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About This Guide

This Novel® GroupWis® 7.0 WebAccess Client User Guiglelains how to use the GroupWise
WebAccess client. The guide is divided into théofeing sections:

! Getting Started

I Using Your GroupWise WebAccess Mailbox

I Working with Items in Your Mailbox

I Scheduling Group and Posted Items

! Using Your Calendar

I Using the Address Book

I Customizing Your GroupWise WebAccess Client
I GroupWise Frequently Asked Questions

I Documentation Updates

Audience

This guide is intended for GroupWise users.

Feedback

We want to hear your comments and suggestions dhisunanual and the other documentation
included with this product. Please use the User@enis feature at the bottom of each page of the
online documentation, or go to www.novell.com/doemtation/feedback.html and enter your
comments there.

Documentation Updates

For the most recent version of tBeoupWise 7.0 WebAccess Client User Guuikat theNovell
GroupWise 7.0 documentation Web site (http://wwweaibcom/documentation/gwz)

Additional Documentation

For additional GroupWise documentation, see theviehg guides at thélovell GroupWise 7.0
documentation Web site (http://www.novell.com/do@ntation/gw7)

I Installation Guide

! Administration Guide

I Multi-System Administration Guide

I Interpretability Guide

! Troubleshooting Guide

I GroupWise Windows Client User Guide

I GroupWise Cross-Platform User Guide

I GroupWise Client Frequently Asked Questions (FAQ)

About This Guide



Documentation Conventions

In Novell documentation, a greater-than symbolig>)sed to separate actions within a step and
items in a cross-reference path.

A trademark symbof®, ™, etc.) denotes a Novell trademark. An asterisidéfotes a third-party
trademark.

When a single pathname can be written with a baskdlor some platforms or a forward slash for
other platforms, the pathname is presented withckdlash. Users of platforms that require a
forward slash, such as Linux* or UNIX*, should dseward slashes as required by your software.
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Getting Started

This section of th&roupWis& WebAccess User Guigentains the following topics:

I Section 1.1, "Starting GroupWise WebAccess,# on fidge

I Section 1.2, "Understanding Timing Out from Group®W&ebAccess,# on page 12
I Section 1.3, "Understanding the GroupWise WebActésis Window,# on page 12
I Section 1.4, "Understanding Your Mailbox,# on page 17

I Section 1.5, "Learning More,# on page 17

1.1 Starting GroupWise WebAccess

You start GroupWise WebAccess as you would anyrdtbme page on the Internet. Use your Web
browser to go to the URL your administrator gives ysuch as httpsérvefgw/webacc, or an IP
address such as 155.155.11.22.

Figure 1-1 WebAccess Login Page

rﬁ Novell. GroupWise.

Usernarme: Isjones |

@ High (Broadband)

Connection Speed
’7 O Low (Dial-up)

[Use the basic interface  Mare Information

[FIRemember ry settings

To log in to WebAccess:

1 On the WebAccess login page, enter your usernach@assword.
2 Select the language you!d like to use from the agg drop-down menu.
3 Select your connection speed:

I High (Broadband), which has all the features thataailable in GroupWise WebAccess.
Use this default setting if you have a high-spererhet connection.

I Low (Dial-up), which looks the same as the defaigh-speed interface but does not
autoupdate your message list and calendar. ltdmles not support name completion.

4 (Conditional) If you!re using a mobile device, s#ldse the Basic Interface

The basic interface has limited functionality amdghics. It is designed to perform the most
basic tasks in GroupWise.

5 (Optional) If you use the same browser to log iGtoupWise WebAccess every time, select
Remember My Settings save your preferences.

Getting Started
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6 Click Login.
Your GroupWise WebAccess mailbox opens.

1.2 Understanding Timing Out from GroupWise
WebAccess

Specific actions, such as opening or sending am, igeenerate a call to the Web server. Other
actions, such as scrolling through items in thenlkgst, composing a message without sending it, or
reading Help topics, do not generate a call toteb server. If, for a period of time, you leave
GroupWise WebAccess alone or perform actions thatal generate a call, WebAccess logs you
out. Doing so not only provides security for yoemail but also ensures that the Web server and
GroupWise WebAccess run efficiently.

The timeout period is determined by your GroupVeiggtem administrator. If you try to perform an
action after you have been logged out, you are ptedio log in again.

NOTE: You must authenticate correctly to be returnedatoryork after a timeout. If you haven!t
logged in correctly, the message you were compasiigt appear to be lost. Use the keyboard to
return to your saved message window (for examplet Aeft-arrow key in Windows*).

1.3 Understanding the GroupWise WebAccess
Main Window

When you open GroupWise WebAccess, you see the Waidow, shown below. This is your main
work area in GroupWise. From the Main Window, yam cead your messages, schedule
appointments, view your Calendar, manage contantsmuch more.

Figure 1-2 Main Window

Help Options Logout

Novell® GroupWise” WebAccess

GEr@ Calendar  Documents
|7_|¢/¢“? Mew.., = % Address Book a Proy E Manage Folders | || Find | p
Ead

B g} Mike Palu —
&= Mailbox ES Update B Delete _?5’ Movve -} Accept -5 Decline I‘r_//'f Complete r—’,—@| Read Later '—?‘\J
[ Unopened Ttems ‘ | ‘ —
A5 Sent Items

1 calendar [0 A« LleaveCalendar  Please record your planned vacaction days  8/15/06 3:02 PM

[V Checklist Meeting Cancelled: test2; (22 May

& Work In Progres =1 Sophie Jones  ,nn6 10:00) Mountain Standard Time /00 10:02 AM
[ cabinet O B2 Mike Palu test 5/3/06 1:50 PM
& Junk Mail 18 MikePalu Database 6,/17/05 2:43 PM
@ Trash 08 MiePal Shared folder deleted 617005 134 PM
M1 M. Al D= Fi e e T i o e N NS Anenn ARA :
¢ | 3%

The Main Window has different components to help gocomplish your daily tasks. The following
sections describe the various components you cafras the Main Window:

I Section 1.3.1, "Nav Bar,# on page 13

12  GroupWise 7 WebAccess Client User Guide



I Section 1.3.2, "Toolbar,# on page 14
I Section 1.3.3, "Folder List,# on page 14
I Section 1.3.4, "ltem List,# on page 16

1.3.1 Nav Bar

Figure 1-3 The GroupWise Nav Bar
Nav Bar

e Help Options Logout

wuntain Dayvlight Time

Novell® GroupWise® WebAccess

Calendar Docurmerts

@ Mew,,, %: Address Book, a Proy E Manage Folders | || Find | p
= m Saophie Jones % Update a Delete E Move n' Accept a Decline I"_’jf Complete % Read Later % I
= Mailbox ' I m | l :
| e A |:| B Sophiz ko : " bi t .lDfQ,"DEv 1:30 FM
&, Sent Items optiie Jones  review bugge i
= Calendar O @ MikePalu Meeting tormorrow? 9/21,06 2:24 PM
[ Checklist i Mike Palu Retract Test 5/3/06 1:58 FM
7 Work InProgress [] g2 Mike Palu  Shared folder deleted 1/26/06 4:55 PV

[5] Cabinet
=1 Junk Mail
3 Trash

< i JEEE Il

B

[one

The Nav Bar provides for quick access to your nsostmonly used folders. It contains the
Mailbox, Calendar, Documents, and other folders.
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1.3.2 Toolbar

Figure 1-4 The GroupWise Toolbar

Toolbar
Novell® GroupWise® WebAccess Help Options Logout
Calendar Dacuments
[ Mew.., v % Address Book a Proxy ||| Manage Folders | || Find | p
=2 ﬁ Sophie Jones Q Update E Delete L?} Move m Accept 3 Decline Iﬁ Complete E& Read Later '?3 M.
== Mailbox 0] | | ! | ;
[ Unopered Items : ’ :
& Sent Items O @ Soshizjones review budget 10/2/06 1:30 PM
B Calendar O @ MikePalu Meeting tomorrow? 0/21/06 2:24 PM
[ Checklist O & MikePalu Retract Test 5/32,/06 1:53 PM
#WorkInProgress [] = Mike Palu  Shared folder deleted 1/26,/06 4:55 PM
[5] Cabinet
= Jurk Mail
@ Trash
< IS 3
[one

The toolbar lets you quickly accomplish common @\lise tasks, such as opening the Address
Book, sending mail messages, and managing folders.

1.3.3 Folder List

The Folder List displays the folders used to orgatihe items you send and receive. You can add
additional folders to further help you organize yitams. The Mailbox folder is the default folder
that is opened when you first log in.

The following folders are displayed in the FoldéstLYou can open a folder by clicking the icon.

Icon Description

Home Represents your GroupWise database. All folders in you Main Window are
subfolders of your home user folder.

= Mailbox Lists all items you receive, with the exception of scheduled items
(appointments, tasks, and reminder notes) that you have accepted or declined.
Accepted scheduled items and tasks are moved to the Calendar. The Mailbox
is a system folder.

I3
L Unopened ltems  Lists received items you have not yet opened. Unopened Items is a system
folder.

] Sent Items Lists items you send from the Mailbox and Calendar. Sent Items is a system
folder. After you move a sent item from the Sent Items folder to another folder, it
no longer displays in the Sent Items folder. (In the previous version of
GroupWise WebAccess, the Sent Items folder was a query folder that listed
sent items from all folders.)
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Icon Description

B Calendar Lists all appointments, tasks, and notes in your Calendar. Calendar is a system
folder.

Task List

] Checklist Lists items you have moved to this folder. 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. Checklist is a
system folder.

In the previous version of GroupWise WebAccess, a Task List folder listed all
the task items in your Mailbox and Calendar. Task List was a query folder. For
more information, see "Using the Checklist Folder# on page 32

=] Cabinet Lists personal folders you create. Cabinet is a system folder.

Work in Progress Lists items that have been saved to be sent later. Work in Progress is a system
folder.

E] Junk Malil Lists 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. Junk Mail is a system
folder.

= Trash Lists all deleted mail and phone messages, appointments, tasks, documents,
and reminder notes that have not yet been purged. 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.) Trash is a
system folder.

System Folders

The folders listed in the table are system foldetsch are created by GroupWise and cannot be
deleted or renamed.

For additional information about using folders, Seetion 2.5, "Using the Folder List,# on page 28

Personal Folders

You can add additional folders to organize youmieFor example, you could add a folder to your
Cabinet to store all messages you receive regaedspgcific project you are working on.

Shared Folders

You can share personal folders with other usersigrants of the shared folder receive a
notification explaining that you have shared tHddowith them. They can then accept the folder or
decline the folder.

Find Results Folders

In the Windows version of GroupWise, you can séeeresults of an item or document search in a
folder. You cannot do this in GroupWise WebAccésswever, GroupWise WebAccess lets you
view any Find Results folders you create in anotieesion of GroupWise.

Getting Started
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1.3.4 Item List

The Item List displays the contents of the foldettis currently open. By default, the most recent
20 items in the folder are displayed. If the foldentains more than 20 messages, a Display Next
button appears at the bottom of the list. You csmitito display the next 20 messages, or you can
choose to select more or less than 20 messages.

The icon next to each item indicates the item tgpegtus, and priority. You click an item to open it
You can drag and drop items to move them. Whenogan an item, all actions you can perform on
that item type are displayed at the top of the itéew. For easy access, actions that you commonly
perform on items are also displayed at the tofnefltem List. You can select multiple items by
clicking the boxes to the left of the items.

Whenever you select items in the Item List andgrenfan action on them, WebAccess updates the
Item List. To refresh the list manually, open tbilér again or click Update at the top of the list.

The following icons can be displayed in the IterstLi

Icon Message Type, Status, and Priority

m = Unopened mail message (high, normal, low priority)
EdH H Opened mail message (high, normal, low priority)
(:ﬂ u Lﬂ Appointments (high, normal, low priority)

Lﬁ l""j Ii] Tasks (high, normal, low priority)

LHJ _IU _|L| Unopened note (high, normal, low priority)

Eﬁ j' j Opened note (high, normal, low priority)

*-'ﬂ =y ey Unopened phone message (high, normal, low priority)
r‘i Iﬁ ﬁ Opened phone message (high, normal, low priority)
Eﬁ ﬁ Reply requested (high, normal, low priority)
Unopened document reference

Opened document reference

One or more attachments included with the item
Shared folder notification

Shared address book notification

Sent item

Unopened posted item (shared folder)

Opened posted item (shared folder)

One or more attachments are included with the item.
Draft item.

