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J \é Address Book ] p | HewMail » C5) Mew Appt = |E| Mew Task = | | . - M - Toolbar
Envelope icon: indicatex J & - Bl Repy + G Forward
an unopened item in the i -
Mailbox JDlsp\ay ]Recewed Items LJ
Sent items: stores copies 2 i == it @
of all items you have sent fa} Gini Carrow Home From Subject Date ~
o e (] 1] 2 Staples <staples@e.staples-deals  $20 coupon + 7 Day Savings Event 9/8/2008 12:43 PM
Calendar: stores info on E é‘ scltems Luci Asumendi-Mereness Re: grades 9/8/2008 12:42 PM
your appointments, notes, o % E::::;: (e DavidSintay Re: Grade Check Problem 9/5/2008 10:15 AM
and tasks S a Katy Belanger Re: Help with tech, 9/5/2008 11:31 &AM
Documents: contains [N Checklist E] Kelly Detitt 9/3(2008 9:54 AM
subfolders that display ; Work In Progress & JakeneBruce Items Area s 8j27(2008 11:22 AM
documents in the Iibrary k’ : Cahinet =] Mancy Malmberg ronoeerarmropren Can be highly boxic, fe 8f26/2008 10:20 AM
| Grade Check & Carti Lausan Schalarships far GEAR UP practitioners /222005 10:41 AM
Work in Progress: keeps | Niroe Info e Luci Asumendi-Mereness &/17/2008 1:27 AM
drafts of unsent messages d Ez\:ers. o . Q]@ Luci Asumendi-Mereness Fwd: request for registration distribution 8/17/2008 1:10 &AM
: ?"cllng. fird Raser =) | Luci Asumendi-Mereness | Re: M5 web page 8/17/2008 1:00 &M
Cabinet: holds all of the s
messages that you file for .
storage; you can create Folders List
custom folders for ]
organizing messages 2]
3
Trash: contains items ?
you delete / -------
Summary
Selected: 1 Total: 11
Folders List and Items Area

The two main parts of the main GroupWise window are the Folders List and the Items Area. The
Folders List contains a hierarchical structure of folders that are used to organize and hold
messages and documents. The Items Area displays the individual messages that are located in
a selected folder. The Folders List and Items Area are linked to each other. To view the items in
a folder, select the folder in the Folders List on the left; the items in that folder will appear in the
Items Area on the right.

page 1



QuickViewer
You might choose to display a third

pane at the bottom of the Malbo 1] 5
GroupW|Se W|ndOW Ca”ed the J\éaddresssaok T 2 Enewmal - (B newspnr - ] newTask - n] S
QuickViewer. The QuickViewer T _— =
- B onlinev = Mailbos Filters @
displays the contents of a selected S oS | S o a
- . & = [Pl (1] | uci Asumendi-Mereness e: grades 3
message without actually opening 2 sens B oty S s
- - =] Katy Belanger Re: Help with tech. 9/5/2008 11:31 AM
the message. This is handy to Lo i B ralyoum :
K rea% - messane an{j - D 2 ol
7 wwork In Progress 2 lancy Malmbers denolfacetaminophen can be highly toxic, Fz :
q y | bl g > el ‘ B EeT e
{7 Grade Check a uci Asumendi-Mereness 5
espeCIa y valuable 1 you recelve a i g“'“”:dﬂ | Ey Fwd:requastfurreg\stratiund\stnhutinn zﬁ;:igg:ﬁ;m
message that may be infected with EET \VE (T .
. . . T # oo E v &57 Reply ~ Gl Forward =
a virus. Because the QuickViewer e = =2
does not open the message, the e e ey ity e

V| rus can be |de nt|f| ed an d d e I eted Would you put this info on the MS webpage? or at least the application and what they do. 1 will have more info at our open houss. 1 am hoping e dE- AR T Lt e e e e

partnier, since I've referred several M3 parents to them, and sk one point, we bought 50 computers For the Kids Club that Jim Mchilan starked,

H . . problem. = Fwd: request for registration distributic
without infecting your computer. thrk P
To activate (and deactivate) the g s )t oo 207 dc
i ; : oo Message Body h )
QuickViewer: from the View menu, || Attachment List

Fax # 337-5782

select QuickViewer or click the
QuickViewer button on the toolbar
or type CTRL+Q.

Selected: 1 Tatal: 11

Help
The GroupWise Help files can assist you in getting the most from GroupWise features. Use the
Help menu, or press the F1 key to open the Help files.

