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User Interface

Schemes

Novell GroupWise 8 allows users to choose various schemes.
Scheme View

Default Displays the Nav Bar, Full Folder List,
Main Menu, and 2 columns with panels

GroupWise 6.5 Displays the Folder List, Main Toolbar,
and Item List, displaying in the old colors.

Custom Allows you to set the appearance
settings however you like.

Exercise: Selecting a Scheme

Step Action
1. Sign into your Novell GroupWise account.
2. Click on the Tools menu.
3. Choose Options.
4. Double-click on the Environment icon.

1

Send Documents
@

Security Certificates Calendar

Close
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Step Action
5. Select the Appearance tab.
6. Click the Scheme dropdown and choose Default.
7. Click OK.
8. Click Close.
9. Notice the panels in the Folder List area.
Lacilnlinev M
Favories
T Cabret
IeciFo dﬁf 2
Mew Folder

’a‘ Sharon A Jhoslien Home

&, Sent Items

] Calendar
Frequent Contacts
': Documents

wee [l Tasklist

2727 Work In Progress [1]
= [2] Cabinet

Test Folder 2

Mew Folder

B Trash

Customizing the Individual Settings

You can show or hide different areas of the Novell GroupWise window.

Exercise: Modifying the Individual Settings

Step Action
1. Click on the Tools menu.

2. Choose Options.
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Step Action
3. Double-click on the Environment icon.
4, Select the Appearance tab.
5. Under Folder List, uncheck Favorites Folder List.
Environment
| General || Views || File Location || Cleanup | Default Actions
| Reply Format || Editors/Viewers || Signature | Pppearance

Choose a Scheme

Schenes: [EETENN ~

Choose Individual Settings

Display Main Menu Display Folder List
Display Nav Bar [ Favorites Folder List l
_ _ | Simple Folder List

Digplay Main Toolbar Full Folder List
Use GroupWise Color Schemes ] Long Folder List
| Sky Blue v

] Display GuickViewer
{(®) QuickViewer at Bottom
) GuickViewer at Right

[ ok || Cancel |

6. Under Choose Individual Settings, uncheck Display Nav Bar.

7. Click OK.

8. Click Close.
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Step Action

B rovell GiougiWise - Mallbox

Fie Bt Wes ktow Toch Wree FHep
\EMME':' B2 B | et () vew dpe « [ vew Tam « o =y BER )

- ooy Bdmemra f Foan .

B Crine= T | Hada
fa} Saron A Thosien Home Frgm : Bulecl Dalc
*_;;;" ;:;umm m::l.u;zs
E..hm.lr‘.trrﬂjt
- ‘_-WJ
.,-'rvh-"'\rwm [
I:!'Il:-arm
9. Click on the Tools menu.
10. Choose Options.
11. Double-click on the Environment icon.
12. Select the Appearance tab.
13. Under Choose Individual Settings, check Display Nav Bar.
14. Click OK.

15. Click Close.
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Customizing the Favorites Folder List

The Favorites folder list allows you to display your more commonly used folders at
the top of the Folder list.

Exercise: Showing the Favorite Folder List

Step Action
1. Click on the Tools menu.
2. Choose Options.
3. Double-click on the Environment icon.
4, Select the Appearance tab.
5. Under Folder List, check Favorites Folder List.
6. Click OK. Click Close.

Exercise: Adding a Single Folder to the Favorite Folder List

Step Action
1. Right-click on the folder that you want to add to the Favorite Folder
List area.
2. Choose Add to Favorites.

The folder is added.
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Exercise: Adding Multiple Folders to the Favorite Folder List
If you have multiple folders in your Cabinet folder, you can select several of them to
display under the Favorites heading.

Step Action
1. Right-click on the Favorites folder.

% Online M

Favorites

N—

f;j Sharon A Jhoslien Home
________ -
........ @I Sent Items
........ 1 calendar

2. Select Choose Favorites.

3. Click the Plus sign to the left of the Cabinet.

Add to Favorites

Put a check mark next to the folders you want to
show in the Favorites Folder List.