Sent item.

t¥Nrtew BETEE

Replied to item.
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Icon Message Type, Status, and Priority

= Forwarded item.
o Delegated item.
; Replied to and forwarded item.
3 Replied to and delegated item.
i Forwarded and delegated item.

Tyl

Replied to, forwarded, and delegated item.

1.4 Understanding Your Mailbox

Your received items are stored in your GroupWisélhba.

You can organize your messages by moving thenfahders within your Cabinet, and you can
create new folders as necessary.

1.4.1 Bolded Items in Your Mailbox

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

1.5 Learning More

You can learn more about GroupWise from the follaywiesources:

I Section 1.5.1, "GroupWise 7 Documentation Web Page page 17
I Section 1.5.2, "GroupWise Cool Solutions Web Comrty#ion page 17
1.5.1 GroupWise 7 Documentation Web Page

For extensive GroupWise administration documentatio to the GroupWise 7 area on thevell
Documentation (http://www.novell.com/documentatigfgw7/docui/index.htmlyVeb site.

1.5.2 GroupWise Cool Solutions Web Community
At GroupWise Cool Solutions, you!ll find tips, tkis, feature articles, and answers to frequent

guestions. In the Main Window, clid¢kelp > Cool Solutions Web Communiy go tohttp://
www.novell.com/coolsolutions/gwmag (http://www.ndiveom/coolsolutions/gwmag)

Getting Started

17



18 GroupWise 7 WebAccess Client User Guide



Using Your GroupWise
WebAccess Mailbox

This section of th&roupWis& WebAccess User Guigeovides basic information to get you
started using GroupWise WebAccess.

I Section 2.1, "Composing Items,# on page 19

I Section 2.2, "Managing Iltems You Receive,# on page 23

I Section 2.3, "Managing Items You Send,# on page 26

I Section 2.4, "Printing from WebAccess,# on page 28

I Section 2.5, "Using the Folder List,# on page 28

I Section 2.6, "Working with Shared Folders,# on pagje 3

I Section 2.7, "Printing Items,# on page 36

I Section 2.8, "Using Proxy,# on page 36

I Section 2.9, "Saving Items in Your Mailbox,# on pd@e

I Section 2.10, "Opening and Emptying the Trash,#ageptO

2.1 Composing Items

GroupWise WebAccess has five different item typesil message, phone message, appointment,
note, and task. You address all item types in éimeesway, using the Address Book to add
recipients! addresses to the To, CC, and BC bdsamscan also attach files to each item type and
include Web site locations (URLS) in the Subjeal dMessage box of each item type.

These five item types fit into three categoriesalreduled, scheduled, and posted items.

! Unscheduled Items:Unscheduled items include mail messages and phessages. Both
types of messages let you send a messages thaitaseheduled for a particular time or date.

I Mail Message:Lets you specify a subject and message.

I Phone MessageSimilar to mail messages, except that phone messaye boxes for
caller, company, and phone number information.

I Scheduled ltems:Appointments, tasks, and notes are scheduled it@easning that they
appear in the recipient!s Calendar as well as th#lddx. The recipient of an appointment, task,
or note has the option of accepting or declinind\iicepted items are removed from the
recipient!s Mailbox and stored in the recipientiéhdar. Declined items are removed from
both the recipient!s Mailbox and the Calendar.dfiyare the sender, you can see what action
recipients have taken by checking the status indtion for the scheduled item.

I Appointment: Lets you include the time, date, and place of jEoatment. You can use
Busy Search to find times when all recipients aee.f

I Task: Lets you indicate which day you want the task tpesp in the recipientls Calendar
and which day you want the task completed. Youatso assign a priority to the task.
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I Note: Lets you indicate which day you want the note tpesgp on the recipient!s
Calendar. Because notes are posted in the redgp(@alendar, they are frequently used as
reminders of specific events, such as days offeptaleadlines, or birthdays.

! Posted Items:Posted items are scheduled items you create fasgliuThey function like
other scheduled items, but are placed directlyouryCalendar.

For all items, GroupWise WebAccess uses the defanitsetting that is set in your browser. To
change the font size of your incoming and outgairggsages, change the size in your browser
preferences. For more information, see your brolwsgesip files.

This section contains the following topics:

I Section 2.1.1, "Sending a Mail Message,# on page 20

I Section 2.1.2, "Sending a Phone Message,# on page 21

I Section 2.1.3, "Writing a Note,# on page 22

I Section 2.1.4, "Sending or Receiving an Internetdtion,# on page 23

2.1.1 Sending a Mail Message

1 In the GroupWise WebAccess main window, clivéw> Mail.

Mail Message

Ei Send n Save ok Cancel % Address Boak, 59\\:“' Spell Check ﬁ'. Ttern Type
Mail Attachments Send Options
From: |Mike Palu CC: |
To: | BC: |
Subject: |
@ D Internet

2 Click Address Book to add recipients in ffe CC, andBC fields.
or

Type a recipient!s address in the CC, or BCfields. The address can be a GroupWise user ID,
GroupWise full name, or external e-mail addrespafste each address with a comma.

When you begin typing a name in fhe CC, or BC fields of an item you are creating, Name
Completion tries to complete the name for you. dhid Completion finds the name you are
looking for, you can stop typing. If Name Completidoesn!t find it, continue typing: Name
Completion searches again after each new chanamtetype. If Name Completion finds a
name that is close to but doesn!t exactly matclotteeyou are looking for, you can use the Up-
or Down-arrow to scroll to adjacent names in theérads book.
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IMPORTANT: Name-completed addresses for all item types coryefam the Frequent
Contacts address book.

3 Type a subject and message.

You can include Web site locations or addressed )R both the Subject and Message
boxes.

4 (Optional) ClickSpell Checlto check the spelling in the message. For thisifeab work,
your browser must be enabled for Java*.

5 (Optional) ClickAttachto attach files to the message. For this featureadrk, your browser
must support attachments.

6 (Optional) ClickSend Option$o select a security setting (classification), assign a priority
(high, standard, low), request a reply, or seleceteive return notification.

7 Click Send

If a Web server outage occurs while you are conmgoaimessage, your message is not lost when
you click Send It is captured and appears at the bottom of tebAcess Login page so that you
can retrieve it when your Web server comes bac&ngpyou log into WebAccess again.

2.1.2 Sending a Phone Message

GroupWise phone messages are similar to paper-idbée You Were Out messages. You send
GroupWise phone messages to inform other useralisfand their details. GroupWise phone
messages do not send spoken messages.

1 In the GroupWise WebAccess main window, cliééw > Phone

Phone Message

Ak send n Save  3E Cancel % Address Book 55\:“’ Spell Check ﬁ'. Item Type +

Phane Attachrments Send Options

From: Mike Palu

To: |

Caller:

Compary:

Phone:

Dane

2 Click Address Booko add recipients in thio field.
or

Type a recipientls address in fhefield. The address can be a GroupWise user |IDy@hbse
full name, or external e-mail address. Separatk address with a comma.
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IMPORTANT: Name-completed addresses for all item types comyeflam theFrequent
Contactsaddress book.

3 Type the caller, company, and phone information.
4 Type a message.
You can include Web site locations or addressed YR theMessagdield.

5 (Optional) ClickSpell Checko spell check the message. For this feature té&wour browser
must be enabled for Java.

6 (Optional) ClickAttachto attach files to the message. For this featuredrk, your browser
must support attachments.

7 (Optional) ClickSend Option$o select a security setting (classification), assign a priority
(high, standard, low), request a reply, or seleceteive return notification.

8 Click Send

2.1.3 Writing a Note

1 In the GroupWise WebAccess main window, cliséw > Note.

4 send [ save 3T Cancel % Address Book 5%:“‘ Spell Check i Ttem Type +
Mote Attachments Send Options
Frorm: |Mike Falu | (niof | |
Tao: | | BC: | |
StartDate: |October v |3 v 2006 |
Subject: | |
< E
Daone

2 Click Address Booko add recipients in thio, CC, andBC fields.
or

Type a recipient!s address in the CC, or BCfield. The address can be a GroupWise user ID,
GroupWise full name, or external e-mail addrespaBste each address with a comma.

To create a personal note that displays only i @alendar, add only your name or switch to
a posted note.

3 Specify the month, day, and year you want the tm&ppear on the recipient!s Calendar.
4 Type a subject and message.
You can include Web site locations or addressed YR both theSubjecandMessagdields.

5 (Optional) ClickSpell Checko spell check the message. For this feature té& waiur browser
must be enabled for Java.
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6 (Optional) ClickAttachto attach files to the note. For this feature twkyyour browser must
support attachments.

7 (Optional) ClickSend Option$o select a security setting (classification), assign a priority
(high, standard, low), request a reply, or seleceteive return notification.

8 Click Send

For information on creating an appointment, Seetion 4.1, "Scheduling Appointments,# on
page 57 For information on creating a task, s&ection 4.2, "Sending Tasks,# on page 61

2.1.4 Sending or Receiving an Internet Location

WebAccess allows you to send a Web site locatiobR1, to another user. WebAccess formats any
URL in the Message box into a shortcut to the Weh $he recipient who opens your message in
WebAccess can click the shortcut to open a secomader window that displays the Web site.

2.2 Managing Items You Receive

Reading and managing mail messages, appointmasks, tor notes in WebAccess is as simple as
clicking your mouse to open the item.

I Section 2.2.1, "Opening an Item in Your Mailbox,# on page 23
I Section 2.2.2, "Searching for an Item,# on page 23

I Section 2.2.3, "Replying to an Item You Receive,#age 24

I Section 2.2.4, "Deleting Items You Receive,# on g2ge

I Section 2.2.5, "Undeleting Items,# on page 25

I Section 2.2.6, "Marking an Item Unread (Read Lateo)) page 25
I Section 2.2.7, "Marking an Item Read,# on page 26

I Section 2.2.8, "Forwarding a Mail or Phone Messaga,ffage 26

2.2.1 Opening an Item in Your Mailbox

In WebAccess, all GroupWise items are opened thessay: in the Item List, click thBubjector
From field of the item, or right-click it > clickOpen

Options in an open item vary depending on the item.
Appointments, tasks, and notes can be acceptelihet&cor delegated; right-click an item > click

Accept Decling or Delegate You can also clickccept, Declinegr Delegateon the toolbar.

2.2.2 Searching for an Iltem

To perform a search for a specific item, you cdnmegiuse the Find tool on the Main Window, or you
can use the Search tool.

Using Find

1 Type the word you want to search for in #iad field.
2 Click Find. The results are displayed in the message list.
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Using the Search Tool

1 From the GroupWise WebAccess main window, cIicka-: icon.

2 To search for specific text, cli¢kull Textor Subjectthen type the words you are looking for in
the text box.

3 To search for a name, cli€kom or To/CC,then type the name in the text box.

4 Select each item type you are looking for.

5 Select each item source you are looking for.

6 In theSearch Inlist, click the folders you want to search in.
If you are searching in a folder in the Cabinet) yaight need to click the plus sign next to the
Cabinet to display the Cabinet folders. If you seMailbox, your Sent Items folder is included
in the search. If you do not select a folder,iated folders are included in the search.

7 Click Find.

2.2.3 Replying to an Item You Receive

You can reply to an item you receive. You can réplthe item!s author or to everybody who
originally received the item.

1 Click theMailboxicon in the Folder List or Toolbar.
or

Click theCalendaricon in the Folder List, then go to the date @& #ppointment, task, or note.
2 Click the message, appointment, task, or note ém dfp

or

Right-click the item > clickReply
3 Click Reply to Sendeasr Reply to Allto open a Reply form.

Reply to Sendesends a reply to the sender oReply to Allsends a reply to the sender and all
recipients of the original item.

Choose whether to include the original messageum yeply.
4 Type your message.

You can include Web site locations or addressed f) iR theMessagsdield.
5 Click Send

2.2.4 Deleting Items You Receive
You can delete Iltems you receive and place thetineifrash.
1 Click theMailboxicon in the Folder List.
or
To delete an item you have moved to a folder, dliekfolder in the Folder List.

or
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To delete an appointment, task, or note you alreadgpted, click th€alendaricon in the
Folder List or Nav Bar.

2 Locate the items in the Item List.

3 Select the items, then cliéeleteat the top of the Item List.
or
Click the item to open it, then clidBelete
or
Select the items and drag them to Thash
or
Select the items, right-click them > cli€lelete

The items are removed from your Mailbox or Calendihe status of the items is also updated in the

sender!s Mailbox or Calendar to show you deletedtém. As long as the items remain in your
Trash, you can undelete them.

