GroupWise 6.5 Windows client at CCSF: 
New Features
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The Main Window

The new features in GroupWise 6.5 for Windows are only fully usable with the new GroupWise client program installed on your computer. 
The method and timeline for installing this client are still being worked out.
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Don’t worry! Changes are incremental: you can do everything you are used to doing with the Windows version of GroupWise—and, if you want, you can do more. 

Categories and colors

You’ll notice some new colors because you can now easily mark messages as a special, color-coded category.
Replied-to messages
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Finally! Messages to which you have replied are marked with a yellow arrow on the right pointing to the open envelope. 
Toolbar changes

Right-click on any toolbar and select Customize Toolbar to make changes. 

Folder changes
· A new Contacts folder allows you access to your Frequent Contacts Address book so that you can more easily add/change/delete the email addresses of people outside CCSF. Add individuals (contacts) or Groups.
· The old Task List folder is gone, replaced by a new Checklist folder that acts as a to-do list. Drag any message you want to this folder to remind yourself of tasks you must complete. If you want, you can assign a due date to any message in this folder:

Open the message, click Checklist, and add the due date:
As a gentle reminder, the Due date box turns green on the due date, and red after it.
You can also set a message’s position in the list or mark it completed from the Checklist tab when you are done with the task.
· You can no longer delete the Sent-Items folder!
· You can move Sent messages to other folders just as you can any other messages.

· You can add a Junk Mail folder yourself and configure it—if you want even more control than CCSF’s already efficient Barracuda Spam filter provides. Note: The Junk Mail Folder will only become visible once the Junk Mail feature has been enabled.
Moved functions and new tabbed windows

Some functions have been moved so that they are more accessible:

	Changing to a proxy is now available from the Online mode drop-down box above the folder list (click the down-arrow above your name).
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	You can compose a message—but delay sending it using the Send Options tab on the New Message window.
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Contacts Folder 

The Contacts Folder is a shortcut to your Frequent Contacts address book. You can add, change and delete entries using this folder as an entry point.
To point the Contacts Folder to a different book:
1. Right-click the Contacts folder. 

2. Click Properties.  

3. Click the address book name from the Address Book drop-down list; then click OK.  Note: You can’t point to the Novell CCSF system address book (with all CCSF entries). 
Checklist Folder 

Use the Checklist folder to create a to-do or task list. You can move any items (mail messages, phone messages, reminder notes, tasks, or appointments) to this folder and arrange them in the order you want. Each item is marked with a check box so that you can check off items as you complete them. 

After you have moved an item to the Checklist folder, you can open it, click the Checklist tab, and assign it a due date. You can also mark it Completed and set its position in the list from the Checklist tab.
Junk Mail Handling and the Junk Mail folder 

GroupWise’s new Junk Mail features simply duplicates what CCSF’s Barracuda Spam filter already does. Better concentrate on improving what Barracuda does for you by using its Whitelist and Blacklist features.

Categories 

Categories provide you with a way to organize your items. Four default categories (Follow-Up, Low Priority, Personal, and Urgent) are available for you to immediately assign to items. You can:
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assign a category to any item, including contacts

· create and add categories to the preset ones

· give each category an identifying color
—the colors display in the Item List and in the Calendar
To assign an email message to a category 
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Click your Mailbox folder on the left to see a list of messages on the right. 

1. Right click a message 

2. Select Categories. 

3. Slide to the right and choose one of the existing categories. If you want to create a new category, click More… 
4. Enter your new category name in the box labeled <Type here…>  

5. Click the Add button. 

6. To assign a color: click the category name from the list and click the Edit Color button. 
7. Click OK when done. 

Another way to edit existing categories or create new ones 

1. Click any message or calendar appointment once (clicking twice will open it).  

2. On the menu bar , click Actions ( Categories 
3. Select More… from the bottom of the list 

4. Click the category name so that it is highlighted. 

5. Then depending on what you want to do, click on one or more of these buttons: 
Edit Color, Rename, Remove Color, or Delete
To assign more than one category to an item 
An easy way is to right click on the item more than once and select an additional category each time. The first one selected will be the primary one ("primary" determines item color). 