Folder list:
= 0%
[ == Mailbox
[ & Sent ftems
O Calendar

&) Frequent Cortacts
O Documerts

O W Tasklist

= Work In Progress [1]

E Cahinet
Trash
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Step Action

4, Check the folders that you want to add.

Add to Favorites

Put a check mark next to the folders you want to
show in the Favorites Folder List.

Folder list:
=08
O == Mailbox
[ & Sert tems
O ﬁ Calendar

|:| Frequent Contacts
=) Documents

[ [ Tasklist

O = Work In Progress [1]
=+ [ Cabinet

[] Test Folder 2
n Ml Lo

O @ Trash

5. Click OK.

Exercise: Removing a Folder from the Favorite Folder List

Step Action

1. Right-click on the folder in the Favorite Folder List that you want to

remove from that area.
2. Choose Remove from Favorites.

The folder is removed from the Favorites area.

Panels

Panels allow you to display multiple panels, such as the Calendar and Unread items,
in a single window. In the previous version of Novell GroupWise, you could select a
panel from a predefined list. Now, you can create your own custom panel.
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Exercise: Creating a Customized Panel

Step

1.

Action

Create a new folder and name it Panels.
Right-click on the folder and choose Properties.
Select the Display tab.

Click the View by dropdown and choose Panels.

Panels Properties

General | Display | Sharing |

Settings name:
|{P‘anels Custom Settings> v| [ Save As... ] [ Delaete ]

Description: [ Restore Defaults ]
Display all tems in the selected folder.

View by: ]
(e — 05

e (®) Columns
[ Date + | [ Show Group Labels

Click the Customize Panels button.

o ue e

Panels Properties

| General | Display |Sharing| f

J Settings name:
— | V| [ Save As... ” Delete ]

] Description: [ Restore Defaults ]
Display all items in the selected folder.

=l

View by:

EE

[ Customize Panels... I

Mail Messages
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Step
6.

10.

11.

Action

Choose Three or more columns.

Customize Panels

Modify Panels

New Panel ...
Edit Panel ...

Delete Panel

() One Column

Available Panels:

Recent Activity
Summary Calendar
Tasklist

Unread tems

(%) Two Column

Column One:

() Three or more columns ]

columns

Add

T

Column Two:

Mowve Down

Edit

Delete

Mave Up
Mowve Down
Edit

Delete

iI0l] ek

[ Restore Defaults

)

0K

Cancel

13

Click on Summary Calendar in the Available Panels area.

Click the Add button.

Click on Column 2 in the All Columns area.

Select Task List from the Available Panels area.

Click the Add button.
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Step

12.

13.

14.

Action
Click the New Panel button.

Mail Messages

Customize Panels

Choose Layout

Unread tems

Delete Panel

Restore Defaults

Name the panel Home Page.

() One Column E|E O Two Column (%) Three or more columns
== E|E columns
Madify Panels
Available Panels: All Columns:
New Panel ... Calendar Add Column 1 z
Recent Activity ‘—I Summary Calendar
W | Summary Calendar Column 2 B

Tasklist

oK | [ Cancel

Choose the Selected Web page radio button.

Create Panel

MName the new panel:

|Hu:ume Page

Choose folder or Web page:
(%) Selected folder:  Cabinet

[ Change Folder. .

Selected Web page:

Choose display settings:
View by | Details v |

[ More Display Settings...

Choose filter:

<No Filter>
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Step Action
15. Type: http://louisville.edu.
16. Click OK.
17. Select Column 3.
18. Select the Home Page panel.
19. Click the Add button.
20. Click OK.
21. Click OK.
22. Click OK.
23. Select the Panels folder.
[ Panels Find: »
Summary Calendar B | Taskist Home Page Qe R

B Teday (Wednesday, May 19, 2010)

D@t | L:00PM - 2:30

PM CMS Forms (KWING

20 [checkefflist
From: "Karen E Johnson™ <karen.johnson

J NIVERSITY OF

OUISVILLE

ABOUT ACADEMICS ADMINIS

Being downright
neighborly

UofL ranks 12th in a 2009 survey

schools who have worked hard t
improve the cities around them.
READ »
INFORMATION FOR AC
Future students ET
Parents Sch
Current students Libr s
| b3
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Tasklist Folder

The Tasklist folder replaces the checklist folder. Any item type (mail, appointment,
task, reminder note, phone message) can be placed in the Tasklist folder. Items in
the Tasklist folder with a due date will appear on the Calendar also. Iltems without a
due date will not appear on the Calendar. Whenever you create or accept a task, it
will appear in the Tasklist folder.

