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	The following has been adapted from the Novel User Guide (found under the help menu) and the Cool Solutions Web Community: http://www.novell.com/communities/coolsolutions


Messaging

Understanding Icons

GroupWise has several icons that you may come across. For a detailed list and explanation of these icons, click the Help menu and choose User Guide. This will open up a new browser window. Click on Getting Started > Understanding Your Mailbox from the left-hand navigation. Sections Icons Appearing Next to Items in Your Mailbox and Calendar give a breakdown of icons and their explanations.

Delaying Delivery

You can set the message delivery time in GroupWise using Delayed Delivery.
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Type the message the item for which you wish to delay delivery.

2. Click the Send Options tab and make sure the General options are displayed.

3. Check the Delay delivery box.

4. Enter the number of days to delay or a specific date and time when you want to deliver the message.

5. Click Send.

6. Your message will transfer to the Sent Items folder and remain unsent until the day and time you specified.

Checking the Status of Your Items

The 'Properties' tab on any sent item in GroupWise allows you to check its. You can see when an item was delivered and when the recipient opened or deleted the item. If a recipient accepted or declined an appointment and included a comment, you’ll see the comment in the Properties window. You’ll also see if a recipient marked a task as Completed.

You can turn on or off the feature that lets you see if your messages have been delivered, opened, retracted, or deleted by your recipients.

7. To view the properties for a sent item, select the Sent Items folder.

8. Double-click the item to open it and click the Properties tab, or right-click and choose Properties from the context menu. In the window, you can see who received your message, when it was delivered, opened, and/or deleted under Action.
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Retracting Items

You can retract (and delete) a message from recipients who haven’t yet opened the item within the Novell network. You can retract an appointment, reminder note, or task at any time.

9. Click the Sent Items folder in the Folder List.

10. Select the item you want to retract.

11. At the top of the window, choose Retract [image: image2.wmf] or Retract And Delete [image: image3.wmf].
12. If you look at the Properties tab, you will see that the message has an Action status of retracted from the recipients who have not yet opened the message. 

Requesting a Response
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To request a reply, compose a message, then click the Send Options tab.

14. Click Reply requested, then specify when you want to receive the reply.

15. The recipient sees the Reply requested icon next to the message. If you select When convenient, “Reply Requested: When convenient” appears at the top of the message. If you select Within _ days, “Reply Requested: By xx/xx/xx” appears at the top of the message.

16. Click OK.

Reusable Vacation Rule

17. Click Tools > Rules > New. Enter a name for the rule.

18. Click the check boxes next to Received and the item types you want the rule to respond to (e.g., Mail, Appointment). 
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19. Click Define Conditions to set the dates of delivery.

a. From the first menu, select All Fields, then find and select Delivered. Click OK.

b. From the next menu (with the = sign), select On or After Date (>=)
c. In the next field, type the date you will start your vacation.

d. Click End and choose And from the menu to start another row.
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e. This row will be a lot like the first one, but will define the vacation end date. In the first menu, click Delivered, which should now be in the drop-down menu.

f. From the next menu, choose On or Before Date (<=) from the menu.

g. In the next field, type the date you will return from vacation. GroupWise will stop the rule by this end date, so when you return you don’t need to worry about turning the rule off. Change these dates to re-use the rule.

h. Click End and choose And from the list to start another row.
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i. To set the To/From filter: from the new row (the third row), select All Fields, then find and select To. Click OK.
j. Leave Contains ([]) in the second field and then type your e-mail address in the next field. This ensures that only e-mail sent directly to you, (not through list servers), will be affected by the rule.

k. Click End and choose And from the list to start the last row.

l. From the first menu, select From, and Does Not Contain ([x]) from the second menu

m. In the third field, type your e-mail address. This ensures that you won't get caught in an infinite loop. Leave End in the last menu of this row and then click OK.
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In the New Rule window, click the Add Action button and choose Reply… Make sure Reply to Sender is selected, then click OK.
21. Type your away message then click OK.
22. Click Save then Close.

This rule works only during the dates specified in the rule itself. Activate it then forget about it until you go on vacation again. When you're ready to reuse it, type new dates in the conditions rows, and change your message in the Reply.

Calendar

Add Annually Repeating Events

23. Create a Posted Appointment, Reminder Note, or other type of message you want. Add the subject, place, and start time as needed.

24. Next, go to Actions > Auto-Date.
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Click the Formula tab. Verify the start date is correct, and choose how many years you want this to repeat on your calendar either using Occurrences or End from the drop-down menu.

