarding the message
(e.g., timestamp, delivery status, recipients, etc.).

Mailbox: Stores received mail items.

O Nuvell GruupWise - Mailbos
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3 »  Managing Messages - Continued, next panel.



Received Messages

Opening Received Items: In your Mailbox, double-click the item you want to open.
Close: Closes the item and returns you to your Mailbox.

Reply: Lets you reply to the message.

Forward: Lets you forward the message to another user.

9 : Sends the message to your Trash.

=M= Goes directly to the Next or Previous message in your Mailbox.
: Lets you print the message.

[ : Lets you save the message and/or attachments.

conversation.

) ) ) [2 et rromebereeenn anix
. This New Feature in GroupWise 7 lets Do D3t Yo fors ook rcm L0
you know if a user is available. To send an R o glmek - ghed - F <[> 0 O [ 4 @ T
instant message, click the icon and start your = WJW;'I —

Personalizing Mail ltems
GroupWise 7 lets you change the subject line of a received message to a more
meaningful heading and categorize items to improve how your information is organized.

1) Open a message and click
Personalize.

2) Type a new subject in
My Subject.

3) Click the = icon and select
a category from the

Subject: P 276

H damas, - Categories list.
s e s vl s | = Loy The mail item is
fr— 0 Urgees color-coded with the
color corresponding
to that category.
N\ Edit Categories: Lets you create your
own categories and custom colors.
W = Type a new category in the New
= = o0 Ctrae — Category field and click Add to include
WesisE S 26k fctmo e o s are cavor | IETI| the new category in the list. Click Edit
Color and select a color to apply

| . tothe category.

Filing Messages in Personal Folders
Organize your mail items into Cabinet folders.

%

el
To create a personal folder: 'j:f‘m
1) Right-click the Cabinet folder in the
Folder List or select File>New>Folder e 3
on the Menu bar. g
2) Select Personal Folder and click Next. Buson
3) Give your folder a name and a description W ko2 [ il [ |
(optional) and click Next. ) |
4) Click Finish. The folder now appears 8 Foder o |
in the Cabinet tree structure. £ soninareees |
5) Drag and drop mail items from the &3 Docuentlon J
GroupWise Mailbox or Sent Items folder B -
into the new personal folder.
ek [ Wy | Cwod |
Finding Items in GroupWise .
Use the GroupWise Find feature 4~ to locate items in your account.
R 21X 1) Click the Find icon on the Tool Bar.
P | ey - 2) Specify the search criteria.
Blv > “f‘ﬁ,.‘ 3) Select Full Text to search the body of your
D =l O items. Select Subject to limit the search
Clon Wit (51 to the subject of the items.
1 o 4) Select the From or To field to search
o=l e items sent or received by specific users.
D1 WokInProgess 5) Select the Item type you want to conduct
T B ot the search on.
e T 6) Optionally, select the Date range
121 Byt of the search.
L P 7) Look in: Select the accounts, expand the
folders and select subfolders to limit
® Endod o R R the search.

el || 8) Click OK. GroupWise displays the results
in the Find Results folder.

4 Managing Messages



Address Book

The GroupWise Address Book can be used to manage your business and personal
contacts. In addition to the System Address Books, you may create additional
personal and shared address books as needed.

Delete: Lets you delete
the selected entry in the
Address Book. ERR T

New: Lets you add
a new entry in the
selected Address

S deon | = Book.

i Aiitress Bo

Action: Lets you perform
a variety of actions on the
selected entry.

[ sendres [ e [ Details: Displays

Tha — Tseerae | the contact info of

- gmm__mm_. suxeaxma  the selected entry
Ardta Bhalan S B bl anel e o ST, i

sArr\:.IimmFlm mlba&«n!lg\::: Jmt'moom in the Address

F 1109, Book.

510 Mowel Groupiafse A | o) o
3] lewmhﬂ* =

Look For: Lets you quickly
search for a given contact
by a specified parameter.

Creating a New Personal Address Book

B
1) Click the & icon on the Toolbar to open Address Book.
2) Select File>New Book.

3) Define a name for the new Address Book and click OK.

Sharing a Personal Address Book

2
Gerel  Sheing | 1) Open the Address Book.
;mmﬂ 2) Follow the steps for creating a new Personal
A Shaedwth ———

Address Book or right-click an existing one.
3) Select the Sharing tab and choose Shared with.
4) Click the & icon to select a user you want

T e TR to give access to the Address Book.
(e e i 5) Click Add User.