Creating Tasks

You can create tasks in Novell GroupWise 8 just as you have done in the earlier
versions of Novell GroupWise. All tasks will appear in your Tasklist folder. Tasks
with due dates will also appear on the calendar.

Creating a Task from Scratch

Step Action
1. Click on the New Task dropdown button.
dal + () New appt + || Pew Task D (= [ -
2. Select Posted Task.

o o MewTask -
—

i) [ Posted Task 1[

3. Click in the Subject field and type the subject.

Posted Task

File Edit WView Actions Tools Window Help
X Cancel foe & I A % sedon
Task | Options

=) ! »

Startdate:  |5/28/2010

[ S £ e M an

4, Click in the Priority field and type 1, 2, or 3 for the priority of the task.
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Step

10.

11.

Mail Messages

Action
Click in the Start date field and type the start date for the task.

Click in the Due on field and type the due date for the task.

Click in the Message field and type the information about the task.

Click the Post button.

Click on the Calendar folder.
Click on the start date for the task.

Notice the task appears on the Task pane of the calendar.

EHMEEExEMEES

(=S e lE =] zmlg-n.gw =
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Step Action

12. Click on the Tasklist folder in the Folder List pane.

m .......... m=, Mailbox

............. ﬁ_}] Sent Items

----- Y
{8 Frequent Contacts
e — | Documents

...........

..... 4 [ Work In Progress [1]
= - D Cabinet

............ E Panels

............ {7 TestFolder 2
............ =) Mew Folder

............. 3 Trash

13. The task appears also in the Tasklist folder.

W Taskdist

Subrject Due ... From To

Date -

Foider

N |'=ii:' = | ] * o ., <myadedl@geuse 5/17/20104:10) Test Foide
4 @ Complete GroupiWise Manual  5/4/201 Sharon A Jhoslien 5/28/2010 Caiandar

19
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Making a Mail Message a Task

Mail Messages

Step Action
1. Click and drag the mail message into the Tasklist folder. Release the
mouse.

fat Sharon A Jhoslien Home
= Mailbox
A% Sent Ttems
@ [ Calendar
@ fE Frequent Contacts
# | Doguments
st | ) PP —— T
[ Work In ProgressPi 1] I
2. Open the new task.
3. Click in the Due on field.

[NET 1 I T

| "Sharon A Jhosien” <sharo | Template

B Mail From: " Karen E Johnson”™ <karen. johrnson@louisville.edu>

File Edt Vew Actors Tools Window Help

K Cose 5llmepy Bineyar Cfroad « § - £
Mail | Properties | Messape Source | Personalze | Tasilist | Discssen Thread
oder [1 2N (Vove o B |
lDunrl ll’ =]

Subject: checioff kst

&

=

=
[[] Completed
“C i ".:

4. Select a due date.

5. Click the Close button.

Marking a Task Completed

Step Action

1. Open the task in the Calendar or the in Tasklist folder.
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Step Action
2. Check the Completed checkbox.

> a &

% Comgiste: (0 =
3. Click Close button.
4. The task is marked as completed.

[#]®  Complete GroupWise Manual SM201 Shaen A Dol
£2r  Tesplete e A Pos

Tracking Status of a Task

You can show how much you have completed on any task.

Exercise: Displaying Task Completion Percentage

Step Action
1. Move the Tasklist folder.
2. Right-click on the column headers.
[ Taskist l;
Subject ... From To Date ~ Folder
g 0 | ~Gw manage screenshots | e o S S 6/17/2010 Taskiist

3. Choose More Columns.
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Step

4.

Action
Select % Complete.