26. In the Formula Text box, write the month and date when the event occurs (e.g., December 31). Click OK.

27. In the message window, click Post. Check your calendar to see your event.
Sharing Information

Sharing Contacts

If you create an address book that you want to share:

28. In the main window, click [image: image9.png]@ address Book



 icon on the toolbar.

29. Right-click the address book you want to share, then click Sharing.

30. If the address book is not visible, you must open it by clicking File > Open Book.
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Click Shared with.

32. Type the name of the users you want to share the address book with, then click Add User.

33. Click the name of each user in the Share List, then add or remove access as desired.

34. Click Apply to save your changes. This will open up a dialog box allowing you to write a notification to the other sharing users. 

35. In the message field, add your message and request that they synchronize the address book. Then click OK.

36. Click OK again to close the Properties dialog box. Notice your address book now has the Shared address book [image: image10.png]


 icon.

37. Make sure to synchronize your address book after you share it. Right-click on the address book icon and choose Synchronize > Current Book.

Sharing Folders

38. In the menu, go to File > New > Folder…
39. Select Shared Folder and click Next.

40. Name the folder (something like Shared Calendar). Use ‘Down’ and ‘Left’ to reposition it in your Folder List if desired, then click Next.

41. [image: image17..pict]Enter the names of the people who will share this folder in the Name field, or use the address book icon, and click Add User.

42. Click the name of each user in the Share List, then add or remove access as desired.

43. Click Next.

44. [image: image18..pict]Under Setting Name: choose All Items. Under Description, make sure it says “Display all items in the selected folder”, and click Save As.

45. A dialog box will appear confirming the save details. If they are correct, click OK.

46. Click the check boxes for the categories you want under Item Source and Item Type.

47. Choose how you want to view and sort the folder. Click Finish. 
48. A dialog box will appear (Shared Folder Notification). You may include an additional message in the notification that will be sent to each member with access to the shared folder. Enter text, and click OK.
Sharing Calendars without using Proxy

49. Right-click on your calendar and choose New Calendar.
50. Rename the calendar in the Folder List. If you want, choose a color by clicking the color swatch to the left of the calendar name.

51. Right-click the new calendar and choose Sharing…
52. Select Shared with, and enter the names of the people who will share this folder in the Name field, or use the address book icon, and click Add User.

53. Click the name of each user in the Share List, then add or remove access as needed.

54. Click OK.

This new calendar is empty. To add all existing items from your original calendar: 

55. Right-click the original calendar and choose Properties.

56. In the Display tab, Change "View by" to "Details" and click OK.

57. Select all the items in regular calendar folder (Edit > Select All)

58. Right-click and drag all items to shared folder. Select Link to from popup menu.
59. This should copy all the events to the shared calendar. Remember to reset the View By options on the original calendar.

Understanding Distribution Lists (ListProc)

There are several distribution lists on campus for faculty, staff, and students. Some are denoted with “Essential” such as “Staff_Essential”; These lists are used to send important University-related e-mail to all members and you cannot unsubscribe from them.

Different departments or group on campus can have mailing lists. See IT’s website (http://it.scu.edu) under Help > EMail (sic) for more details.

Subscribe to a List

In order to subscribe to a list, you will need to know the name of the list. You can typically get the name of the list from the list's owner. If you are trying to add yourself to the Faculty, Faculty_Essential, Staff, Staff_Essential lists, or Undergrad or Grad lists, you will need to contact the Information Technology Service Center at x5700.

60. Once you know the list name, send an e-mail to listproc@listproc.scu.edu using the e-mail you wish to receive messages on.

61. Leave the subject blank. In the body, type: SUBSCRIBE LIST first name last name
· LIST is the name of the list you want to subscribe to.

· first name is your first name

· last name is your last name.

Unsubscribe from a List

To unsubscribe from a list, you must send an email message from the email address currently receiving the list messages. Your request to unsubscribe must be sent to listproc@listproc.scu.edu. DO NOT send unsubscribe requests to the mailing list. Leave the subject blank. In the body of the message, you should format your request:

      UNSUBSCRIBE LIST
In addition to subscribing and unsubscribing, you can send other commands to the ListProc. As in the above, send your requests to listproc@listproc.scu.edu, Leave the subject blank, and type any of the following commands in the body:

· To get help with ListProc, type HELP
· To find out which lists you are subscribed to, type WHICH
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