You've Got Mail 4
Groupwise 6.5 for OSX w
The new Groupwise email version is on all OSX computers. It can be used only when you are in
school. To access your Groupwise email from home, you will have to use the web based version.

To open Groupwise, double click on the Groupwise icon “af in the dock.
Login with your user ID and password

e e Movell GroupWise Startup

User ID (Required) “ileo)

Password:

= Online Address: 10.1.100.12 Port 1677

) Caching mailbox path:

£ oKk ) ( Cancel

Once you have used the email login on that computer, Groupwise will remember you and only ask

only for your password:
800 GroupWise Client

Password:

{_ Ok ) (" Cancel |

Because Groupwise remembers the last person to use the computer, you may find that typing in
only your password doesn't work. (It is remembering someone elsel) If that happens, just click on
Cancel, and the full screen that requests your User ID and Password will appear. You can then

type in your own User ID and Password.

Click OK.
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Groupwise 6 Window:

Use Address Book to
Trashdeletes  |ocate users or use your
messages | personal address book Create new message Calendlar
|
ana Movell CroupiWVise - Mailbox *
& Address Book [ | EhPrnt - S, | B Mew Mall - Sh New Appt - CEr New Task - OF) New Mo - (3 | B (™
9 - & Reply - S Forward ~ g | B Accept - B Decline - T Delaga @,’l%
& Mailbox Show: s
% Jorena Kilcoursa m From Subject Date T
-:f:'a‘-‘ﬁ Mailbox |41 (514  Laurie Hall Groupwise manual 1/5/05 8:50 AM
[ calenaar = Scott Carrizzo password 1/5/05 8:40 AM m
kb Sent ems =1 # AnnKittredge <ann... Server Solutions Seminar 1405 5:0% PM
= -@-"H ‘Wark In Prograssii .| = Sue Rice Re: WEB-MASTER QUESTIONS 144405 11238 AM
F 4 5 Cabinet = Tarri Barb Re: lesfing imaga 14805 11:33 AWM
& Coniacls i Barbara Myers-Leison Science Lieracy Leaders Tralning Jan.... 18835 11:317 AM
* B Documents = « SusRice Grant 104/05 11:20 AM
¥ Checklist f' (3 William Glass K report card needs 114005 10:24 AM
'fi‘ Trasn [158] =14+  Barbara Myers-Letson Re: Jan 11 18805 10210 AM 1
bals JED Vickl Kenyon Re: obsolete computer XABS2IDUHVTIMAE 10:04 AN =
| Selected: 1 | Total: 46

Icons appearing next to Items in your mailbox have meaning:
(=1 Unopened new message
=1 # Message with an attachment
] Opened message

(e Opened message that you replied to

i Message has been forwarded
Folder list:

@ Joreta Kilcourse o
& &7 Mailbox 117 Highlight to see message list
[ Calendar -4 Use calendar
b dl Sent iems ¢ See items you sent o others
» & [d Work In Progress
> & E] Cabinet 1] Cabinet holds folders you created to save email messages
& Contacls
B z] Documents L
[# Checklist i

& Trasn [155) <= Tpash holds all the emails you deleted until you empty the trash

R R
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Email Message Window:

Open an email message by double clicking on it in the list.
8o86

Movell GroupWise - Mailbox

|'-3 - | EReply ~ 5 Forward - g | B Accept - B D

I
i® Jorett H’.llmlm
B =

& &7 Mallbc'S
=1

= caleni ,
= . [ # Sue Rics

From

Subject
Scott Carrizzo  alias

=

a B

Grani

| & Agdress Book &) &y pPrint - [ O | G New Mall - 5 New Appt - 53 New Task - ”‘|

Barbara Myers-L.. Sclence Lieracy Leaders Training

- B8 Delagate | @ | 55

Show:
[rate ¥
11505 3:05 PM
1405 11:31 AM
14006 11:20 AM

£

Selected: 1 | Tolal: 34

Reply to email by clicking on the Reply button in the Toolbar.

Create a new email message:

* Type in the actual name of the person in Danbury Public Sc

« If emailing outside the district, you must use the complete
(example: apple42@aol.com)

8oe

hools you wish to email.
email address

* Include a subject. This helps the recipient know what the email is about.

Compose Mail

[l send ¢ Cancel B Address & B | 1] | El

| message |« Send Oplions
From:  Joretia Kilcourse / CC:
To: Barbara Schnuck / BC:
Subject  emall

W4y i '_ Lucida Grande m 4 -a B J§ U | i = (s}
Barbara, T t Add horizontal
Amtached is the new Groupwise directio . Change font .
loretta Change font size color line to text
. |
Bold, Italic, and :
il o Text Alignment
Font families / Underline font 9

To make the new email message a priority and show up as RED in the recipient’s email, click on
Send Options and select High Priority.
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Delete and clean out old messages:
It is important to occasionally clean out your old email. When over 900 people save every
message on the email server, we have problems!

* To delete read messages, click once to highlight the message and then click on the Trash Can

-

in the Menu Bar.