Select Columns

| Assigned |
| Author
| Authority

| Begin

| Caller Name h
| Category

\oC

| Company

| Completed

| Complatads |
| Created sl

Calumn width

Column position

l 144

J{_csmater || tagers [ > |

[Subiect ]

Mail Messages

Click the Add button.

Select % Complete in the Selected columns panel.

Click the Up button.

Click OK.
W Taskiist
Subject | %e.. | Due... From
O @  Re:Testvacaton (Outof the [ : -
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Exercise: Updating the Completion of a Task
Step Action
1. Open the task or mail item in the Tasklist folder.
2. Type the percentage of the task that has been completed into the %
Complete field.
= Mail From: E|@
File Edit View Actions Tools Accounts Window Help
X Cose 5" Reply BOreoyAl Croward ~ G - 0 @& & E B
|Mail || Properties || Personalize | Tasklist .Dlscussonﬂlread_
Order: ;_ - bt (] Completed
pueon: [ 0 A

Subject: Re: Test Vacation (Out of the office)

—_

3. Close the task or mail item.

The percentage is displayed in the Tasklist folder view.

(] Taskiist

Subject

d e DEETEmEE|

o | From To |

Subtasks

Novell GroupWise 8 now has the capabilities of creating subtasks.

Exercise: Creating Subtasks

Step Action
1. In the Tasklist folder, select the item for which you want to create
subtasks.

2. Right-click on the item.
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Step Action
3. Select New Subitem.

Subject %%,
O he B IR
Open
Save As. ..
Print...
Find in Tasklist' folder...

Mew Subitem

Reply
Forward

Forward a= Attachment
Resend

Delete

Delete and Empty
Archeve

4. Type the name of the subtask.

W Taskiist

subject %.. Due... From
H 2 [perFestvesssentoneise | I Sharon

5. Open the subtask and add due dates and additional information as
needed.
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Exercise: Updating the Completion of a Subtask

Step Action
1. Open the subtask in the Tasklist folder.
2. Type the percentage of the task that has been completed into the %

Complete field.
3. Close the task or mail item.

The percentage completed for the subtask is displayed in the Tasklist
folder view. Also, the completion percentage is rolled-up into the task.

of| Tasklist

Subject %.. | Due... From

B & Re: Test Vacation (Outof the ]
=2 SubTask A | I

e EETEE [
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Mail Messages
Edit Attachments
You can now edit an attachment and save the attachment in its original location.

Edit an Attachment

Step Action
1. Open the mail message with the attachment.
2. Right - click on the attachment.
3. Select Edit.

—
=

I% View Attachment

I View in New Windoy

Print.

Send To
4. Make the edits to the file.
5. Click on File > Save As or Office button > Save As.
6. Navigate to the correct folder.

7. Click the Save button.
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Adding a Notes
You can add a note to a mail item that you receive with GroupWise 8.

Adding a Note to a Received Mail Item

Step Action
1. Open the mail message.

2. Click on the Personalize tab.

X Cose GIReply BUReyAl CHfoward - G ~ » « & B

Mail Prm:erueMessa@e Source || Discussion Thread |

From: 5/28/2010 4:22:57 PM
To:
] Re: Attachment example

3. Click in the My Notes field.
B Cose & Regy MorecyMl CRrowad - § - 0 @ &
Mal | Properties | Personalze | Massage Source | Discussion Thresd
My Subgect. |
!
Category. | = | Edi Categodes | Contacts @
Sybject: Re: Attschment example

4. Type the note.

5. Click the Close button.
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AutoSave

While you are composing a mail message, the message is automatically saved
every thirty seconds. In the event of an unexpected shutdown of GroupWise, the
mail message is backed up in the temporary folder. When GroupWise restarts, a
window appears with several choices for recovering the mail messages.

e Retrieve all saved messages into GroupWise:
This option recovers all of the messages you were composing at the time of
the shutdown.

e Delete all saved messages:
This option deletes all of the saved messages permanently

e Ask again next time GroupWise is started:
This option preserves the saved messages on disk but does not recover them
in GroupWise. The recover mail messages window will appear when
GroupWise is started again

Disabling and/or Enabling AutoSave

Step Action
1. Select Tools > Options.
2. Double-click on the Environment icon.