2.2.5 Undeleting Items

You can undelete items you deleted (unless you bengied the Trash). Items emptied from the
Trash cannot be undeleted.
1 Click theTrashicon in the Folder List.
2 Select the items, then clitkndeleteat the top of the Item List.
or
Click the item to open it, then clidkndelete
or
Right-click the items > clickJndelete
or
Drag the items out of the Trash folder and droprtlo&to another folder icon.

The items are moved from your Trash to the foldemfwhich they were originally deleted.

2.2.6 Marking an Item Unread (Read Later)

If you have opened and read an item, you can ni@akunread. This changes the item!s icon in the
Item List back to the icon of an unopened item. Waght want to mark an item as unread if that
item requires further action or if you don!t wamat item to get lost among the other opened items i
you Item List.
1 Click theMailboxicon in the Folder List.
2 Locate the item in the Item List.
3 Select the item, then clidRead Later aithe top of the Item List.
or
Right-click the item > clickRead Later
or

Click the item to open it, then clidRead Later.
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Marking an item Read does not change the stattieadfem in Properties. For example, if you have
opened an item, then marked the item unread, tizes®f the item sees the item status as opened in
Properties.

2.2.7 Marking an Item Read

1 Click theMailboxicon in theFolder List

2 Locate the item in the Item List.

3 Select the item, then cliddark Read &the top of the Item List.
or
Right-click on the item and choobtark Read
or
Click the item to open it, then clidWark Read.

Marking an item Read changes the status of theiitdPmoperties. For example, if you have not

opened an item, but you marked the item Read ahées of the item sees the item status as opened
in Properties.

2.2.8 Forwarding a Mail or Phone Message

1 Click theMailboxicon in the Folder List.
2 Click the mail or phone message to open it.
3 Click Forward.

or

Right-click the item > clickorward. The original message is included as an attachtoghe
new message.

4 Click Address Booko add recipients in th&, CC, andBC fields.
or

Type a recipient!s address in fhe CC, or BCfield. The address can be a GroupWise user ID,
GroupWise full name, or external e-mail addrespaBste each address with a comma.

5 Type a message.
You can include Web site locations or addressed f) iR theMessagsdield.

6 (Optional) ClickSpell Checko spell check the message. For this feature té& waoiur browser
must be enabled for Java.

7 (Optional) ClickAttachto attach files to the message. For this featureaid, your browser
must support attachments.

8 Click Send

2.3 Managing Items You Send

After you send an item, you can check its statisetif it has been delivered, read, deleted, and s
forth. You can also retract a message, if it hd$een opened. You can also move items into
different folders to keep your GroupWise Mailboganized.

I Section 2.3.1, "Checking the Status of an Item Yeods# on page 27
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I Section 2.3.2, "Deleting or Retracting an Item Yan&,# on page 28

I Section 2.3.3, "Resending Iltems,# on page 28

2.3.1 Checking the Status of an Item You Send

1 Click theSent Itemgcon in the Folder List.
2 Click the item in the Item List, or right-click # click Open
3 Click thePropertiestab.

-~
Appointment 1

] ElRepy » 4 Ty f?'l%Read Later (2 42 BDeIete - =aDecIine [{) Delegat

Appointment Properties
Recipients Action Date & Time Comment
&5 corporate.com (Development) Delivered 5/8/06 9:36 AM
ke Palu Downloaded  5/3/06 4:37 PM
Opened
Accepted 5/8/06 10:01 &AM
& corporate.com (Sales) Delivered 5/8/06 9:40 AM
Sophie Jones Opened
Accepted 5/2/06 9:36 AM 4
™
< >
Done

4 For more detailed status information, clisdlvanced Properties.

Mail Message
ey @Reply . féﬁReadLater Er & &

Appointrrent

Appointment Properties

Auto Delete:
From:
Scheduled Date:
Subject:
Creation Date:

Send DOptions

Auto Delete:
Concealed Subject:
Expiration Date:
Notify Recipients:
Priority:

Reply Requested:
Return Notification:

Security:
Status Tracking:
To Be Delivered:

Properties

Basic Properties

Mo

Sophie Jones
£/19/2006 10:00 AM
testz

5/5/2006 9:40 AM

GroupWise User Information: 445F1100.B96 @ 169 © 2971

Mo

Mo

Mone
fes
Standard
Mo

Mone

Mormal
Al Infor mation
Immediate

Daone
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2.3.2 Deleting or Retracting an Item You Send

1 Click theSent Itemgcon in the Folder List.

2 Click the item in the Item List to open it.
or
Right-click the item > cliclDelete

3 To delete the item from your Mailbox only, cli€lelete from This Mailbox.
or

To retract the item from your Mailbox and from@tipients! Mailboxes, clickelete from All
Mailboxes.

A mail message or phone message is retracted fahly recipient has not yet opened it. An
appointment, note, or task is retracted even itéegient has already opened and accepted it.

2.3.3 Resending Items

Use Resend to send an item a second time, perhtpsosrections.

1 Click theSent Itemdolder in the Folder List.
2 Click the item in the Item List to open it.
3 (Optional) SelecRetract Original Itento retract the original item.
4 Make changes to the item if necessary, then 8rkdon the toolbar.
You can check the Properties of the original itersee if GroupWise was able to retract it. Right-

click the item in theSent ltemg$older, then clickProperties Mail and phone messages cannot be
retracted if they have already been opened.

2.4 Printing from WebAccess

Printing from WebAccess depends on the printingabdjies of your Web browser.

1 Click any message in the Item List to open it.
2 Click in the message text.
3 Use your browser!s print feature to print the mgesa
For example, to print using Mozilla* Firefox*, ckd-ile > Print.

If your browser!s print feature prints the messiage format that loses information, cli€kint
Viewto display a printer-friendly version of the meagsén a new browser window, then print
the message from the new window.

2.5 Using the Folder List

GroupWise WebAccess provides folders to help ssackorganize the items you send and receive.
For example, you can group all items related tariqular task or subject together. All folders are
subfolders of your user folder. The user folderespnts your user!s home view, and contains all of
your GroupWise information.

The Folder List lets you select which folder yountveo open. The contents of the currently opened
folder are displayed in the Item List.
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Click + and- to expand and collapse personal folders.
For information about the individual folders yougii have in your Folder List, see the following:

I Section 2.5.1, "Creating a Folder,# on page 29

I Section 2.5.2, "Deleting Folders,# on page 30

I Section 2.5.3, "Sharing a Folder,# on page 30

I Section 2.5.4, "Moving an Item to a Folder,# on pa@e

I Section 2.5.5, "Moving an Item to Another Folden¥#page 31

I Section 2.5.6, "Viewing Items in a Find Results feojg on page 31
I Section 2.5.7, "Using the Checklist Folder,# on pa@e

For more information, see the following:

! Using Folders in your Folder List, section 1.3.3, "Folder List,# on page 14

I Making folders public by sharing them, seection 2.6, "Working with Shared Folders,# on
page 33

I Storing unfinished items in a predefined foldetedMork In Progress, sé&=ction 2.9.3,
"Saving an Unfinished Item,# on page 40

! Using rules to sort items into folders, s&ection 7.3, "Using Rules,# on page 90

2.5.1 Creating a Folder

1 Inthe Folder List clickManage Foldersor right-click a folder, then selegidd Folder.

Manage Folders

Add Folder Delete Folder Share folder
Folder Mame: |New Folder

Down  Right

O =@ Sophie Jores

@ = Mailbox

@ rﬁl Sent [tems
@ B calendar
O ™ Checklist
O ® B Cabinet

O O Junlk Mail
o ﬂ Trash

| Add Folder || Cancel

Done

2 Type a name for your new folder in tRelder Namdfield.
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3 Select the place in the Folder List where you viardd the folder. By default, the folder is
added as the first folder in the Cabinet.

For example, to add a folder at the same levdi@d/ailbox folder, select theown button
next to the Mailbox folder. To add a folder to ailbox folder, select thRightbutton next to
the Mailbox folder.

4 Click OK.

If you create a folder, then decide you want & idifferent position, use tdanage Folderscon in
the toolbar to move the folder to a new positiothia Folder List.

2.5.2 Deleting Folders

You cannot delete system folders, including thelbted, Unopened Items, Sent Items, Calendar,
Checklist, Cabinet, Work In Progress, Junk Mail] anash folders.

1 Right-click the folder you want to delete, thercklDelete

2 Click OK to confirm that you want to delete the folder aficbf its messages.

You can also use thdanage Folderscon in the toolbar to delete folders.

1 Inthe Folder List, clickvianage Foldersor right-click a folder > and clickelete Folder
2 Click the folder you want to delete, then clibkleteto confirm that you want to delete the
folder and all its contents.

For more information, se®ection 1.3.3, "Folder List,# on page 14

2.5.3 Sharing a Folder

1 In the toolbar, click thélanage Foldes icon.

2 SelectShare folderthen select the folder to share.

3 In theNamefield, type the name of the user you want to skizedolder with.

or

Select theAddress Booko search and select user names.

When the user's name appears in the field, dobdk Userto move the user into ti&haredList.
Select the access options you want for each user.

Repeat Steps 3-5 for each user you want to sharelidter with.

Click Save

When you're done, close tManage Foldersvindow.

o N o o1 b~

For more information about shared folders, Seetion 2.6, "Working with Shared Folders,# on
page 33

2.5.4 Moving an Item to a Folder

1 To move an item you received, click thiailbox icon in the Folder List.

or
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To move an appointment, task, or note you alreadgted, click th€alendaricon in the
Folder List or on the Nav Bar.

2 Locate the item in the Item List.
3 Select the item, then clididoveat the top of the Item List.
or
Click the item to open it, then clidldove
or
Right-click the item > clickvove

4 Click the folder where you want to move the itefrydu are moving the item to a folder in the
Cabinet, you might need to click the plus sign @Ext to the Cabinet to display the Cabinet
folders.

You can also move items to the Checklist foldecreate a checklist. For more information, see
Section 2.5.7, "Using the Checklist Folder,# on pa@e

To view archived items, you must use a differerduiVise client. You cannot access your
archived files using the GroupWise WebAccess client

2.5.5 Moving an Item to Another Folder

You can drag and drop items from folder to fold&u can select more than one item at a time.
1 To move an item you received, click thiailbox icon in the Folder List or Nav Bar.
or

To move an appointment, task, or note you havadjraccepted, then click the Calendar icon
in the Folder List or Nav Bar.

or

To move an item you sent, click tBent Itemscon in the Folder List.
2 Locate the item in the Item List.
3 Select the item, then cliddoveat the top of the Item List.

or

Click the item to open it, then clidldove

or

Right-click an item > clickMove

4 Click the folder where you want to move the itefrydu are moving the item to a folder in the
Cabinet, you might need to click the plus sign (€xt to the Cabinet to display the Cabinet
folders.

2.5.6 Viewing Items in a Find Results Folder

A Find Results folder is a folder that displays tasults of a query. When the folder is opened,
GroupWise examines the search criteria definedh@ifolder, searches for everything specified,
then displays everything it finds in the Item Ligtu can act on items in a Find Results folder the
same way you act on items in any folder, such asiog, forwarding, printing, copying, moving, or
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deleting them, but the original item remains starethe folder where the search found it. This
means that if you move or delete an item from a Results folder, the item is deleted from the
Item List, but not from the original location. Thext time you open the Find Results folder, the
search is performed again and the item is oncenatisplayed.

Although you cannot create new Find Results foldsieg WebAccess, you can use folders you
created using the GroupWise Client for Windows. ldegr, to ensure that you are viewing the most
recent information in the folder and not a cachagycyou should clickJpdatebefore opening a
Find Results folder.

2.5.7 Using the Checklist Folder

Use the Checklist folder to create a task lisu ¥an move any items (mail messages, phone
messages, notes, tasks, or appointments) to {derfand arrange them in the order you want. You
can mark items Complete. You can assign items aldtes but the items do not display in your
Calendar. The Checklist folder is a system folder.

In the Windows version of GroupWise, you can méeknis to display in the Checklist folder
without actually moving them. You cannot do thisGroupWise WebAccess. However, if you
marked items to display in the Checklist foldethia Windows version of GroupWise, GroupWise
WebAccess lets you view the items in the Checkdister.