To change which category is primary

1. Click to select the item
2. With the item highlighted, on the menu bar click Actions > Categories > More… 

3. Check and uncheck items as desired to assign one or more categories to the item. 

4. Select/highlight a category
5. Click the Primary button 

To filter or sort on Categories 
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Filter on categories by using the Show menu next to the Filter icon. Click the underlined word Show or the down triangle next to the word Categories. 

You can also add a Category column heading for sorting:
1. Right click any column heading and choose More Columns from the shortcut menu. 

2. Click Category from the list of available columns on the left 

3. Click the Add button. 
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Click OK when you are done. 

Now you can sort messages by their primary category just as you sort by any column. 

Changes in Sending and Receiving Email
Tabbed Item Views 

When you send or receive an email, you’ll see a new tabbed interface in the message window. The New Mail window, for example, now has two tabs: 

The Mail tab has From, To, Subject, and Message. 

The Send Options tab has Category, Priority, Return Notification, Classification, and other options. The Status Tracking and Security buttons are also new. 

Personalizing Received Mail that you receive
Unless the sender marks the e-mail as a priority that exists on your system, all incoming e-mails will look the same. If you read the e-mail and decide you want to distinguish it from other items in your mailbox, you can both categorize and change the subject line of that item. 

To change the Subject line of an incoming message

Now you can change the subject lines of messages that you have received to be more helpful to you. Your changes are for your eyes only, in your mailbox. They don’t affect other recipients’ view of that email.
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From the message window, click the Personalize tab. 
2. In the My Subject field type in a new subject for the e-mail. 

To categorize a received message
Click the [image: image1.jpg]


 button next to the Category field.  

Categories can be customized as necessary. 

New capabilities for Sending Mail

Quick Proxy Access when sending mail 

If you have proxy access to another account and are allowed write access, you don't have to switch over to that account before sending mail. 

In the From section of the Mail To: window is a drop down arrow which you can click to display a list of your proxy accounts. Choose a proxy and you send mail as though you are proxied into that account for that email only.
For example, I have proxy access to a resource account called R210. I can be in my account and send a message marked as from R210 without having to proxy into that resource account. 

Message Properties 

You can establish or modify properties of outgoing messages before you send them. Most of these features only apply if you are sending email to other GroupWise users on our system. If the recipient uses Eudora or Outlook to read their GroupWise email or if they forward their GroupWise email to another address, some of these features will not work. 

Start an outgoing message. 

Go to the Send Options tab.  (You can set defaults for these under Tools > Options > 
Send).
Categories 
Provide you with a way to organize your items. You can assign a category to any item, including contacts. You create and add categories and can give each category an identifying color. The colors display in the Item List and in the Calendar. 

Expiration date
Deletes messages [from your Sent Items and from recipients’ mailboxes] after the number of days you specify.

Delay Delivery

Allows you to compose a message and have the system hold it until the date and time you specify. At that time, the GroupWise server will send the message.

Notify Recipients

Notifies recipients when the message is delivered. Only works if the recipient is a CCSF GroupWise user and has the Notify program turned on.

Convert attachments

Do not use. Changes format of attached documents from the format of the program you created the document in.

Reply Requested

Pops up a reply request when another CCSF GroupWise user opens the message.
The New and Improved Address Book
The System Address Book can still be accessed using its button on the toolbar.
· The left pane of the window displays a list of the address books you have access to. 

· Click the plus sign next to a book to display the groups available in that book.  

· The right pane of the window displays the contents of the book you select in the left pane.
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Address Book Search Order 

You can control what order your address books are searched when doing name completion. You may want GroupWise to look in a personal address book first. The system address book is always searched last. 

To verify or modify your address book search order: 

1. Open your address book if it is not already open. 

2. Go to the File menu of your address book. 

3. Select Name Completion Search Order. 

You will see a list of selected searched books on the right and available not searched books on the left (of course, your list of books will be different).
Calendar Changes
The basic functionality of the Calendar has not changed. The colors have been modified slightly so as not to interfere with the new Category colors. 

Buttons instead of Tabs 

The navigational features have been streamlined and made consistent among all views 
of the calendar. There are buttons across the top to access the different views instead of tabs: 1=day, 7=week, and so on.
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Click to set a category for this message
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