Options @

Send Documents

& &

Security Certificates  Calendar

‘ Close I

3. Click on the General tab.
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Step

4.

Action

29

Check the Disable autosave checkbox to disable autosave.

. - . . i ﬁdam —
Interface language: [+] Prompt on empty fiter
¥ | 7] Prompt on empty find
View options [¥] Chack spaling as you type
[¥] Read next after accept, decline or delete [[] Check speling before send
[[] Open new view after send [[] Launch Notify at startup
[] Launch Messenger at startup
Refresh interval g’lﬂl\' Messenger pres =)
- [{psable autosave |
Every: |1 2| minutes |0 2 seconds
HTML Browser
lDdaLi!. Browsar v
[ Aw | N

Uncheck the Disable autosave checkbox to enable autosave.

Click OK.
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Contact History

With GroupWise, you can view all of the email sent from and to a contact.

Using Contact History

Step

1.

Action
Click on the Contacts tab.

ise - Mailbox

jons Toals Windmw  Help

ETAl Calendar Sent Ttems ' " Contacts

B ™ 'D‘;a ) tewmal > (5 newappt + [ newtask ~ ] [EF] Bl [
Pron

k4 | o Wi

Double-click on the contact.

aﬁoﬂi

— s B o B

- » e R St W b

Title: Tech Consult IV
Department: IT Technology ...
Office Phone: - -

Fax Number:
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Step Action
3. Click on the History tab.

e

| Categones ||

All mail messages sent to and from the contact are displayed.

[~ Contact History Find: +
Subject Date ~

B Today (Tuesday, June 01, 2010)

#  Outlook 6/1/2010 10:30

() | Cutiook 6/1/2010 10:30

E3#  iClicker 6/1/20109:57 A
B Friday, May 28, 2010

Ep Re: Attachment example 5/28/2010 4:22

31
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Adding Contacts to a Received Mail Message

At times, you may want to associate a mail message to additional contacts. For
example, you may have received a forwarded mail message. The contact
information that you have for that forwarded mail message is just the sender. You
can now add additional contact users, such as the initiator of the mail message.

Step Action
1. Open the mail message.
2. Click on the Personalize tab.
3. Type the contact name into the Contacts field.
My Subject
My Motes
Categary - T_ Edtt Categores l':-:\"tu."ﬂ! ]___ LGJ

Subject: Test draft
———

Or, click on the Address book for the Contacts field.

[ FIGPET IS | © e s LASCLSSEN [TFSEU

My Subject
My Motes
Category | ] | Edil Categoees | Contacts T

Subject: Test draft
[———
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Step Action

Add the contacts using the address book. Click the To button for each
new contact.

@ Address Selector

Look in: !@.NmellﬁroupWiseAd:iesanok v [ To ][ cC ][ BC ]
Look for: | Match | Name ~ Selected:
To: 8 1

MName -« E-Mail,

8

8

8

8

8

8

8

3

[ g

< >

4. Click the Close button.
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Message Preview
You can now view the first few lines of a mail item using message preview.

Enabling Message Preview for a Folder

Step Action
1. Right-click on the folder in the folder list.

2. Choose Properties.

Test Folder

ish [1] Delete
Rename
Sharing...

Add to Favorites
Properties

3. Select the Display tab.

Test Folder 2 Properties Elgl

General Display | Sharing

Fest Folder 3}

Type: Personal
Owner: Sharon A Jhoslien
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Step Action

4, Check Message Preview.

At om ingE> B

Desplary all #ema in the selectad folder

vew b

[hatails ¥

Sot by:

Diste £~

Sort omler

 Ascending v

5. Click OK.

6. Click OK.

| Swvess ||

(O Summary
(%) Columna

[] Show Group Labeds

[J{Message Preview

The first few lines for each mail message appears.