In the Windows version of GroupWise, you can creatbecklist area at the top of any folder if you
have selected the Checklist display setting fofdkder. This checklist displays in its originalder
and in the Checklist folder. You cannot do thisSimupWise WebAccess. However, if you have
created checklists in multiple folders in the Windoversion of GroupWise, GroupWise
WebAccess lets you view the items in the Checkbister.

In the previous version of GroupWise WebAccessaskList folder listed all the task items in your
Mailbox and Calendar. The Checklist folder replaitesTask List folder.

This section contains the following topics:

I "Creating a Checklist in the Checklist Folder# ag@ 32

I "Moving an Item to the Checklist Folder# on page 33

I "Assigning a Due Date to an Item in the Checklisider# on page 33
I "Marking a Checklist Item Complete# on page 33

I "Unmarking a Checklist ltem# on page 33

Creating a Checklist in the Checklist Folder
1 Move items to the Checklist folder.

For information, se&Vioving an ltem to the Checklist Folder# on page 33

2 To arrange the items in the order you want, clicktem, then click the toolbar icons to move
the item up, down, or to the top or bottom of theaklist.

3 To assign a due date to an item, open the iteok Clhecklist> Activate Checklist Due Date
select a due dateSave> Close

The due date displays in tBeie Datecolumn in the Item List.
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Moving an Item to the Checklist Folder

1 To move an item you received, click thiailbox icon in the Folder List or Nav Bar.
or
To move an appointment, task, or note you havedjraccepted, click th@alendaricon in
the Folder List.

2 Locate the item in the Item List.

3 Select the item, then clididoveat the top of the Item List.
or
Click the item to open it, then clidlove
or
Drag the item and drop it on ti&hecklistfolder.
or
Right-click the item > clickove

4 Click theChecklistfolder.

Assigning a Due Date to an Item in the Checklist Fo  Ider

1 Click theChecklistfolder.

2 Locate the item in the Item List.

3 Click the item to open it, or right-click the itesnclick Open > Checklist.

4 Click Activate Checklist Due Datseelect a due date, then clikve > Close.

Marking a Checklist Item Complete

1 Click theChecklistfolder.

2 Locate the item in the Item List.

3 Click the check box to the left of the item, théiclc Completeat the top of the Item List.
or
Right-click the item and clickomplete
Iltems that have been marked Complete have a chadkmext to them.

Unmarking a Checklist Item

1 Click the item to open it.

2 Click Checklist

3 DeselecComplete

4 Click Save then clickClose

2.6 Working with Shared Folders

A shared folder is like any other folder in yourb@eet, except other people have access to it and it
appears in their Cabinets. You can create shared folders or shéireygessonal folders in your
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Cabinet. You choose whom to share the folder vaititl what rights to grant each user. Users can
then post messages to the shared folder, dragnexisgms into the folder, and create discussion
threads. You cannot share system folders, whiddiecthe Mailbox, Unopened Items, Sent ltems,
Calendar, Task List, Checklist, Cabinet, Work lndress, Junk Mail, and Trash folders.

If you place a document in a shared folder, pewjitle rights to the shared folder don't
automatically have rights to edit the documentoBethey can edit the document, you must give
them Edit rights on the Document Sharing tab.

You can share personal folders with other usersigrets of the shared folder receive a
notification explaining that you have shared tHddowith them. They can then accept the folder or
decline the folder.

This section contains the following topics:

I Section 2.6.1, "Sharing a Folder,# on page 34
I Section 2.6.2, "Accepting a Shared Folder,# on p&ge 3
I Section 2.6.3, "Posting an Item to a Shared Folder,gage 35

2.6.1 Sharing a Folder

1 Click Manage Foldersthen click theShare Foldergab.

2 Select the folder you want to share or modify psesioins for. Folders available for sharing are
underlined.

Manage Folders

Add Folder Delete Folder Share folder

Please click on a folder to share, view or modify permissions:
Moke: System Folders cannot be shared

= g} Sophie Jones

= Mailbox
A& Sent Items

FH Calendar
[ Checklist

[5) Cabinet
& Junk Mail
i Trash

Dane

3 In the Name box, type the GroupWise names or Gras@\Wser IDs of the people with whom
you want to share the folder, then clis#idto add them to the Shared list.

or
Click Address Booko use the Address Book to add names to the Shiated
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After you add a shared folder recipient, the Statlamn displays Pending until the recipient
accepts or declines the shared folder.

Manage Folders

Add Folder Delete Folder Share folder

To share this folder, add users to the list below

Mame: | || Add User || Address Book

Dane

4 If desired, change the recipient!s shared foldghts.
I Read: Lets the user read items in the folder.
I Add: Lets the user add items to the folder.
I Edit: Lets the user edit items in the folder.
I Delete:Lets the user delete items from the folder.
5 Click Saveif you changed any shared folder rights.
or
Click Close

2.6.2 Accepting a Shared Folder

Click theMailbox icon in the Folder List.
Click the shared folder notification to open it.
Click Accept Foldeto open the Accept Shared Folder dialog box.

A W DN P

If you want to change the name of the folder (inryBolder List only), type a new name in the
Folder Namdfield.

5 In the Folder List, select the location where yanwthe folder to be placed.
6 Click OK to add the folder.
2.6.3 Posting an Item to a Shared Folder

1 Inthe Folder List, open the shared folder you wargost the item to.
2 At the top of the Item List, clicRost Item to This Foldeo display a Message form.
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3 Type a subject and message.

Posted Message

¥ Post 3T Cancel 535' Spell Check 6 Ttem Type = B

il Attachrnents

Subject: Status update

Iz everyone ready 1o repart their status in today's project mesting?

Done

You can include Web site locations or addressed YR both theSubjectandMessagdields.

4 (Optional) ClickSpell Checko spell check the message. For this feature té& waour browser
must be enabled for Java.

5 (Optional) ClickAttachto attach files to the message. For this featuredrk, your browser
must support attachments.

6 Click Postto add the message to the shared folder.

2.7 Printing Items

1 Inthe Item List in your Mailbox, open the item yaant to print.
2 Click File > Print.
3 Select all the options you want.
4 Click Print.
When printing is complete, close the item.

2.8 Using Proxy

Proxy lets a GroupWise user access another Grogpigisr!s Mailbox to perform various actions,
such as reading, sending, accepting, and decliténts, on behalf of the user. This means that you
can manage another user!s Mailbox (including thiei@tar), or you can allow another user to
manage your Mailbox.

IMPORTANT: You can proxy for a user in a different post offaredomain, as long as that person
is in the same GroupWise system. You cannot prokwyfuser in a different GroupWise system.

Before you can use Proxy to manage another useaxilbdA, that person must grant you proxy
access to his or her Mailbox. The same is trueuf want someone to act as your proxy; you must
give that person proxy access to your Mailbox.

Proxy access enables the proxy to open the otmsomps Mailbox, while logged in to his or her
own Mailbox, without knowing the person!s GroupWiseer ID and Mailbox password. It also
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establishes the rights the proxy has to the MaillBogroxy!s rights determine the extent to which
the proxy can manage the person!s Mailbox. For @k@nthe proxy might be given rights to read
and write (send) all item types or only be givaghts to read Calendar items (appointments, tasks,
and notes).

In addition to providing specific users with proagcess to your Mailbox, you can establish a
default level of proxy access. The default levebafxy access is given to all GroupWise users to
whom you haven!t explicitly given proxy access.

You establish the default level of proxy accessnoglifying the<All User Access>entry in your
Proxy Access list. For example, if you want to deatil GroupWise users to view your Calendar,
you can modify thecAll User Access>entry to give Read rights to your appointmentsksaand
notes. By defaulAll User Access>does not allow any access to your Mailbox.

This section contains the following topics:

I Section 2.8.1, "Managing Someone Else!s Mailbox,page 37
I Section 2.8.2, "Granting Proxy Access to Your Maxbon page 38
I Section 2.8.3, "Granting All Users Access to Yourilldlax,# on page 39

2.8.1 Managing Someone Else!s Mailbox

Before you can act as a proxy for someone, thaopemust give you proxy rights in his or her
Access List in Options. The amount of access yme lo@pends on the rights you have been given.

1 Inthe GroupWise WebAccess main window, click Brexyicon.

ZE Close % Address Book

| | Login |
(= | |

4

Done

|

The Proxy list contains the names of all users whdailboxes you!ve previously acted as a
proxy for.

2 If the user!s whose Mailbox you want to accesssted in the Proxy list, click the user.
Otherwise, continue with the next step.

3 Click Address Booko open the GroupWise Address Book.
or

If you know the full GroupWise addreasserID.post_office.domajrof the person whose
Mailbox you want to access, type the address ifNdmae field, then click.ogin.
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4 Specify the search criteria needed to find the wdgm you want to be a proxy, then click
Search In the list of users that is displayed as a tesfuthe search, select the user, clisdect
(at the top of the list of users), then clladginto close the Address Book and display the user!s
Mailbox.

5 When you have finished your work in the other peistailbox, click the folder list header
drop-down list, then click your own name to rettaryour Mailbox.

2.8.2 Granting Proxy Access to Your Mailbox

1 From the GroupWise WebAccess main window, click@mionsicon on the toolbar.
2 Click Proxy Access.

For a user to have proxy rights to your Mailbox,youst add the user to the Proxy Access list.
3 Click Add Entryto display the Add Proxy Access page.

Add Proxy Access

Name:
‘ ‘ Address Book

Mail/Phone; [] Read [ Write

Appointments:  [] Read [] Write
Reminder Notes: [] Read [ ‘Write
Tasks: [] Read ] ‘rite

[] Subscribe to my alarms

[ Subscribe to my notifications
[ Modify options frules/folders
[ Read items marked private

Sawe || Cancel

4 Click Address Booto open the GroupWise Address Book.
or

If you know the GroupWise user ID of the person y@nt to assign as a proxy, specify the
user ID in theNamefield, then skip to Step 6.

5 Enter the search criteria needed to find the usemvyou want to be a proxy, then click
Search. In the list of users that is displayed eesalt of the search, select the user, clelect
(at the top of the list of users), then clioK to close the Address Book and display the user in
theNamefield.

6 Select the rights you want to give the proxy:

I Mail/Phone: SelectReadto enable the proxy to read mail and phone mess&gect
Write to enable the proxy to create and send mail andemessages.

I Appointments: SelectReadto enable the proxy to read appointments. S§lkite to
enable the proxy to create and send appointments.

I Reminder Notes:SelectReadto enable the proxy to read notes. Selééte to enable the
proxy to create and send notes.

I Tasks: SelectReadto enable the proxy to read tasks. Selite to enable the proxy to
create and send tasks.

I Subscribe to My Alarms: This applies only if the proxy is using the Groug#é/client
for Windows. Receiving alarms is not supported m@pWise WebAccess. It enables the
proxy to receive any appointment alarms you set.
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Subscribe to My Notifications: This applies only if the proxy is using the Groug/i
client for Windows. Receiving notifications is maipported in GroupWise WebAccess.
This option enables the proxy to receive notifmas through GroupWise Notify.

Modify Options/Rules/Folders: Select this option to enable the proxy to change th
options in your Mailbox and to add, delete, or nipéblders. The proxy can edit any of
your Options settings except for the Proxy Accestrms.

Read Items Marked Private: Select this option to enable the proxy to see tams that
are marked Private. If you don't give the proxgthght, all items marked Private in your
Mailbox are hidden from that proxy.

7 Click Saveto add the proxy to thieroxy Acceséist.
8 Repeat Steps 3 through 7 to add additional proxies.

or

Click Closeto close the Proxy Access dialog box.

2.8.3 Granting All Users Access to Your Mailbox

The Proxy Access list contains an entry cafédl User Access>This entry applies to any
GroupWise users who you have not explicitly adaethé Proxy Access list. By default, thall
User Access=ntry has no proxy rights to your Mailbox. Howewayu can modify the entry to
grant rights to all users.

1 From the GroupWise WebAccess main window, click@mpionsicon on the toolbar.

2 Click Proxy Access.

3 Click <All User Access=o display the proxy rights assigned to this entry.

4 Select the rights you want to give thall User Access>entry:

Mail/Phone: SelectReadto enable all users to read mail and phone mess&géect
Write to enable all users to create and send mail aodepimessages.

Appointments: SelectReadto enable all users to read appointments. Séleite to
enable all users to create and send appointments.

Reminder Notes:SelectReadto enable all users to read notes. Sal¢drte to enable all
users to create and send notes.