6) To change the access rights, highlight the
user in the shared list and check the

! I 4 desired access rights.

7) Click OK.

Removing Access Rights from a Personal Address Book

1) Open the Address Book.

3) Select the Sharing tab and choose Shared with.

Select the user with sharing access to the Address Book.
Click Remove User.

Click OK.

—_—_

4
5
7

Creating a New Contact in the Address Book

Comment Tab: Add History Tab: Displays all Email and Calendar
additional information about events involving contact (only available from
interactions with the contact. the Contacts folder in the Main Window).

 Meew ConLanl: (Frequent Contacts) E )

Summay Contsct | Difcn | Prusonal | Comments | Advanced | Crfioste | Hitoey |

. [ P [ =1|[ 1) Open the Address Book.

dde: [ St ] =111 2) Select the personal Address Book
= = o T E you wish to add the contact to.
el » @ [mmems || 3) Click the New contact icon

e (|| CiHome [ on the Toolbar.
4) Enter the contact information.
5) Click OK.

Wl = : l'JKIl:mudl

To view and/or update an existing contact

1) Open the Address Book.

2) Select the personal Address Book you wish to edit.

2) Double-click the contact.

3) Select the specific tab you wish to edit and modify the contact info as needed.
4) Click OK.

5 Address Book



Calendaring and Task Management
The GroupWise Calendar lets you manage Appointments and Tasks. You can
create multiple calendars and share calendars with others.

To access your Calendar, click Calendar in the Nav Bar or select
the Calendar folder in the Folder List.

Use the Navigation buttons <> to display the next or previous dates.
Click a date to display the events for that day. Dates in bold indicate
scheduled activities.

[EZlmaue : Displays calendars =lolx|
for other users' c).lalendars you S el
have proxy access to. . Home™ sl Sert fhame

| (g s book [5] (T JITytiow vl + () v gt = [f] towTork = | ] | B [}~ | ] =
Flom : Lets you select the \"‘“”'\.\‘i -5l
calendar view you prefer: day, - ~

week, month.

To create a new Appointment,
Task or Note, double-click the
respective item area or use
the icons on the Toolbar.

To view an existing Calendar
item, double-click it to open
and view the details.

To reschedule an item, drag —
it to the updated date

and time (does not apply
to group appointments sent
by another user). |

Scheduling a Group Appointment

€., Appuintsment To: Tum Thaios i =10l
ﬁ:,w; x gm?_m;nfm I8 &% [ R HE e 1) Click the & icon on
rsporsnent | son s | the Toolbar.
| ) 2) Enter the remplent(s)
- [Fom e =5 in the To field.
T T 3) Enter the meeting location
Stavt dote:  [3/2372006 = M in the Place field.
funation: 1 Hour 0 4) Enter the Start Date
Subcts [Tome o and Time.
Aot 3 e, B dedl. 5) Enter the Duration
" of the meeting.
6) Type a Subject and
.. optional message for
e the Appointment.
7) Click Send.
| Aot Novell Gronginse, Folder: Calendsr e
Using Busy Search

When creating a Group Appointment, you can search other GroupWise users’
calendars to find time blocks that are suitable for all attendees.

To do a busy search: 3. e ppintment Tave_________ FEIE]
1) Click the @ icon on the Toolbar, " rmssasia] =
2) Click the 7 icon on the s To st _ ilni e | T
Appointment Toolbar. (= = o e e e =
3) Click Invite to Meeting. il g I
4) Select the attendees on which (D Siphuin ' T -
to perform the busy search. -
] Lf_l

Auto-Select: Identifies the earliest
time slot when all users are available. F;‘o_,; 200

Dusebon: 2 Doaet 8 Houws 30 Minuty

5) Locate a time when all attendees S O
are available and block this time. T T o
6) Click OK. St Tim: B1GAM Siahe  Dut O Officn
7) Complete the appointment
details as described above. Mouoioke Clow Cltwmwie ok || o | [oSon)
8) Click Send. i

6 »  Calendaring and Task Management - Continued, next panel.



Recurring Appointments, Tasks, and Notes

GroupWise can schedule recurring appointments, tasks and notes. Use this
feature to schedule recurring and periodic events.