= Tast Folder 2[7]
Name Subject Date =
=T " . chackaff kst 5/17/2010 %101
= ¢ S Message Preview 6/1/2010 10:3
This is & preview of "
= -— GWEB 6/1/2010 10:5
oo rekify e w W O i af st the results on
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Calendar Options
Additional Time Zone

You can display a time zone in addition to your default time zone in your calendar.

Setting an Additional Time Zone

Step Action
1. Click on your Calendar.
2. Choose the Day view.
3. Right-click in the calendar grid.
4. Select Additional Time Zone.

T ven 3!

= Hide Icons r

r
l Additional Time Zone... ‘
i}
Text Display
g Time Interval 2’

Background Color...
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Step
5.

Action
Check Display Additional Time Zone.

Additional Time Zone

| Workstation Time Zone
{ Labe: |

Time Zone: '_ (GMT-05:00) Eastem Time (US & Canada) b
i sweo [ ok ][ cancel |

Click in the Label field and type a name for the time zone.

Additional Time Zone

Addtional Time Zone

Display Addional Time Zone

Label: [u_

Time Zone: | (GMT-05:00) Eastem Time (US & Canada) v

Workstation Time Zone

S

Time Zone: | (GMT-05:00) Eastem Time (US & Canada) v

[ ok ][ concel |

Click in the Time Zone field and select the appropriate time zone.

Type a label for the Workstation Time Zone.

Click OK.

37
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Step Action
10. The new time zone is displayed in the day view.

m

| Cravanzh. . Offica
00

AM 30 1AM 30
9 001000
AM 30 AM 30
100011 00
AM 301AM 30

Modifying Event Recipients

At times you may find that you need to add people or resources to an appointment.
Before, we would delegate the appointment. Now we add the new person or

resource to the appointment and the appointment will be sent to the additional
accounts.

Modifying an Appointment’s Recipients

Step Action
1. Click on your calendar.
2. Find the appointment.

3. Right-click the appointment and select Modify Recipients.
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Step
4.

Action
Add the new recipients into the To, CC, or BC fields.

Modity Recipients

[addessBook | | Ox | | concs

Click OK.

The appointment is resent only to the new accounts.

39
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Address Book Changes

Contact Birthday/Anniversary Dates

You can set the birthday and/or anniversary date for a contact. In earlier versions,
the date did not appear on your calendar. Now, you can choose to have the date

appear on your calendar.

Adding Contact Birthday/Anniversary Dates to your Calendar

Step Action
1. Create a new contact in your Address Book.
2. Complete the basic information for the contact.
T New Contact: Durms, Giorpe
Fie Wiw ASDOnd  HeD
i ocese [ e - @ y B serdicontaet (M) i B
Suemay | Coried | Deteln | Addeess | Advanced Hetea
[t | [0t e
Dhagdony A e [mirge -
Job Toe Comedan
Company | T [od
= e Phacs: L
Ak Emad Adey Hiome Mhore
Mobis Phone
. b ] ||
) sharon & Theesen

3. Click the Details tab.
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Step Action
4, Select the Birthday and/or Anniversary dates.
Summary Corrtau:tl Details |.-'-‘c.ddress Advanced 1

Office
Profession: || |
Departrnent: | | Location: | |
Manal}fr: | |.-5.ssistant: | |
Birthday: ] -
Anniversary D E
Spouse: | |Chi|dren: | |
Hobbies: | |

5. Click the Save button.

6. Click the Close button.

7. Close the Address Book.

8. Click on the Calendar folder.

9. Switch to Month view.

10. Navigate to the month in which the birthday or anniversary occurs.

The birthday or anniversary appears on the calendar.

8 9 10
15 16 17
22 23 24

11

12

18
4 Birthday: Burns, Geor
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Other Features
Rules

New rule enhancement includes rules for when items are marked completed and a
new vacation rule wizard.

Vacation Rule Wizard

Step Action
1. Click on the Tools menu and choose Vacation Rule.
2. Type the subject of the reply mail message into the Subject field.

Type the message into the Message field.

Vacation Rule

Activate my vacation rule
Enter the subject and message for your vacation rule rephy.

