Creating Folders in GroupWise

The U.S. consumption of paper and paperboard in 1999 was approximately 354 kilograms (about 800 pounds) per person. 

In 1997 the total world paper and paperboard production was 299,044 metric tons. It would take about 200,000 Volkswagen Beetle cars to equal this weight. 

If you aren't already doing this, I encourage you to keep your messages in folders rather than print them out.  

To Create Folders in GroupWise

1. Open GroupWise

2. Right click the Cabinet folder (in the left column)

3. Click on New Folder

4. A window will pop up.  Be sure that Personal Folder is marked.  At the bottom, click on Next

5. At the top under Name, change the words, New Folder, to whatever you want. (Memos, Directions, 3rd Grade Info, etc)

6. It will reside in the Cabinet folder.  If you have more than one folder there, you can position it wherever you want it by using the up and down buttons on the right.

7. Click Next (at the bottom.)

8. Click Finished (at the bottom) without changing anything in this window.

To place e-mail messages in a folder, just drag them from your mailbox to the correct folder with your mouse.  If you have problems, please ask for help.  