ReceiVing E'm_ail Messag €s . ‘= Mail From: Luci Asumendi-Mereness

When y0u receive a message, |t File Edit Wew Actions Tools ‘Window Help

goes into the Mailbox. An X cose Elreok - Cromad - F - 2 Q@ O H oo b @ B

envelope icon appears next to -

. . . Mail |Pr0perties Personalize

the Mal|bOX in the FOIderS LISt *3;? Parent Message Subject: Fwd: request for registration distribution From: Lud Asumendi-Mereness

Whenever you have unr‘ead From: Tim Rosandick To: *administrators meeking participants S/7/2007 11:45 AM
Subject: Fwd: request For registration distribution (Y;/"Fwd: request for registration distribution ..

messages. To display a list of the
messages in your Mailbox, click
the Mailbox icon in the Folders i

Homedale School District Mo, 370

List. The list displays in the Items 116 Bast Ouvhee Ave,

Area of the window with unread kvl

messages appearing in bold text, ™ @ s

To open a message, double-click {227 Symaini dmeiitasen amizee 1zt s >>>
it or click once to select the

message then preSS Enter The It is back-to-school time, as you well know! Computers For Kids (CFE) is a

H H nonprafit organization whose mission is to offer Idaho students (K-14th
message WI” Open In a new grade) the opportunity bo enhan_ce their edu_cation th_rough the use o_f
window.

ST E
CFK Info.doc Student
Applicati...

~

From this window, you can read
the message, reply to the sender,
forward the message to someone else, delete the message or view attachments.
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Using GroupWise

Reply

When replying to a message, click the Reply
button to reply with the default settings. For
more options, click the down arrow next to

= Mail From: Luci Asumendi-Mereness

File Edit View Actions Tools Window Help

I Cose  [5T Reply  v| [ Forward '8 T Er &2 El El oo f, @ E

Mail Prope  Reply

the Reply bUttOﬂ . Se|eCt the Optlon yOU y Parent Reply to Sender (Include Message) t For registration distribution From: Luci Asumendi-Mereness

prefer - reply Only to the Sender Or to the Eu:;:::; ;LT[ Reeply to Sender e GﬁFwd: request for regisi’:ﬁ:nd::sirlﬂ;zfi;mv

sender and all recipients; include the ’7 Reply f0 Al Indde Message] 3
' Reply to Al |

message received along with your reply or
not. Use common sense when making these choices. If you receive a message as part of a group,
ask yourself if the rest of the group needs to see your response. If you are answering a brief
message, you might want to include the message so you are not misunderstood.

Forward

If you receive a message that someone "= Mail From: Luci Asumendi-Mereness

else needs to see also, you should forward Fle Edt Wow Adtions Took window Help

the message (_eithe_r as an attachment or as X doe Elrey - Efrowad < $) - @ @ @ H oo &0 § B

a regular email. Click the Forward button Mal [ propertes | Persorals  Forward as Attschment

(Or the drop dOWn for Op“onS) and a VParen.t Message Farward reqistration distribution From: Luci Asumendi-Mereness
. . . From: Tim Rosandick To: *wmmwmmthts &/7/2007 11:45 AM

message dlalog bOX dISplays Wlth the Subject: Fwd: request For registration distribution WFwd:requast For registration distribution 4

original message as an attachment or ' -

copied in the body of the email. Fill in the To: box with the address of the person you are
forwarding to and send the message.

Delete

When you delete a message, itis sentto the [ NaE Ry L

Trash folder where it stays until you empty R I SR I ;
the trash manually or until the trash is - Rdose Glrepy - CJronad - F - D @ D H o b @ E
emptied automatically. The system is set to Wi [propertes | Perscralee Delete

empty messages from the trash after seven | i i i o st ;,td L

days. Or you can permanently delete the message with the drop down menu item Delete and
Empty.

Viewing Attachments
Messages can be sent with items such as Word documents, pictures, or other files

attached to them. When you receive a message with an attachment, a paper clip |:| P
icon appears next to the message in the Items Area. Open the message and the

attachment displays as an icon at the bottom of the message window.

To open the attachment, double-click the
attachment icon or right-click the icon and

nonprofit organization whose mission is to obter Idaho students (K-14th
grade) the apportunity to enhance their education through the use of '

choose View Attachment or Open from the @ B —
1 . — — View Attachment

shortcut menu. Notice that attachments can o ttadmert

also be saved or printed from the right-click oven } Z

shortcut menu. Open With ...

Save As..,
Prink...

NOTE: If the attachment icon is the “flying window” icon, the attachment is of a file
type that your computer does not recognize. You will probably not be able to open it.
If the attachment is important, contact the sender and have them send the file again
in a format that your computer will recognize.
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Sending a Message
T —

To create a mail message, click the New Mail J = ;

! . address Book [iE| (T o New Mail Y (CF) Mew appt
button on the toolbar, or from the File menu g Address Boo = & @ 7 i
choose New = Mail.

The GroupWise message dialog box is used to compose your message.

= Mail To: BEE] In the To: box, type the recipient’s e-mail address
File Edit View Actions Tools Window Help

re—— PRI e @a such as bo_b@acme.com or to send a message to
g et e — someone within our Local Area Network (LAN),

Fom ] [Ercanan e type the person’s name. GroupWise has a neat

\ o | feature called automatic name completion. As you

Subject: [

begin typing someone’s name in the To: box,
GroupWise looks in the address book and tries to
finish the name for you from matching entries in
the address book. Everyone in our LAN is in the
address book. If the name you want is found, just
press Enter to auto-complete the name.

