Electronic Mail --  GroupWise (6.5) Basics

To Open GroupWise:

1. Double click on the GroupWise icon.

2. At User ID: delete whatever is there and type in your login ID 

3. Type your password  (Ignore the rest of the information in the window)

4. Click OK.

5. You will see a window similar to the one below.  
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To SEND a message:
1. Click on the New Mail button (see white arrow above).

2. Your cursor is automatically placed in the To: box (see arrow below).




3. Your message can be addressed in two ways:

Option 1:

1. Click on the Address button (top)

2. Be sure that Novell GroupWise Address Book shows in the Look In box.  If not, click the arrow to the right of the box to select the correct address book.
3. Find and double-click on the person’s name and click OK.

Option 2:

In the To: box, type the person’s mailbox ID (usually their last name)

4. Tab to the Subject line and type in your subject.

5. Tab to the Message line and type your message.

6. Click the Send button on the top left.

To Open and Read a Message:
1. When you open GroupWise, you will be presented with your mailbox.  

2. Double click on a message to read it.

3. From the buttons on the top you can Close, Reply, Forward, or Delete it (trash can).

Important:

1. When you delete a message it is sent to the trash folder.  The trash is picked up every 7 days.  

2. Be sure to regularly delete messages from your Sent Mail folder.

3. Do NOT change any settings in GroupWise without permission.

Press this icon to send a new mail message