Tasks: SelectReadto enable all users to read tasks. Sal¢grte to enable all users to
create and send tasks.

Subscribe to My Alarms: This applies only if proxies are using the GroupdgEent for
Windows. Receiving alarms is not supported in Gkige WebAccess. This enables all
users to receive any appointment alarms you set.

Subscribe to My Notifications: This applies only if proxies are using the Group&Vis
client for Windows. Receiving notifications is raipported in GroupWise WebAccess.
This option enables all users to receive notifaraigiven through GroupWise Notify.

Modify Options/Rules/Folders: Select this option to enable all users to change th
options in your Mailbox and to add, delete, or nipéblders. Users can edit any of your
Options settings except for the Proxy Access gtin

Read Items Marked Private: Select this option to enable all users to see t@mys that
are marked Private. If you don!t give the users tight, all items marked Private in your
Mailbox are hidden from the users.
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5 Click Saveto save the changes to #all User Access>entry.
6 Click Closeto close the Proxy Access dialog box.

2.9 Saving Items in Your Mailbox

This section contains the following topics:

I Section 2.9.1, "Saving an Iltem,# on page 40
I Section 2.9.2, "Saving Status Information,# on paye 4
I Section 2.9.3, "Saving an Unfinished Item,# on pdye 4

2.9.1 Saving an Item

Saved items remain in your Mailbox and Calendarelsas being copied to the location you
specify. ltems saved to disk are saved in HTML fatrmith a .html extension so that they can be
opened in your Web browser. Attachments are savéukir original format.
1 In your Mailbox, open the item you want to archive.
2 Click File > Save Page As
3 Type a name for the file.
4 Select the location from tH®ave in foldedrop-down menu
or
SelectBrowse for other folderto browse for a different location.

The saved item remains in your GroupWise foldeil you delete it or it is deleted automatically.

2.9.2 Saving Status Information

1 Right-click an item, then clicRroperties
2 Click File > Save Page As

GroupWise gives the item a temporary filename. ¥an change the filename and default
folder to save the file.

3 Click Save

2.9.3 Saving an Unfinished Item

1 In an open item, click thBaveicon.
2 Click the folder you want to save the item to, tisbok OK.

The draft message is placed in the folder you ciroStep 2. The default folder for unfinished
messages is the Work In Progress fol#r

2.10 Opening and Emptying the Trash

All deleted mail and phone messages, appointmesiss, documents, and reminder notes are
stored in the Trash. Items in the Trash can beetkwpened, or returned to your Mailbox until the
Trash is emptied. (Emptying the Trash removes itentise Trash from the system.)
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You can empty your entire Trash, or empty only gele items. Items in the Trash are emptied
according to the way your GroupWise administrapacifies, or you can empty the Trash manually.
The system administrator can specify that your[lis€mptied automatically on a regular basis.

This section contains the following topics:

I Section 2.10.1, "Opening Your Trash,# on page 41

I Section 2.10.2, "Saving an ltem That Is in Your Tir&son page 41

I Section 2.10.3, "Emptying the Trash,# on page 41

I Section 2.10.4, "Emptying Selected Items from thash# on page 41
I Section 2.10.5, "Undeleting Items from the Trasm#page 41

2.10.1 Opening Your Trash

1 In your Mailbox, click theTrashfolder.
You can open, save, and view information on itemthé Trash. You can also permanently remove
items or return them to the Mailbox. Right-clickitgem in the Trash to see more options.

2.10.2 Saving an Item That Is in Your Trash

You can save items that are in the Trash the samyeyau save any other item. Seection 2.9.1,
"Saving an Item,# on page 4@ more information.

2.10.3 Emptying the Trash

1 Inyour Mailbox, right-click thelrashfolder, then clickEmpty Trash

2.10.4 Emptying Selected Items from the Trash

1 Inyour Mailbox, click theTrashfolder.
2 Select one or more items.
3 Click Empty Selected Itenmthen clickOK.

2.10.5 Undeleting Items from the Trash

When you delete an item, the item is moved to tlasf. The item remains in the Trash until you
purge the item from the Trash or purge all item&inptying the Trash. The Trash works like other
folders in your Folder List, which means you catthe items in the Trash as well as open and view
item contents. You can also undelete items fronirtash. Undeleted items return to the folders
from which they were deleted.

The Windows version of GroupWise includes an opf@rautomatically emptying the Trash after a
specified number of days. If this option has bestneither by you or by the GroupWise system
administrator, items in the Trash are automatiqaliygged after the specified number of days.

To undelete items from your Trash folder,

1 Click theTrashfolder.
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2 Select the item, then cliddndeleteat the top of the Item List.
or
Click the item to open it, then clidkndelete

The item is moved from your Trash to the foldenfravhich it was originally deleted.
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Working with Items in Your
Mailbox

GroupWis& provides many options for sending and receivirigint kinds of e-mail.

I Section 3.1, "Understanding GroupWise Item Typen,fage 43
I Section 3.2, "Sending and Receiving Items,# on pdge 4

I Section 3.3, "Attaching Files,# on page 48

I Section 3.4, "Managing Sent Iltems,# on page 50

I Section 3.5, "Managing Received ltems,# on page 52

3.1 Understanding GroupWise Item Types

Every day you communicate in a variety of waysaéocommodate these needs, GroupWise delivers
your items using a variety of item types. Each itgpe is explained below.

Mail

A mail message is for basic correspondence, sualmasmorandum or letter.

Appointment

An appointment lets you invite people to and scheedesources for meetings or events. You can
schedule the date, time, and location for the mgeWou can use posted appointments to schedule
personal events such as a doctor's appointmeainiader to make a phone call at a certain time,
and so forth. Appointments display on the Calen8eeSection 4.1, "Scheduling Appointments,#
on page 57

Task

A task lets you place a to-do item on your ownmraother person's Calendar after the task has
been accepted. You can schedule a due date ftagkeand include a priority (such as Al).
Uncompleted tasks are carried forward to the nayt 8eeSection 4.2, "Sending Tasks,# on

page 61

TIP: You can also create a checklist that is not astmtiaith your Calendar. In this type of
checklist, any item type (mail, appointment, taskninder note, phone message) can be used. For
information, se&ection 3.5.5, "Creating a Checklist,# on page 54

Reminder Note

A reminder note is posted on a specific date onm gon or another person's Calendar. You can use
reminder notes to remind yourself or others of tiead, holidays, days off, and so forth. Posted
reminder notes are useful as reminders for birthdegcations, paydays, and so forth. See

Section 4.3, "Sending Reminder Notes,# on page 63
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Phone Message

A phone message helps you inform someone of a ptedher visitor. You can include such
information as caller, phone number, company, wygef the call, and so forth. You cannot answer
your phone from a phone message. Segtion 3.2.2, "Sending Phone Messages,# on page 46

3.2 Sending and Receiving ltems

This section contains the following topics:

I Section 3.2.1, "Sending Mail Messages,# on page 44

I Section 3.2.2, "Sending Phone Messages,# on page 46

I Section 3.2.3, "Adding A Signature to Iltems You Sérnmh page 46
I Section 3.2.4, "Using Spell Checker,# on page 47

I Section 3.2.5, "Undoing the Last Text Action,# oged8

3.2.1 Sending Mail Messages

A mail message has a primary recipient, subjeet md can be carbon copied and blind copied to
other users. You can also attach files, soundsjeapand OLE objects to your mail messages.

CC (Carbon Copy)

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

BC (Blind Copy)

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

1 Click Newon the toolbar.

You can select a different mail view by clickingstdown-arrow iv | .
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A blank Mail Message window displays by default you can clickNew > Mail on the

toolbar).

Mail Message

send [ Save 3% Cancel @ Address Book 225 Spel Check  §, , Ttem Type v

Mail Attachments Send Options

From: Sophie Jones

@y

Tao: |

BC:

Subject:

Dane

2 IntheTofield, type a username, then press Enter. Repeatiflitional users. If necessary, type

usernames in theC andBC fields.

or

To select usernames from a list, clis#tdress Bookn the toolbar, search for each user!s name,

double-click or select each user, then cfik.

3 Type a subject.
4 Type a message.

You can specify many options, such as making tlessage a high priority, requesting a reply

from recipients, and more, by clicking t8end Optionsab.

Mail Message

ﬁ Send n Save L Cancel % Address Book 55\'9' Spell Check E.. Item Type «

Iail attachments Send Cptions

Classification

Priority:
(O High
(&) Standard
CyLaw

Reply Requested
& Mone
() When Corwenient

O Within Days

Return Notification

\ihen opened:

MNone

\When deleted:

Mone

5 Include any attachments by clicking the Attachméailbs
6 (Optional) Add a signature by clicking tiségnaturetab.
7 Click Sendon the toolbar.
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3.2.2 Sending Phone Messages

A phone message is a note you can send to nolier @roupWise users of calls they received while
they were out of the office or unavailable. Phoressages are stored in the recipient's Mailbox. You
cannot answer your phone from a phone message.

1 Click New> Phone

Phone Message

A send | Save Cancel Address Book 285 Spell Check Itern Type +
L -]

Fhione Attachmerts Send Options

From: Sophie Jones

To: |

Caller:

Compary:

Phiorne:

Done

2 IntheTofield, type a username, then press Enter. Repeaiiditional users.
or

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

3 Type the name, company, and phone number of ther.cal
4 Type the message in tiessagdield.
5 (Optional) Add a signature by clicking tiségnaturetab.
For more information, se®ection 3.2.3, "Adding A Signature to ltems You Sémuh page 46
6 Click Sendon the toolbar.

3.2.3 Adding A Signature to Items You Send

Use Signatures to insert a signature or taglirieeaend of items you send. For example, you can
have GroupWise automatically list your name, phameber, and e-mail address at the bottom of
every item you send.

In addition to personal signatures, your systemiaidinator can create a global signature for
everyone to use. If the system administrator reguine global signature, it is automatically
appended to all items that are sent. If the systéministrator does not require the global signature
it is appended to your signature if you alreadyarsexisting signature. If you don't have a
signature, the global signature is not added tbissms if it is not required. When you resend an
item, the global signature is not automaticallyexditb the message.

1 In the GroupWise WebAccess main window, click @tionsicon.
2 Click Signature
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3 Click Activate Signature.
4 Type your signature text in the box.

Options

Signature

Add your signature to outgoing messages

' activate signature

Percifold Ramshottom
sr. Accountant

' automatically add signature
& Prompt hefore adding signature

Save Close —

Dane

5 Click Automatically Add Signatute have GroupWise WebAccess automatically add the
signature when you send the item.

or

Click Prompt before adding signatute have GroupWise WebAccess prompt you to add the
signature when you send the item.

6 Click Save

When you create a signature, GroupWise WebAccessssit in your GroupWise Mailbox at
your post office. The GroupWise Linux and WebAcod#nts share the same text signature,
while the GroupWise Windows client stores signaguneHTML format and allows multiple
signatures to be stored.

3.2.4 Using Spell Checker

Spell Checker lets you check for misspelled wondthe messages you create. It checks for
misspelled words, duplicate words, and irregulgitadization in items you are creating.

The WebAccess Spell Checker is a Java applet, sobyowser must be enabled for Java in order to
use it.
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When Spell Checker finds a misspelled word, youreptace it with a word Spell Checker
suggests, edit the word manually, or skip the word.

1 In a message you are creating, cBpell Check.

Subject |Dinosaurs

Message: [How doyou spell Archeapterix? =

Lt _'l—I
Mot found: Archeopterix
Replace with: |Archaeoptens Replace
Suggestions: [RLlEEEINGIN Skip

Close

EE  English

| Applet SpellClient started

2 When Spell Checker stops on a word, click any efatailable options, or edit the word
manually.

You can choose from the following options:

Replace:Replaces a misspelled word with a word Spell Chesleggests. To replace a
misspelled word, double-click the word or click tlerd, then clickReplace To make your
own corrections, edit the word in tReplace witHield, then clickReplace

Skip: Skips the word one time. Spell Checker stops th timae it encounters the word.

Sometimes Spell Checker offers no replacement wéfrtiss happens, clickipor edit the
text manually in th&keplace WitHield.