B Apposntment 1a; Charles SNguyen; Roumisna Deltchevs

Fie Ed Vew Aloos Took Widow  Heo

1) Click New
|| & st 3 et [ mttoss o Dmsysowt | G0 |4 70 I [ 47

Appointment,

posorises. |send opiions | New Task, or
| o e : New Note on
S eeLT— ‘ the Toolbar.
bst — I =]  2) Select the
it ooty 1l Femds Do | icon in
e L0 e the Start Date
S [porchors e field.
3) Click Select
Recurring
hyperlink at
the bottom

of the window.
4) Click the Date
tab and choose
the recurring
dates on the
Calendar. They
[ ok ] e | Rem | are displayed
in bold.

Multiple Calendars

Use this New GroupWise functionality to manage specific
activities independently, share an activity calendar with a
team, or separate your personal from your professional
activities. In your main calendar view, events are highlighted
in the color assigned to each calendar.

. Creating a New Calendar

ataschedud 1) Right-click the Calendar folder.

[ Personal Everts | 2) Select New Calendar.

3) Type a name for each new calendar.

4) The new calendars appear in the Calendar folder.

Sharing a Calendar

1) In the Calendar folder, ~EFEFIETRESEE - =lolx
right-click the

Home  Malbes

Sertlems Calendar

calendar you wish | @ sidossponc [F] O O | £ meusd « () Nowegpr = (] ow T~ "
to share. o 8.5

2) Select Sharing and = —
click Shared with. i Ll ot . @

3) Select the user(s) 1 . | = A L fam P L [ 2
from the GroupWise @ = Mot 111 i :
Address Book. Sl i 515

4) Click the Select o e N o Dl Sty |
Address button. Mot thaed

5) Click OK. £ v

6) Highlight the user @ [
in the Shared list. @ Shaaint

7) Grant additional e !
access rights to the ]1'—' E
user as you wish. B

8) Click OK. 2l

(E A e ———— St fickbess |

Lockfor [~ Mach[Nam x| Sekoted

&

B Frsig Erushy |
§ e st | o |
B 1o 1hele

8 medseope medsz

B Messayin Archimcts Produdt Nevs  Masea

- ol

N

Calendaring and Task Management



Sharing Folders

Items placed in a GroupWise Shared Folder are instantly available to everyone
with access to that folder. You can share Messages, Appointments,

Notes, and Tasks.

ureate sharediaider x
2 *| o create a shared folder:
Harne: 1) In the Folder List, right-click
T the Cabinet.
Descspliort 5 2) Select New Folder.
= 3) Select Shared Folder.
Pne: 4) Enter a name for the new folder and
® Gtons S | optional description.
£ Junesbon own\[ | 5) Click Next.
P Podaten J w [N Position the folder in the
8 Sers Cabinet using these buttons
': Sk + Events - (Up and Down).
cBack [ Heas | coned |
x
R 6) In the Name field, enter the name
Hane: e | of the person or click the & icon
;’:‘:R"“*" i | and select the user(s) from the
e e e T GroupWise Address Book.
(Chuine e | Py Pascdd 7) Click Add User.
8) Repeat until all users have been added.
9) By default all users are granted
Read and Add rights. To grant or take
away rights for a particular user,
highlight the user and select/deselect
by peress — the specific right.
el B e | 10)Click Next.
cBock | Hews | Coes |

Add: Allows the user to place new items into the shared folder.
Edit: Allows the user to modify items placed in the shared folder.
Delete: Allows the user to delete items from the shared folder.

11) Define the default view settings for the shared folder. After the folder is created
in their mailbox, users can modify their own view rights.
(detailed descriptions below)
12) Optionally click More Display Settings and modify the settings to your preference.
13) Click OK and then click Finish.

Setting name is fereatesharmiFaider | )
automatically selected. | fae bs srge ettt T ot : tsoef:tdi;;;%rg types
't propeaied .
Select the desired et ase:
View by Setting: cMrw Folder Custom Settingsy s Saye s Dejerle
Calendar — I;)mmm nthe sceciedloker & x
Folder contents o Vi by Cheose iem saecn
are displayed in i T -] ofeened e
calendar format. © Summay  Sonl 7 Gent = Dish
& Cohmrm [D -
Checklist — S:;bar e q:wr Cr;ar;::mm = hm—
Items are displayed - k| i - L
in checklist format /gt 5 ac—— G Do
with checklist el H = ; ; ; e
ammary. hesns dene pange: -
features enabled. u l_umd-y«-ﬂv-wmw = o
Discussion Thread — _ [HeneSubiect De [ daus o0 tocugh e e
Items are sorted Hiote Displey Sefr:
by topic and date.
Details 2k i
Standard items
list display.
Define the criteria for Turn Quick Viewer
sorting the Item list. on or off.