* To empty trash, click on the Trash Can in the Folder List # Trash and from the Edit
Menu, select Empty Trash. When asked if you want to delete all items in the trash, select
yes.

* To delete Sent Messages, Click on the Sent Messages Icon in the Folder List. Your sent
messages will appear in the message list on the right.

* Highlight the messages you wish to delete and click on the Trash Can in the Menu Bar.

-

You will get a message asking where to delete the messages. Select My Mailbox.

Create folders and save messages:

If you wish to save email messages, create a folder to organize your saved messages. Don't leave
them in your new message list. This will make it easier for you to identify new mail and find old
mail.

* To create a folder, click on the Cabinet in your Folders List. ] Cabinet
* From the Actions Menu, select New Folder. A New Folder window will appear. Type in the

name of your new folder and click OK. Don't worry about the other options on the page.
() 3] Mew Folder

Enter the name for new folder :

Cir. Glass

* Click on the small friangle in front of the Cabinet to open the Cabinet folder.
v & Cabinet| [3]

(7 Dr. Glass
* Once created, you can simply drag messages from the message list to the folder on the
right.
* To view saved messages, click on the file folder and the messages o =
will appear in the right side of the window. i Joretta Kicourss
* To go back to new email, click on Mailbox. ¥ & Mailbox
] Calendar
A Sent tems
B o[ Work In Progress
v [El Cabinet
[J Dr. Glass
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Attach Files:

* Create your file and save it to your documents folder.
* Then create the email message.

* To attach a file, click on the paper clip icon & in the toolbar of the message window.
* Navigate to the file you wish to attach. You can also attach photographs.

8ans Artach File
T Jorettakilcourse TH
MName & Date Modified
COMLOG, Ixn Wednesday, Seprember 22, 200...
& Desktop Wednesday, lanuary 5, 2005 11...
- Dhcumenes Tuesday, January 4, 2005 4:31 ..
¢ index. htm Wednesday, November 3, 2004 ...

* Double click the Documents folder to open it, then select the file you wish to attach.
« Click OK.

* An icon for the file will appear in the bottom portion of the email message you are creating.
Different programs will have different icons for the attachment.

806 Compose Mail
fil Send 2 Cancel '?; Address {,;’ B =D R
“_ Message Send Opbons
From: Joretia Kilcourse CC
To William Kilcourss BC:

Subject: atlachments

< G Lucida Grande #l A -a B F U = *al

S8 Amachments

PDF file Word file Appleworks File
- N i
ﬁllﬂ‘l]" pf clazsteache !]I"I'I..Fll.'ilﬁﬂﬁ &
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Open Attached Files:

* You do NOT drag files to the desktop in this version of Groupwise.

* Instead, double click the icon in the bottom window of the email. The file will open in the
program that created it (such as Word, Appleworks, or PDF). If your computer does not
have the program that created the file installed, the file will not open.

* Be patient, it takes a few moments for the program to open.

* Once open, SAVE the file in your documents folder. Even though you can add or make
changes to the file, it will not save in email. You must first save it to your documents
folder and then make changes.

« If you have trouble opening attachments, it may be because your email account has not
been set up to handle attachments with another application.

* From the Groupwise Menu at the top of the screen, select Preferences.

« Click on Extension in the list to the left of the window.

* Check the %e Other Application to open files. This will tell the email to open the program
in which th

88

file was createf. Click OK.
Options

Lsepfera Exfernal viewer Extension
‘applications  MICrosomm O, doc

Add
E Extension
il Send

(%) Security

==y Printing

'Ei Lse application 1o open othar files

&) System gefault application (open)

Custom application

: O 4 Cancel
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Address Books:

Address Books are used to make email lists of specific groups of people. For example, it is very
helpful to have a quick list of staff members in your school. You can make many address books.

& nddress Book in the Toolbar of

To create an address book, click on the Address Book Icon
Groupwise.

* From the File Menu, select New Book.

* Type a name for the new book. Click OK

* The new Address Book will appear in the list on the left of the Address Book window. I have

a number of address books in my email account:

[ X&) s Address Book
W vew - [BDetate W Deiee 5 Acion -

T ' ¢ GroupWise Address Book Mame Completon Posidon: 2 &
¥ GroupWise Address Book || Lok For | |
< Appke repefwainery | Mz E-Mal Address Depart... .l::lﬁ‘-u P.. FaxMuei. |Jse.. i.:u:l: y .Frs..