The WebAccess dictionary and word lists cannot bdified.
3 When there are no more words to check, diitdse

3.2.5 Undoing the Last Text Action

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

1 Press Ctrl+Z.

3.3 Attaching Files

All GroupWise items you send or receive can inclalachments of any file type (for example, text,
audio, image, video, and application). For thigdeato work, your browser must support
attachments.
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Use Attach File to send one or more files to otlears. You can attach a file that exists on youwl ha
disk, diskette, or network drive. The recipienta cpen the attached file, save it, view it, or pitin
If you change the attached file after you have #etiie recipients do not see the changes.

This section contains the following topics:

I Section 3.3.1, "Attaching a File to an Item,# ong4§
I Section 3.3.2, "Managing Attached Files,# on page 50

Attaching Files

You can attach one or more files to an item to gerather users. For example, you might want to
send an expense report to another user or attaateantla to an appointment. For you to attach files
to an item, your browser must support attachments.

Viewing Attachments

When you view an attached file, GroupWise WebAceatsmpts to convert the file to HTML and
display it in your browser. If GroupWise WebAccessinot convert the file, you can try to have
your browser display the file. Depending on hownylotowser is configured to handle the file, the
browser might display the file, launch an applicatio view the file in its native format, or sahet
file.

Opening Attachments

When you open an attached file, the file is opangur browser in its native format if your
browser supports the file format and if your bromiseset up with the correct association for tie fi
format. In addition, you might be able to edit fhe if you have the appropriate plug-in (for
example, the MSWord plug-in allows you to editlac file in the browser). If you try to open a

file with a format that is not supported in youotwser or that does not have an association in your
browser, you are prompted to save the file to disk.

Saving Attachments

You can save attachments in their native format.

3.3.1 Attaching a File to an Item

1 Open a new item.

2 Fill in the To, Subject andMessagdields.

3 Click theAttachmentsab, then browse to and select the file or files want to send.
To remove an attached file, click the attachmdmntclickRemove

4 Click Sendon the toolbar.

Moving or deleting a file on a disk or network dridoes not affect a file you've attached to an item
and sent.

If you delete an attached file, it is not erasenirfrdisk or network drive; it is simply removed from
the attachment list.
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3.3.2 Managing Attached Files

If you receive an attached file in an e-mail messggu can manage the attachment in one of the
following ways:

I Viewallows you to see the attachment in a file remdgview. The file is displayed in a new
GroupWise window.

I Openallows you to open the attachment in the specHigglication. If the file!s type hasn!t
previously been associated with a specific appticatyou can choose the application from the
resulting pop-up window.

I Save Asllows you to specify where to save the attaciiedYou can save it to your hard disk,
diskette, or network drive.

3.4 Managing Sent Items

This section contains the following topics:

I Section 3.4.1, "Confirming Delivery of Items You'8ent,# on page 50

I Section 3.4.2, "Displaying Sent Items,# on page 51

I Section 3.4.3, "Retracting Items You've Sent,# ayel

I Section 3.4.4, "Checking the Status of Your Itenmsifpage 51

I Section 3.4.5, "Receiving Notification About IltemewSend,# on page 52
I Section 3.4.6, "Requesting a Reply for Items Youds#mn page 52

3.4.1 Confirming Delivery of Items You've Sent

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

Track an Item You Sent

You can check the status in the Properties windbang item you've sent. For information, see
Section 3.4.4, "Checking the Status of Your Itenas#page 51

Receive Notification When the Item is Opened or Del  eted

You can receive notification when the recipientreger deletes a message, declines an
appointment, or completes a task. For informateeSection 3.4.5, "Receiving Notification About
Items You Send,# on page.52

Request a Reply

You can inform the recipient of an item that yoeda reply. GroupWise adds a sentence to the item
stating that a reply is requested and changetimein the recipient's Mailbox to a double arrow.
For information, se&ection 3.4.6, "Requesting a Reply for ltems Youds#wn page 52
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3.4.2 Displaying Sent Items

You might want to display items you previously séfdr example, you can read a sent item, resend
it with or without corrections, and in some casesact it (if it has not already been opened gy th
recipient).

1 Click theSent ltemsolderdi in the Nav Bar.

All sent items reside in this folder unless they mroved to a folder other than the Mailbox or
Calendar. If a sent item is moved to another folidero longer displays in the Sent Items folder. T
display sent items that have been moved to othéer®, open those folders.

3.4.3 Retracting Items You've Sent

Use Delete to retract a sent item from the recifgéMailbox. You can retract a mail or phone
message from those recipients who haven!t yet apdreeitem. You can retract an appointment,
reminder note, or task at any time.

1 Click theSent Itemd$older in the Nav Bar.

2 Right-click the item you want to retract, then klRelete From This Mailborr Delete From
All Mailboxes.

3 Click OK.

To see which recipients have opened your messige-ctick the item, then clicRroperties

3.4.4 Checking the Status of Your Items

Properties lets you check the status of any itea'vgosent. For example, you can see when an item
was delivered and when the recipient opened otetbtbe item. If a recipient accepted or declined
an appointment and included a comment, you'llseedmment in the Properties window. You also
see if a recipient marked a task Completed.

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

This section contains the following topics:

I "Checking the Status of an Item# on page 51
I "Saving the Status Information of an Item# on pafe 5
I "Printing the Status Information of an Item# on @&@

Checking the Status of an Item
1 Right-click an item in your Mailbox or CalendarethclickProperties

The icons next to an item can give also you helgtfatus information. Segection 1.3.4, "ltem
List,# on page 16

Saving the Status Information of an ltem

1 Right-click an item, then clicRroperties
2 Click File > Save Page As
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GroupWise gives the item a temporary filename. ¥au change the filename and default
folder to save the file.

3 Click Save

Printing the Status Information of an ltem

1 Right-click an item, then clicRroperties
2 Click File > Print.

3.4.5 Receiving Notification About Items You Send

1 To receive notification for an item, open an item view and cliciSéred Optionsab.
2 In theReturn Notificatiorsection, specify the type of return receipt yountva
3 Click OK.

3.4.6 Requesting a Reply for Items You Send

1 To request a reply for an item, open an item veavg click theSend Optionsab.
2 In theReply Requesteskction, specify when you want to receive theyepl

If you selectWhen convenientReply Requested: When convenient# appears abphef the
message. If you seledtithin _ days"Reply Requested: By xx/xx/xx# appears at theofojhe
message.

3 Click OK.

3.5 Managing Received ltems

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

Figure 3-1 Mailbox View

Help Options Logout

Novell® GroupWise® WebAccess

Mzilbo: D

4 v v (@ Acdress ook [ Proxy [ Manage Folders  rFd ] O

= (g} Sophie Jones 55 Update B Delete % Move E} Accept -'=é Decline ] Complete f?’E‘ﬁ Read Later LI{'\J Mark Read
= Mailbox | |
g;;:f;;:jsmms O @ sgohis fones review budget 10/2/06 1:30 PM
B Calendar O & MikePal Meeting tornarrow? 9/21/06 2124 PM
[ Checklist O & MikePalu Reftract Test 543406 1:53 PM
[ ifork In Frogress [0 = MikePalu Shared folder deleted 1/26,06 455 PM

[ Cabinet
(& Junk Mail
@ Trash

From your Mailbox, you can read items, reply torige and forward items you've received. You can
organize items by assigning them to categoriey ardating a checklist. You can delegate tasks and
appointments to other users. You can handle unadnternet e-mail with Junk Mail Handling.
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This section contains the following topics:

I Section 3.5.1, "Reading Items You Receive,# on p&ge 5

I Section 3.5.2, "Replying to Items You Receive,# agg53

I Section 3.5.3, "Forwarding Items to Other Users,page 54

I Section 3.5.4, "Printing Items,# on page 54

I Section 3.5.5, "Creating a Checklist,# on page 54

I Section 3.5.6, "Viewing the Source of External Meggsa# on page 56

3.5.1 Reading Items You Receive

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

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

All Mailbox items are marked with an icon.The icarfeange depending on whether or not the item
has been opened. For more information,%esion 1.3.4, "ltem List,# on page.16

In addition, all unopened items in your Mailbox amded to help you easily identify which items
and documents you have not yet read. For morerirdtion, se&ection 2.2.6, "Marking an ltem
Unread (Read Later),# on pagedtSection 2.2.7, "Marking an Item Read,# on page 26

Reading Items in Your Mailbox

1 Click the item you want to read.

3.5.2 Replying to Items You Receive

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

Replying to an Item

1 Open the item you want to reply to.
2 Click Replyon the toolbar.
Click the arrow next t&keplyto choose from the following options:

I Reply to Sender (Include MessageBends a message and a copy of the original
message to only the sender.

I Reply to Sender:Sends a message to only the sender (without imgiitiie original
message).

I Reply to All (Include Message)Sends a message and a copy of the original message
all recipients.

I Reply to All: Sends a message (without including the originalsags) to all recipients.
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3 Type your message, then clilendon the toolbar.

If the original item included BC or CC recipientsdayou selected to reply to all, your reply is sent
to the CC recipients but not to the BC recipients.

3.5.3 Forwarding Items to Other Users

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

Forwarding an Item

1 Right-click the item you want to forward.

2 Click Forward.

3 Add the names of the users to whom you want tododvihe item.
4 Type a message (optional).

5 Click Sendon the toolbar.

3.5.4 Printing Items

When you print an item, the From, To, Date, Subje@, and attachment names are displayed at the
top of the page.

1 In an open item clickile > Print.

2 In theNamefield, select the printer to use.

3 Select the pages to print, then clRknt.

3.5.5 Creating a Checklist

Use the Checklist folder to create a task list. ¥ao move any items (mail messages, phone
messages, reminder notes, tasks, or appointmeritsistfolder and arrange them in the order you
want. Each item is marked with a check box soybatcan check off items as you complete them.

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

The Checklist folder is a system folder. It repktee Task List folder.

IMPORTANT: If you or your system administrator has set up authiving of items in your
Mailbox, checklist items are archived based onaifiginal date you received the item, not based on
the due date you assign it.

This section contains the following topics:

I "Creating a Master Checklist in the Checklist Foiden page 55
I "Creating a New Item in the Checklist Folder# ogea5
I "Assigning a Due Date to an Item in the Checklisider# on page 56
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I "Marking or Unmarking a Checklist tem Completed#page 56

Creating a Master Checklist in the Checklist Folder
1 Drag items to the Checklist folder.

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

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

Help Options Logout

® WebAccess
Mailbos
: ssBook ) Prowy [ Manage Folders 1 P
=112} Sophie Jones 158 Update (@ petete [ Move Traccept [P Decine (97 Complete (% ReadLater L MarkRead o4 At 4
=, Mailbo | | | ‘ 9

g;;stple;?ndsltems O & ®MikePalu Re: Lunch
= calendar

[+ Checklist

(7 work In Progress
[ Cabinet

L Junk Mail

@ Trash

2 To assign a due date and a numerical position (pidéhe Checklist to an item, open the item
and add this information on tt@hecklisttab.

Checklist

[] Complete

[] Activate checklist due date
DueDate: |October v |2 v||2008 v

Done

You can also create a checklist area in anothdefand drag items to the area. After items age in
checklist area of any folder, they will also digpla the master Checklist folder, even though they
are still located in the original folder.

Creating a New Item in the Checklist Folder

1 Click theChecklistfolder.

2 If no items exist in the Checklist folder, clicketldown-arrow on thv ' icon, then

click Posted Message

Type a subject and message, cladston the toolbar, then skip to Step 6.
or

If items already exist in the Checklist folder,|éol Steps 3-5 below.
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3 Click the position in the checklist where you wamadd a new item. For example, if you want
the item to be first in the checklist, click thesfiitem.

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

The item you have created displays as a posteditexailin the position you selected, and the
item that was originally in that position is movéalwn one position in the checklist.

6 To add additional information to this item, opearitd type additional text on tiail tab.
7 To assign a due date to the item, open it, cliekChecklisttab, clickDue on then click a date.

Assigning a Due Date to an Item in the Checklist Fo  Ider

1 Open an item in the Checklist folder.
2 Click theChecklisttab.
3 SelectDue on then click a date.

Checklist

[] Camplete

[] Activate checklist due date
DueDate: | October v |3 v (2006 |

| Save || Cancel |

Done

Marking or Unmarking a Checklist Item Completed

1 Click the box next to the checklist item.

3.5.6 Viewing the Source of External Messages

When you receive or send messages to and fromnakigrstems, you can view the source for a
message. The source includes all the data thahisioed in a message.

1 Open an item that you received from an externaicgou
2 Click the Mime.822 attachment to open it.
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Scheduling Group and Posted
ltems

You can schedule appointments, tasks, and remimates for yourself and other users. You can also
reserve a block of time with a posted appointment.

