Using GroupWise
Novell GroupWise 7.0 - Managing your Messages

Organizing Your Messages

It is a good idea to organize your Mailbox messages just like you do your other mail. Think of the Mailbox
just like your mailbox at home — don't leave your mail in it! Open your messages, throw away the ones
you don't need to keep, and file the ones that you do.

To delete a message from your mailbox, select the message and press the Delete key or click the Trash
button on the toolbar. The message goes to the Trash folder where it remains until the trash is emptied.
You can also delete a message by dragging it to the Trash folder.

Files remain in the Trash for 30 days and are then automatically deleted by the system. If you need
to retrieve a message that has been deleted within the last 30 days, select the Trash folder in the Folders
List, right-click the message in the ltems Area and select Undelete from the shortcut menu. The message
is returned to its original location.

To permanently delete a message (before 30 days), open the Trash folder and delete the message. Or to
empty all messages from your Trash, right-click the Trash folder in the Folders List and select Empty
Trash.

Filing Messages in the Cabinet

You can use the Cabinet to organize and store messages. You create and i ... Task List
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To create a folder in the Cabinet, right-click the Cabinet icon and choose New

Folder. A dialog box will display in which you choose the type of folder,

designate a name and make other selections. In the same way, you can create subfolders — right-click on
the folder icon in which the new folder should be created.

Once you have created folders, move messages into the folders by dragging the message from the Items
Area to the folder. Notice that subfolders can be displayed by clicking the plus sign next to the top level
folder icon. Folders can sorted alphabetically by right-clicking the Cabinet and selecting Sort Subfolders
from the menu.

Sorting Messages
The list of messages in your Mailbox,
Trash, or Cabinet folders, can be sorted | Subject | From sort Ascending
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Choose either Sort Ascending or Sort Ta

Descending . More columns

To display additional columns,

right-click any column heading and select the item you wish to display from the menu. OR
select More columns for even more options! Columns can also be removed - click the column
heading, drag it down off the bar and drop it.
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Finding a Message Find e
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Archive directory:
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important messages. To archive a message, select the message, go to
the Actions menu and select Move to Archive. The message will move to the archive location and will
no longer be stored in the active Mailbox or Cabinet.

You can also archive folders and messages that you have set up in your Cabinet (see previous page).
Select the folder in the left side of the GroupWise window to display the contents in the Items Area. Select
a message — to select multiple messages, hold the CTRL key as you select - then go to Actions - Move
to Archive. Folders will automatically be created in the Archive location to match the folders in your
Cabinet.

To view archived messages, select File > Open Archive.
The GroupWise window looks the same but displays your
archived items with the name (Archive) in the title bar.
Click File > Open Archive to return to the active mailbox.

( %% [Archive) - Povell GroupWise - Mailbox

Wi  Actions  Tools  Accounts  Window

If you archive a message that you want to move back to your active Mailbox, select the message in the
Archive, and go to Actions > Move to Archive. The message will go back to its original location in the
active Mailbox.
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