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Getting Started
GroupWise 6.0 Client Window

Menu Barb contains all tools for use with Novell GroupWise

6.0 Client.
Toolbarb contains shortcuts to common GroupWise tools.
Folders Listb displays your folders in a hierarchical view.

Display Paneb displays the items contained in the selected g

folder.
QuickViewerb displays the contents of the item selected in
the Display Pane.

Folders List

MailboxD contains incoming items you have
received.

{74 Mailhox:
[ Calendar
@9 Documerts

Calendar® contains a calendar for storing
information about your appointments, notes,
and tasks.

&5 wiork In Progress
] Cabinet

27 Trash i
Documentsb contains subfolders for
documents you have authored and

documents in your default library.

Work In Progressb stores drafts of unsent messages until you arg

ready to send them.
Cabinetb contains all messages that have been filed for storage.
Trash b contains items that have been deleted.

Creating GroupWise Items

You can use GroupWise to send and retrieve mail, appointmentsy_

tasks, reminder notes, and phone messages.

To quickly create a new itemselectNewfrom the File menu and
select an item from the resulting menu. Fill out the resulting
form and click theSendﬂ button.

Sending and Retrieving
¥ To send and retrieve items, seled¢nd/Retrieveéfrom the
Accountsmenu.
¥ To read an item you have received into your Mailbox, double-
click the item.

GroupWise 6.0

Using the Display List
Click the arrow on the
Display drop-down list, on theToolbar,

to select a display option. You can select
to view all items, Calendar items, all
items according to discussion threads,
documents, received items, or sent
items.

|(Hailhox Custom Settings> ~
<Mailbox Custom Settings>
Al ltems

Calendar ltems

Discussion Threads

Documents

Received [tems

Sent ltems

Note: To make changes to the display options, seligplay
Settings from the View menu and selecEdit/Create from the
resulting menu.

Creating a Mail Message

1. Click the Create New Mai = |- button.

2. Enter recipient e-mail addresses or usernames in freebox,
pressing theEnter key after each entry.

3. Enter a subject in theSubjectbox.

4. Enter a message in the message body.

5. Click the Sendﬂ button.

Replying to an Item
Open the item you want to reply to.

Click the Reply =

Select whether you want t&eply to sendeor Reply to all
(sender and recipients)

Check thelnclude message received from sendbox, if
desired.

Click the OK button.

Enter reply text in the message body.

Click the Sendﬂ button when done.

5.
6.
7.

8. Click theClose 3¢ | button to close the first window.

Forwarding an Item
1. Click once on the item
you want to forward, a
it appears in the
Mailbox.
SelectForward from
the Actions menu.
Enter recipient e-malil
addresses or usernan
in the To box, pressing
the Enter key after
each entry.

Enter additional text in message body, if desired.
5. Click the Sendﬂ button.
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Printing a Message

1. Select or open the message you want to print.

2. SelectPrint from the File menu or pres<Ctrl + P.

3. Select print options in the resulting dialog box.

4. Click the Print button.

Note: To quickly print a message, click tHerint 2 button.
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