GroupWise sends a Shared Folder notification to the recipients and automates
the creation of the folder in their respective mailboxes.

8 Sharing Folders



Proxy

The Proxy feature authorizes access to a user’s mailbox.
or restricted to specific folders in the GroupWise account
the Calendar, etc.

uotions = .ﬂ.s]l
foecurty uptone o

Eriormer  Posswoud | Wotiy  Promy Accest | Send Dypsins |

2]

Proxy access may be full
, such as the Mailbox,

To grant proxy access to
your GroupWise account:

1) From the Menu bar,
select Tools>Options.

2) Double-click the Security
icon and select the Proxy
Access tab.

— 3) Click the & icon and
select the user(s)
to whom you
want to grant access.

4) Click the Select Address
button.

5) Click OK.

|~ You can also drag the
user to the Selected

B SaveGioup = X He
Field and click OK.
[ o || P

Rights granted to the Joecumity uptions 2 6) Highlight each user
All User Access entry Passwd | Moty Frams Access | Sond Opsons | in the list and grant
in the Access list will Host sy | h -
give the marked rights =1, — t_ € respective ac_cess
to all users in your T Boror i | rights to your Mail,
GroupWise system. e T Appointments, Notes,
As a best practice, all <ARMar Access and Tasks
items should be left . '
unchecked. 7) Click OK.

Modiphone: [ Read [ Wite

Apporiments: ¥ Bead [ Wiie

Rgmindes roter [ Fioad [ Wite

Tnhr [ Bead [ Wiie

¥ Suhacribe in my sl

¥ Subserbe in my rolifications
¥ Mxdly gpliorre s okders
™ Foad dens marked prysts

[or ] _ema |

To access another user’s GroupWise account:
1) From the Main Menu Bar, select File>Proxy.

2) Enter the name of the user or select the user from the address book

[Fia Ede wew Actions Tock Act

Enter the use

2 x|

Mome:

[Chates Nguerdt A
Retriove... Cancel

Evoy ksl EEE
Hods User Name [ adwess fenave |
ek i | James Basselt e, GIFOH, GHMTL s,

Charles Nguyen-Has  CHARLESH, GWSPO, GHMARIGR

Hesitvr fiskson PEATHERA GWSPC, GHMAIBSR

Fourigna Cehifiva  sousiianad GWPOHD, GRMTLER

al I

or

Click the Folder List Header drop-down list. Select the us
time you access a user’s mailbox, click Proxy and enter t

r's name

or click the & icon.

er in the list. If this is the first
he user's name.

Proxy



GroupWise Instant Messenger (IM)
With GroupWise IM you can send secure instant messages to other GroupWise
users in the organization.

2=\ You can organize and manage

Fle view | Aciors Tools  Help.

contacts from different departments
by placing them in separate folders.

Adding a Folder

1) Go to Actions > Add Folder.
2) Type a name for the folder.
3) Press Enter.

rind x| Adding a Contact

B This wizard wil helo you focate: cortiscts and add them to yous st 1) Go to Actions > Add Contact.
p 2) Select Search for a user.
; Advanced 3) Enter a full or partial name
Fm‘“'l"” and click Next.

e i 4) Select the user from the result list.

™ Use this Uses ;

ety [ Changing Your Status

1) Click the arrow next to your status.
2) Choose the status you want others
to see from the drop down list
gk | wers | [ Cued ] Online, Busy, Away, Appear offline
or create a Custom status.

Starting a Conversation

1) Double-click a contact in the list.

2) Type your message in the pop-up window.
3) Press Enter.

fuend instort Messoge x| . .
Starting a Group Conversation

PO e 1) Double-click one of your contacts.
2) From the Actions list, select Invite
e mmkﬁ\ﬁ:ﬂ = others to join the conversation.
3) Select the users you want
gf::',.‘]:f‘:‘.",},’,’.’,‘,'.’}‘.f‘;;'" to include and click OK.
B Anthony Forns (il £ 3) Type your message

in the pop-up window.

i 4) Press Enter.

To order additional GroupWise® 7.0 Quick Reference Cards or if you need more
information, please call: 1-866-497-0101
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