For information about how appointments, tasks,r@ntinder notes differ from other item types, see
Section 3.1, "Understanding GroupWise Item Types,page 43

If you want to find out whether someone accepté&abhk or is coming to your meeting, you can
check for an accepted or declined status in tme'st®roperties. For more information, see
Section 3.4.4, "Checking the Status of Your Itenas#page 51

Notify can send you a notification when recipiemés’e accepted, declined, or completed items. For
more information, se8ection 3.4.5, "Receiving Notification About ltemewSend,# on page 52

All scheduled items can be retracted or reschedelesh if the recipients have already opened and
accepted them. For more information, Seetion 3.4.3, "Retracting ltems You've Sent,# ayefzl
andSection 4.1.2, "Rescheduling an Appointment,# orefzy

For more information about managing items aftey tha&ve been sent or received, Seetion 3.4,
"Managing Sent Items,# on page&f@dSection 3.5, "Managing Received Items,# on page 52

This section contains the following topics:

I Section 4.1, "Scheduling Appointments,# on page 57

I Section 4.2, "Sending Tasks,# on page 61

I Section 4.3, "Sending Reminder Notes,# on page 63

I Section 4.4, "Accepting or Declining Scheduled Itgfren page 64
I Section 4.5, "Accepting or Declining Internet Itethen page 65

4.1 Scheduling Appointments

Use appointments to schedule blocks of time oreaifip date or range of dates.

You can use Busy Search to check for a time whehelusers and resources you want for an
appointment are available.

This section contains the following topics:

I Section 4.1.1, "Scheduling an Appointment for Oteers,# on page 58
I Section 4.1.2, "Rescheduling an Appointment,# orefiy

I Section 4.1.3, "Canceling an Appointment,# on page 59

I Section 4.1.4, "Scheduling an Appointment for Yolifr§en page 59

I Section 4.1.5, "Checking When Everyone Is Availablen page 60
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4.1.1 Scheduling an Appointment for Other Users

1 Click New > Appointmentn the toolbar.

2 IntheTofield, type a username, then press Enter. Repeatiflitional users. If necessary, type
usernames in theC andBC fields.

or

To select usernames or resources from a list, Aldtkress Bookn the toolbar, search for each
user!s name, double-click each user, then €k

3 Type the location description in thecationfield.

4 Specify the start date.

5 Specify a start time and duration. Duration cambainutes, hours, or days.

6 Specify how you want the appointment to appearas theShow Aglrop-down menu.
Appointments can appear Basy Free, Out of the Officeor Tentative.

7 Type a subject and message.

Appointment

I% 2end n Save  ae Cancel % fddress Book E Busy Search &g‘:q, apell Check ﬁ“ Ttem Type

Appointment  Attachments  Send Cptions

Fram: Sophie Jones CC

To: sjonesi@carporate.com; mpalu@cor| BC;

Location:  [Conference Roarm 4

StartDate: |December % |7 ¥ || 2006 | Show As! | Busy v

Time: 300 P, Duration: |1 Hours  #

Subject:  Review budget

Mike, A
Let's review numbers for the quarter before meeting with Richard.
Tharks, -
i v
S J
Daone

8 If you want to make sure the people and resourmethé appointment are available, you can
do a busy search by clickiusy Searclon the toolbar. Se®ection 4.1.5, "Checking When
Everyone Is Available,# on page.60
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You can specify many options, such as making thymatment a high priority, requesting a
reply from recipients, and more, by clicking thend Optionsab.

9 Click Sendon the toolbar.

4.1.2 Rescheduling an Appointment

If you want to make sure the people and resouaethé& appointment are available, you can do a
busy search by clicking Busy Search on the toolbar.

1 Click theSent Itemgolder in the Folder List.

2 Select the appointment to reschedule and open it.

3 In the appointment window, clidResendn the toolbar.
4 Make your changes, then cli@endon the toolbar.

4.1.3 Canceling an Appointment

You can cancel an appointment if you schedulediityou have the necessary Proxy rights to the
scheduler's Mailbox.

1 Click theSent Item$older in the Folder List.
2 Select the appointment you want to cancel.
3 Click Delete From This Mailbax

4.1.4 Scheduling an Appointment for Yourself
If you are not available for meetings, schedulestgd appointment for those times. When another

user includes you in an appointment and does adrenyh, the user can see you are not available at
those times, but can still schedule over your appzent.
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Posted appointments are placed in your Calend#reodate you specify. They are not placed in
your Mailbox or in any other user's Mailbox.

1 On the toolbar, clickPosted Appointment

Posted Appointment

59 Post 3E Cancel 5»%“‘ Spell Check £ Ttem Type v

Appointrment Attachments

Location: |Ril:hard's office |

Start Date: | April v |3 | z007 v| Showds: pusy v|

Time: |2:EIEI || P, W | Duration: |1 || Hours |

Subject: |Rexriew budget |

He wants to look at numbers before our one on one.

Daone

2 (Optional) Type a subject and a place if necessary.
3 Specify the start date.
4 Specify a start time and duration. Duration cambminutes, hours, or days.

5 Specify how you want the appointment to appearitis tive Show Asirop-down menu.
Appointments can appear as Free, Tentative, Busyuoof the Office.

6 (Optional) Type a message.

You can specify many options, such as making fmmtment a high priority and more, by
clicking the Options tab.

7 Click Poston the toolbar.

Posted appointments are placed in your Calend#teodate you specified. They are not placed in
your Mailbox or in any other user's Mailbox.

4.1.5 Checking When Everyone Is Available

Use Busy Search to find a time when all the peaplkéresources you want to schedule for a
meeting are available.
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Performing a Busy Search

1 In an appointment you are creating, specify useasaimthero field.
Specify the first possible day for the meetingha$tart Datefield.
Specify the meeting's duration.

A W N

Click Busy Searclon the toolbar.

The legend at the bottom of the Appointment diddog shows the available times.
5 Click one of the suggested times to select an abviglmeeting time.

6 Complete and send the appointment.

If you want to do a busy search before creating@pointment, cliclBusy Searcln the
toolbar.

4.2 Sending Tasks

A task is an item to be completed by a specifie@ dad time that displays on the Calendar. When
you assign a task to a user, the user can accetbne the task, but until it is declined or
completed, the task appears on the user's Taskaridson the user's Calendar each day.

After it is accepted, a task appears on the Catemléts start date. When the due date is past, the
task displays in red on the Calendar. When you raagdsk Completed, it no longer carries over to
the next day on your Calendar.

After you finish a task, you can mark it Complet@d.the originator of an assigned task, you can
have GroupWise send you notification when the isskarked Completed. (You must have Notify
running to receive notification). A Completed sttincluding the date and time the task was
marked Completed, is placed in the Properties windo

TIP: You can also create a checklist that is not astmtiaith your Calendar. In this type of
checklist, any item type (mail, appointment, taskninder note, phone message) can be used. For
information, se&ection 3.5.5, "Creating a Checklist,# on page 54

This section contains the following topics:

I Section 4.2.1, "Assigning a Task to Other Users,fage 62
I Section 4.2.2, "Assigning a Task to Yourself,# ogg83
I Section 4.2.3, "Marking Tasks Completed,# on page 63
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4.2.1 Assigning a Task to Other Users

1 Click New> Task

ﬁ Send [ | Save 3E Cancel % address Book 5\%‘? Spell Check  fi Ttem Type »

Task  Attachments = Send Cptfions

From: |5c|phie Jones | CC | |
Ta: |Mil<e Palu | BC: | |
Start Date: | April v|lz w|[2007 wlpriority: [ ]

Due Date: | April v|6 w| 2007 v

Suhject: |Update Assignment List |

Please Update your assigniment list for me)

Done

2 IntheTofield, type a username, then press Enter. Repeatiitional users. If necessary, type
usernames in theC andBC fields.

or
To select usernames from a list, cliséidress double-click each user, then cliek.

3 Select the date you want the task to begin andateyou want the task to be completed. You
can select the same date in both fields.

4 Type the subject.
5 (Optional) Type a priority for the task.

The task priority can consist of a character fobovibby a number. The following are acceptable
formats: Al, C2, B, 3, and so forth.

6 Type a description of the task.

You can specify many options, such as making &gk & high priority, requesting a reply from
recipients, and more, by clicking tSend Optiongab.

7 Click Sendon the toolbar.
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4.2.2 Assigning a Task to Yourself

1 Click New> Posted Task

2 Select the date you want the task to begin anddteyou want the task to be completed. You
can select the same date in both boxes.

3 Type a subject.
4 (Optional) Type a priority for the task.

The task priority can consist of a character foboviby a number. The following are acceptable
formats: Al, C1, B, 3, and so forth.

5 Type a message.
6 Click Poston the toolbar.

Posted tasks are placed in your Calendar. Theyainelaced in your Mailbox, or in any other user's
Mailbox.

TIP: You can also create a checklist that is not astmtiaith your Calendar. In this type of
checklist, any item type (mail, appointment, taskninder note, phone message) can be used. For
information, se&ection 3.5.5, "Creating a Checklist,# on page 54

4.2.3 Marking Tasks Completed

When you finish a task, you can mark it Complefetks you mark Completed are not carried over
to the next day on your Calendar. Completed tasksliatinguished by a check mark in your
Calendar. Overdue tasks display in red.

If you mark a task Completed, then realize youdefne part of it incomplete, you can unmark it.
Unmarked tasks display on the current day in yaale@dar.

When you mark a task Completed, GroupWise sendiicadibn to the originator of the task if he or
she selected return naotification in Send Option€ompleted status, including the date and time the
task was marked Completed, is placed in the origit&aProperties window.

Marking a Task Completed

1 Click theCalendartab on the Nav Bar.
2 Select the check box next to the task.

To unmark a task that has been marked Completed]ais the marked check box next to the
task.

4.3 Sending Reminder Notes

Reminder notes are like mail messages except tieeycheduled for a particular day and appear on
the Calendar for that date. You can use remindisnio show vacations, holidays, pay days,
birthdays, and so forth.

This section contains the following topics:

I Section 4.3.1, "Scheduling a Reminder Note for Yelig on page 64
I Section 4.3.2, "Scheduling a Reminder Note for Otheers,# on page 64
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4.3.1 Scheduling a Reminder Note for Yourself

Posted reminder notes are placed in your Calend#ltendate you specify. They are not placed in
your Mailbox or in any other user's Mailbox.

1 SelectNew > Posted Note

2 Select a date.

3 Type a subject and the reminder note.
4 Click Poston the toolbar.

To access the information later, open your Caleaddrselect the date the information appears on.
Double-click the reminder note in the Reminder Ndtst.

4.3.2 Scheduling a Reminder Note for Other Users

1 Click New> Note

2 IntheTofield, type a username, then press Enter. Repeatfitional users. If necessary, type
usernames in theC andBC fields.

or

To select usernames from a list, cliséidresson the toolbar, select each user!s name, double-
click each user, then clidRK.

3 In theStart Datefield, select the date this reminder note shopjgkar in the recipients'
Calendars.

You can specify many options, such as making #msimder note a high priority, requesting a
reply from recipients, and more, by clicking thend Optiongab.

4 (Optional) Type a subject and the reminder notesamgs.
5 Click Sendon the toolbar.

4.4 Accepting or Declining Scheduled Items

When you receive an appointment, task, or remindég, you might not be able to accept. In
GroupWise, you can let the sender know if you atcoepecline, specify a level of acceptance or
availability, and add additional comments. You aéso delegate the item to another user. The
sender can find your response by checking the stemdperties.

1 Open the appointment, task, or reminder note.

2 Click Acceptor Declineon the toolbar.

3 (Optional) You can type a comment, then clid&clineor Cancel

By default, the sender can view your comment bwing the item properties in the Sent Items
folder.
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4.5 Accepting or Declining Internet Items

You can accept or decline appointments, all dayesyeand tasks that are sent from Internet-enabled
collaboration clients. Some of these clients inelidicrosoft* Exchange, Lotus Notes*, and
Macintosh* iCal.
1 Open the appointment, task, or reminder note.
2 Click Acceptor Declineon the toolbar.
3 (Optional) You can type a comment, then clidclineor Cancel
By default, a message is sent back to the sendbedtem, indicating the action you took.
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Using Your Calendar

GroupWis&@ WebAccess lets you use advanced features to balpaad and send messages, use the
WebAccess calendar, organize messages in fold@ms npessages, use Proxy to access other
mailboxes, and more.