Tahoma “|[1o~ B I O @ =%

]
1}
|
Bd

To send the message to more than one person,
press Enter after the first entry and continue
adding recipients in the To: box. Or, if appropriate,
use the CC: or BC: boxes. In general, CC: (carbon
copy) someone who just needs to be informed of a message but does not necessarily need to
reply to it. BC: (blind copy) is used to send a copy of the message to someone without the main
recipient knowing that the copy was sent.

| Account: Novell Groupiise

Type a brief subject line in the Subject: box. Make it concise and informative. Then type the
message in the Message: box. When the message is complete, click the Send button.

Attaching A File To A Message

You can share documents, spreadsheets, graphics, and
other files by sending them as attachments to a GroupWise
message. To attach a file, click the Paper Clip (Attach)
button on the toolbar before clicking the Send button.

= Mail To:

File Edit View Actions Tools Window =&glp

¢ Ak send 3T Cancel F\ddres

fioo

Attach File

In the Attach File dialog box, navigate to the file you Lookis | @ tech coses. vor @
want to attach; select it and click OK. A file icon will e e B e
display in the attachment area of the message dialog S S0 S
box to indicate that the file is attached to the message. | Geatiearing DFel2 SopLato
| ) community_classes |5 Groupiise () Poer F
Send Options = =
File hame:
= ihail To: Files of type: | &0l Fles %) 3
Fle Edt Yiew actions Tools ‘Window Help
I oo | "YELS
Mal send Options
Plireate 2 sentiem 1o track infarmation
% O Delivered
Generdl (®) Delivered and opened Fie Edt \View Artions T " — -
| O ot emetn —— e @B Before sending a message, you
ER C can set options for priority (High
Betum notification Megr [ = - Ll 1 1 1 1
e & (i g Priority displays a red envelope in
T = SR a recipient’s mailbox) and
: o f;::j:" ——. tracking. Click the Send Options
Fo R I S tab on the message body and
i o Ol amins 0 5 then choose the buttons on the
— o = left side for more options.
| Moty recipients
BIME Encoding: : Corrmil :::mix
Account: Novell Groupiyise UTFg -
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Using GroupWise

Spell Check A Message
Before sending a message, it's a i s —
X = Mail To: Dave Holmes
gOOd |dea tO Spe” CheCk fOT File Edit Wew Actions Tools Window Help
. . __Skipgnce
aCCUI‘acy. After typlng your 4k Send 3T Cancel Address .g = G, ﬂ Q
message, click the Spell Check Mal | 5end options
button on the toolbar. Fom ) [mearon “ ‘;j“k
If any mistakes or unrecognized _ _ _ e
words are found by the spell checker, a dialog box gives you the option to replace or
skip the word or add it to the dictionary.

—

Work in Progress Folder
If you begin a message and then want to wait until later to Folders
complete or send it, click the Cancel button. The Cancel dialog
box asks if you want to save changes to the message. Click
Cancel to return to the message; click No to discard the

Cancel

\?/ Save changes ta this item?
Select the folde

Folder list: [ s |[ Ha ][ Cancel ]

o} Giri Carroverromme

message; click Yes and the Folders dialog box asks you to = Maibox (2] New
select the folder that you want the item saved to. The Work in e ems

Progress folder is suggested. Click OK and the message is 7 Calendar

saved in the selected folder. =

To complete the message later, from the Main GroupWise [
window click the Work in Progress folder in the Folders List. The Q Trash [171]
items in the folder are displayed in the Items Area and you can

double-click to open the message you want to complete.

Sent Items Folder
The Sent Items folder is your outbox. With the Sent Items folder selected in the Folders List, all
the messages you have sent are listed in the Items Area. You can view the status of messages,
resend messages, and retract messages before they are opened by the recipient.

The toolbar
buttons let you
manage your

 Novell GroupWise - Sent ltems

File Edit Yiew Actions Tools Accounts ‘Window Help

Sent ltems: | Home | Mailbox[2] | Calendar BeEa@tcucl Contacts
P » || & » g g " o
\a Address Book. .| [ Delete Sent Item = Retract (el Retract And Delste
J Display | <5ent Items Custom Settings = MI

Delete Sent Item — deletes the selected message from your Sent Items list
Retract - deletes the message from the recipient’s mailbox before it is opened. This only works
within the LAN (the school district) and only if the message has not been opened.
Retract and Delete — removes the message from your Sent Items list and retracts it from the
recipient’s mailbox if it has not been opened and is within the LAN.
** Remember that a message can only be deleted from the recipient’s mailbox before it is
opened. The envelope icon on the message lets you know if the message has been
opened.

If you want to Resend a message, either as the original or with
alterations, select the message and click the Resend button. The

Resend

message dialog box opens and you can make the necessary Retract Criginal Item?
changes before sending the message again. When you click Send,

you will be prompted to retract the original message at the same  es | [ Mo
time. B
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