Subject:

—

Message:

Reply to Extemal Users

H Stat Date: |l_ End Date: ||_

|
Dates are scheduled as All Day Events, showing you with Out of Office status.

[ Save H Cancel ]

3. Choose the Start Date and End Date for the rule to remain active.

4. Click the Save button.
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Step Action
If you send yourself a mail message, you will receive several out of the
office replies.
. Mo (4]
. — v~ e
36 + Re; Attachment example £/28/2010 422
i} ; G6f1/2010 1 13
- e Re: Test Vacation (Qut of the office] | 6/1/2010 2:54
| P - - Re: Test Vacation (Dut of the office] | 6/1/2010 2:54
{:L.. | S o S Jirest vacation 6/1/2010 2:54
| - - Re: Test Vacation (Dut of the office] ) 6/1/2010 2:54

Completed Task Rule

In this example, we will move tasks that are marked completed to a folder named
“Completed Tasks.”

Step Action
1. Create a new folder and name it: Completed Tasks.
2. Click on the Tools menu and choose Rules.
3. Click the New button.

Raales

Pluiles ste svecifed in the order Bhey sopearin he bl Drege
rule fo m difenet poston fo change the order

Fusle st
Hige heame  Evert

© [T

O Vacsbon Fuk  Mew Hem

dudieiy

|_r-l e DE-'IL
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Step Action
4. Type Completed Tasks into the Rule name field.
New Rule E]rgl
I Rulunm]l
L
d Wheneventis

New lftem %] Andtems are: [ |Received [ |Sent [ Posted [ |Drft
if conditions are  (optional)

s R
] mai on all tems
[[] Appointment
[ Task
[] Reminder note
[[J Phone message
Appointment corflict exists: | Does not matter (Yes or No) v
Then actions are
Add Action ~
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Step Action
5. Click the Add Action button.
New Rule E]El
Rule name: !Complet:d Tasksi
When event is
Anditemsare: [ |Received [ |Sent [|Posted []Drsft
If conditions are (optional)
o e &
[ Mail on all tems
]:]mpmm
[Task
[] Reminder note
]:Iﬁwnerrlussage
Appointment confiict exists: | Does not matter (Yes or No) v
Add Action «

6. Choose Move to Folder.
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Step Action
7. Check the Completed Tasks folder.

Mowve Item to Folder Action

Choose the folder below that you want to Move
or Link the ssleciad tem(s) to

Foider st

# [ Frequert Cortacts A
# 11" Documents Cancel
O] W Taskdist
O] % Work In Progress
= 0O
5 Completed Tasks
{1 Fanss
L1 Test Folder 2 |-
1) New Foider v

8. Click the Move button.
9. Click the Save button.
10. Click the Close button.
11. Check an item off as completed in the Task List folder.

12. The item moves to the new folder, Completed Tasks.



Mail Messages

Quick Find

Quick find allows you to search for a mail item not only in the current folder, but

across all folders.

Using Quick

Step
1.

Find

Action

Click in the Find field.

Date
5/28/2010 4:221
6/1/2010 10:13,

Gral &M I30AN EA

Type a word or phrase.

Click the Find dropdown.

l Find: Jtr-:lv @

I Find: + I
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Step

4.

Action

Choose In All Folders.

Find; » troy

In 'Mailbox' folder...
Clear

In All Folders
In Default Library
In All Libraries

In Contacts

Categories

Received Items

Sent Items

Posted Items

Draft Items

Items with Attachments

Mail Messages

The Find Results dialog box appears with mail items that meet the

criteria.

®. GroupWise Find Results

File Edit View Actons Tools Window Help

X kN

[~Find Results

Find: +
Mame Subject Date Library Folder
Eap Franklin, Troy A iClicker 6/1/2010 2:57 A Mailbox
Eap Abou-Chebl, Ale Re: Test Attachmer  6/1/2010 1:19 Pl Mailbox
[0, Franklin, Troy A; Outlook 6/1/2010 4:05PI Calendar
48] i Sharon A Jhoslie  Qutlook 6/1/2010 405 P Calendar |
Find results updated at 4:08 PM on 6/1/2010 Selected: 0 Total: 4