You can view your schedule in a variety of viewdaymats, including day, week, month, year, task
list, project planner, and multi-user.

This section contains the following topics:

I Section 5.1, "Using the WebAccess Calendar,# on f@ge

I Section 5.2, "Reading an Item in Your Calendar,fage 70

I Section 5.3, "Scheduling an Appointment,# on page 70

I Section 5.4, "Assigning a Task,# on page 72

I Section 5.5, "Accepting an Appointment, Note, orkl&son page 73

I Section 5.6, "Declining an Appointment, Note, or K#&on page 74

I Section 5.7, "Delegating an Appointment, Note, or Task,# on page 74
I Section 5.8, "Saving an Item in Your Calendar,# agep75

5.1 Using the WebAccess Calendar

The Calendar lets you view appointments, taskaptes you receive from others or created for
yourself. You can view one day, one week, or onatimat a time.

You open the Calendar from the toolbar, the Nay Bafrom the Calendar folder in the GroupWise
WebAccess main window.

The Calendar displays any appointments, tasksnate$ you received whether you have accepted
them or not. You can perform the same actions dteamin the Calendar that you can on an item in
the Mailbox, such as accepting, declining, deleggtor moving the item. In addition, you can also
decline, delegate, or move items you have accepstdo longer appear in your Mailbox. While
you have the Calendar open, you can also schedpt@rdments, assign tasks, post items, and write
notes to other users.

You open the Calendar from the toolbar in the GWlige WebAccess main window. When you
open the Calendar, the HTML version is displayed.

If you need to set up the times you are availatl@ppointments, your workschedule, use the
GroupWise Windows client to set your workschediileen you can use the WebAccess client to
correctly display your workschedule.

The calendar folder in the Nav Bar has a toolbafr phovides access to several Calendar view
options. You can view the Calendar in various fasnacluding day, week, and month.

I Section 5.1.1, "Using the Day View Calendar,# on page 68
I Section 5.1.2, "Using the Week View Calendar,# aye8
I Section 5.1.3, "Using the Month View Calendar,# age69
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5.1.1 Using the Day View Calendar

1 Click theCalendartab in the main window.
2 Click Day in the top right corner of the Calendar view.

Help Options Logout
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The Day View calendar displays the current datecflange dates within the current month,
click the desired date in the monthly calendar.

To move forward or backward one month, click th@arbuttons next to the month header in
the monthly calendar.

To return to the current day!s calendar, clicklay
You can also click the drop-down Bgdayto select a calendar for a different date.

5.1.2 Using the Week View Calendar

1 Click theCalendartab in the main window.
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2 Click Weekin the top right corner of the Calendar view.
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Dane

The Week View calendar displays the current wee&lsndar. To change the view to display
another week!s calendar, click any date from trsérdé week in the monthly calendar.

To move forward or backward one month, click th®arbuttons next to the month header in

the monthly calendar.
To view the current date!s Day View calendar, clicklay

5.1.3 Using the Month View Calendar

1 Click theCalendartab in the main window.
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2 Click Monthin the top right corner of the Calendar view.

The Month View calendar displays the current mantallendar. To change the view to display
another month!s calendar, click the month in tharlyecalendar.

To move forward or backward one month, click thearbuttons next to the year header in the
yearly calendar.

To view the current date!s Day View calendar, clicklay

5.2 Reading an Item in Your Calendar

1 Click theCalendartab.
2 Click the item you want to read.

5.3 Scheduling an Appointment

1 In the GroupWise WebAccess main window, clivéw > Appointmerio display an
appointment dialog box.

or
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Section 6.1, "Searching for Users and Resourcespage 78
Section 6.2, "Using Groups to Address Items,# ore&g
Section 6.3, "Using the Address Selector,# on page 84
Section 6.4, "Using Frequent Contacts,# on page 85
Section 6.5, "Using Personal Address Books,# on Bage



Section 6.1.1, "Viewing People, Resources, or Gronplkse Address Book,# on page 78
I Section 6.1.2, "Searching for an Entry in the AddrBsok,# on page 79
I Section 6.1.3, "Using Filters to Narrow an Addresai8h,# on page 80
I Section 6.1.4, "Addressing an Item,# on page 80

6.1.1 Viewing People, Resources, or Groups in the Addr  ess
Book

Use the predefined filters in the View menu to tigmnly groups, users, organizations, or
resources in an address book.

The Address Book uses the following icons to idgmieople, resources, and groups in address
books:

) People
@ Resources
& Groups

Address books display all entries by default. Aligb all groups, companies, and resources are
marked by icons, finding specific entries in laggiElress books can prove difficult. A predefined
filter displays only the type of entry you are lawgk for.

To view groups, organizations, or resources indaress book,
1 In the Main Window, clic- on the toolbar.
2 Select an address book.
3 Click @ to filter for contacts, groups, and resousice

4 Select theentry TypeandNumber of names to display
5 To return to the non-filtered address book viewgk@ again.
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Section 6.2.1, "Creating a Personal Group,# on page 8
I Section 6.2.2, "Addressing Items to a Group,# ore[&g)
I Section 6.2.3, "Adding and Removing Contacts froReasonal Group,# on page 83
I Section 6.2.4, "Viewing Group Information,# on page 8
I Section 6.2.5, "Deleting a Group from a Personalr&ds Book,# on page 84

6.2.1 Creating a Personal Group

1 In the Main Window, clic- on the toolbar.

By default, the Address Book opens to the Group\&dgiress books.

2 In the Address Books list, select the address Iloatkcontains the entries you want to add to
the group.
For GroupWise, you can choose from the GroupWiskess book, the Frequent Contacts
address book, or a personal address book.

3 Select the number of entries you want displayezhattime. The default displays 15 entries at
one time.

4 To list the first entries (15 by default) in thdested address book, leave the search conditions
boxes empty.

or

To search for a specific entry, click t. icorshmw another set of search condition boxes
and the® icon to hide all search conditions boXesse boxes let you define the Address
Book fields and information you want to search.
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Section 6.5.1, "Creating a Personal Address Book page 86
Section 6.5.2, "Deleting a Personal Address BooR,gage 86
Section 6.5.3, "Editing a Personal Address Book,fae 86

Section 6.5.4, "Accepting a Shared Address Book,pame 88



"Adding Entries to a Personal Address Book# on @ge

I "Deleting Entries from a Personal Address Book#age 87

I "Editing Entries in a Personal Address Book# ongf3igy

I "Copying Entries Between Personal Address Bookspage 88
I "Renaming a Personal Address Book# on page 88
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"Copying a Personal Address Book# on page 88

Adding Entries to a Personal Address Book

1 From the GroupWise WebAccess main window, chcldress Booko open the Address Book.
2 In the Address Book, clickdd Entryto display the Add Address Book Entry form.

3 If you want to add a resource or organization nathan a person, clicResourceor
Organization

4 Select the personal address book where you watdddhe entry.

5 Fill in at least one of the fields that have areask. This is required so that the entry can be
listed in the Address Book.

If you want to send messages to the entry, maleygur complete thE-Mail Addresdield.

6 Fill in any other fields you want. Any informatigou add displays when you select the entry
in the Address Book.

7 Click OK to save the entry to the selected address book.

Deleting Entries from a Personal Address Book

1 In the Main Window, clicl_ on the toolbar.

2 Select the address book, then search for the ngouewant to remove.
3 Check the box next to each name you want to remove.

4 Click Delete

Editing Entries in a Personal Address Book

1 In the Main Window, clicl_ on the toolbar.
2 Select the address book, then search for the namevgnt to edit.
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Section 7.1, "Specifying the Number of MessagesispRy,# on page 89
I Section 7.2, "Changing Your GroupWise Password,gage 89
I Section 7.3, "Using Rules,# on page 90
I Section 7.4, "Specifying Send Options,# on page 93
I Section 7.5, "Changing Your Time Zone,# on page 95

7.1 Specifying the Number of Messages to
Display
You can choose the number of messages that disp&gch window.
1 In the GroupWise WebAccess main window, cliagtionsin the right corner.
2 Select theGeneraltab.

3 Use the drop-down menu to select the number of agessyou want to display.
4 Click Save thenClose

7.2 Changing Your GroupWise Password

If your system administrator has turned on LDAFhaatication, your LDAP password is used
instead of your GroupWise password when you adgesspWise WebAccess. If LDAP
authentication is turned on, the following procexlohanges your LDAP password:

1 In the GroupWise WebAccess main window, cliagtionsin the right corner.



Section 7.3.1, "Creating a Rule,# on page 91

I Section 7.3.2, "Activating or Deactivating Rulesp#page 92
I Section 7.3.3, "Forwarding Your E-mail to Anothercaeint,# on page 93

roupWise 7 WebAccess Client User Guide






roupWise 7 WebAccess Client User Guide



Section 7.4.1, "Changing the Security Setting (Gfaesdion) of All tems You Send,# on
page 93

I Section 7.4.2, "Changing the Priority of All temswSend,# on page 94
I Section 7.4.3, "Requesting a Reply for All ltems Y®end,# on page 94
I Section 7.4.4, "Getting a Return Receipt for Alhiie You Send,# on page 95

7.4.1 Changing the Security Setting (Classificatio  n) of All ltems
You Send

A classification is a security setting that lets thcipient know if the item is confidential, togcset,
and so forth. This information appears at the tiojn@ item. A classification does not provide any
encryption or additional security. It is meant lerathe recipient to the relative sensitivity bét
item.

1 In the GroupWise WebAccess main window, click @ionsicon.
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GroupWise 7 Client Frequently Asked Questions (F&Q@)tended to help GroupWise client

users who have not found the information they rieede GroupWise client online help or User
Guides.

This section contains the following information:

"How Do | Find What | Need in the GroupWise Clieraddmentation?
"GroupWise Windows Client FA®

"GroupWise Cross-Platform Client FAQ

"GroupWise WebAccess Client FAQ

"Non-GroupWise Clients FA®

"GroupWise Client Comparisén

"Where Do | Go for More Helg?
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Section A.1, "April 16, 2007,# on page 99
I Section A.2, "February 26, 2007,# on page 99
! Section A.3, "September 29, 2006,# on page 100
! Section A.4, "May 31, 2006,# on page 100
I Section A.5, "November 30, 2005,# on page 100

A.1 April 16, 2007

Table A-1  April 16, 2007 Updates

Location Update

Section 2.1, "Composing Items,# on Added a paragraph about the WebAccess client using the

page 19 default browser text size.
Section 1.3.3, "Folder List,# on Added a comment that system folders cannot be renamed.
page 14

Section 2.5.4, "Moving an ltem to a Added a note about not being able to view archived items using
Folder,# on page 30 the WebAccess client.

Section 5.1, "Using the WebAccess Added a note about using the GroupWise Windows client to set
Calendar,# on page 67 up your workschedule and then use the WebAccess client to
correctly display and view your workschedule.

Section 4.1, "Scheduling Updated two screen shots.
Appointments,# on page 57

A.2 February 26, 2007

Table A-2 February 26, 2007 Updates

Location Update

Section 2.5, "Using the Folder List,# on Changed references to an arrow located next to Cabinet folders
page 28 to be references to a plus sign (+).

Section 3.5, "Managing Received Updated the Mailbox View screen shot.
Iltems,# on page 52




Location Update

Section 5.1.1, "Using the Day View
Calendar,# on page 68

Section 3.2.3, "Adding A Signature to
Items You Send,# on page 46

Updated the instructions on selecting a different date to view in a
user!s Calendar.

Removed a paragraph about signatures being the same for all
GroupWise clients. This functionality is being investigated to

include in a future release.

Location

Update

Section 2.3.3, "Resending Items,# on page 28

Chapter 6, "Using the Address Book,# on page 77

Section 3.2.3, "Adding A Signature to Items You
Send,# on page 46

Added a section on how to resend an item.

Added additional information about recipients being
automatically added to the Frequent Contacts
address book.

Added additional information on how to be
prompted for your signature.

Location

Update

"About This Guide# on page 9

Section 6.2.3, "Adding and Removing Contacts
from a Personal Group,# on page 83

Section 7.3.3, "Forwarding Your E-mail to Another
Account,# on page 93

Transitioned to revised Novell® documentation
standards. Along with a new look, you might find
different documentation file sizes.

Added a section on how to edit a personal group.

Added a section on how to forward all e-mail to a
personal account.
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