& Art 5 mader-dagmoniel, mare
& classroom web page a Abdella, Mar... ABDELMEdanbury.... ABDE... Abdala Hm-.-l...m
!.'-: Cocrclinatars E aher, Susan ARERSUadanbury ABFRS) Aber  Susan
ﬁ Ed Connectons ackell, Bevarly ACKELBAdanbury.... ACKELR Ackell Baverly
& Elem Procipals iy ADMM, K ANMIMadanbury k.., ADMIY ADMIN Mr,
#Agnes, Thomas ACHESTRdanbury.... ADHE... Agres  Tho..
& Famiy oy Aogoara, lam.., ADOORLAEanbury.. .. ALDL.. Agoora Lam.,
& Freuent Contacts 2 albanesi, Val... ALBANVEdarkury. .. ALEANY Alpa... Valerie
lﬁ: Great Plain Albanc, Kick  ALBESMNEdanbury... ALBA .. Alhano Kk
o HEyvasrman 1 alfredina, Ma... ALFREMBdanbary.... Bilingual ALFREM Alfre... Maria
g Jaretta Kilcourse B Mllen, Barbara  ALLEMEEdanburny. .. ALLEME Allen  Bash...
& k5 sl | Q &llen, Courtney ALLENC@danbury.... ALLEMC Allen  Court..
o wy Allen, |osdy ALLEMpEdanburs.k... ALLER) Allen  Jady
& K5P stal .l. % Allen, Karen  ALLEWEdanbury.... ALLEME Allen  Karen

To add staff members to your address book, click on Groupwise Address Book in the list.

* Type in the last name of the person you wish to add and it will come up on the list selected.
en/A Address Book

W New - [G) Details @ Detele 55 Action ~

& GroupWise Address Book m Look For: abdella. Marylou

& 3l sraff =
o Name  |E-Mail Addr.. |D
& Apple reps/wainers ) mailer-daem...
& An . &Y Abdella, ... ABDELM@da...
& classroom web page n’_;!a Aber, 5us... ABERSU@dan... [ M &  Address Books
* From the Edit Menu, select Copy To. Available address books € ok )

+ Select the Address book you wish to add this person o . . il start
Apple repsArainers m (" Cancel

" Click oK ;:?Sff]ﬂm WED P :
+ Continue adding people one at a time. e ) + | »
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To make a group of the people in your address book:

This allows you to send the same email to a group of people without individually selecting/typing
their names.

+ Open your new address book.
« Click on the down arrow next to the New Icon in the Toolbar
™ New I' =

Contact

Resource

Organizafion

Select Group.
+ Type a name for the Group that clearly indicates the members of the group.

- Membera' |
« Click on the Members button. =

+ Double click each person you wish to add to the group and the name will appear in the right

window.
a e Select Group Members
Lackin: | & all stal R =" gt ) ( s
Lok Far: | | To & camer Donens
Barb, Tem
Sddraas Lisl b
Pularrei £-Mail &ddri | Dep... Office .Fuu-: M... s La |Fi...
g arri |Gl i i ]
i BT i i, i
Figuerga, ... ICUEEa ank... Techn... 790-2... AG... Figu... Ed
Manr, Brign MIAKNKERda. .. Tech ... 306 WA, Mann Erign
Retermine... ROBEEPaEdan... Techn... Fag-2... BROE... Rob... Pepar
te-rhies
» Click OK and the list will appear
Bm& Mew Croup: (all stalf)
| ety |
Hama wihee?
Commens
Ta Cane [enaT
Ta Jars Tem
Io Anberane, Peier
‘Aembers
Foo } " Cancsl .
Click OK.
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* The new group will appear in your Address Book.

8ecoa Address Book
|  New - B Retais @ Delete 53 Action =
I your address book
CroupWise A - , S
E = 5:: - Look For: | includes the individual
Mame | E-Mail Address Deepart... | 6 d‘ ﬁ
r i members and the grou
& Apple reps) Barb, Terri BARBTE@danbury... Technal... grovp
& Art Carter, Done... CARTED@danbur... you have the cyation cf
& classroom w Figueroa, Ed  FIGLEE@danbury.... Technal... (ecti c 0
& Coordinator: Mann, Brigit  MANKWBR@danbur... Tech se... selecting afewyecy € or atl.
& Ed.Connecti oberting, P... ROBERPEdanbury... Technal...
' = techies?

& Elem Princip

* When you create a new email and wish to send it to the whole group, just type in the name

of the group in the to section of the email.
[ ] Compose Mail

Jil send ¥ Cancel =0 Addess 4 B | E ([E B
[ Message = Serd Oplions

From: Joretla Kilcoursa LG
Ta: ‘techiesz | BC:

Subject ekt

4y 4 | [Dialog Ml a - B 5 U | &= =

« If you can't remember the group name, click on address book and select the correct address
book, then the group. It will appear in the To area of the new email.

ama Addressy Eook
:1-2| Mew - o o D '%.I'lu:unn -
0 B . The media center has
t’ Lroupyise Lok For |
ﬁ Al malf Marme | L-sail sddress [epart... tﬁe ﬁ’tf[ ma’nua‘[ﬁr
¥ Apple reps/ ﬁ Barb, Terri BEARBTEmdanbury... Technal... , ,
& Art -2 Carter, Done,,. CARTECudanbur, GTOUJ?W'ISQ Tf you
'E’ ClAssronm w Figueeroa, Ed FIGUEEEdanzury.... Technaol...
E Caoardinatonrs: Mann, Brigit MANMNERGdanbur... Tech se... need more
& Ed_Connectic Robertine, P... ROBERPE@danbury... Technal...
) 2 P techies? , ,
,w..- Flem Princip/ 2 (X1} OTmat‘LO'n.
=
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