Forwarding all mail from GroupWise 6.5 or 7.0

This is how to forward all mail from your CCSF GroupWise account to another email
address—and make sure that your GroupWise account doesn't fill up when you do so.

Log in to the Windows version of GroupWise

You'll need to log into GroupWise at least once to create a rule to forward your email.
For this procedure, you must use the Windows version of GroupWise. This program
is available on Faculty or Staff Windows computers on a networked CCSF campus—for
instance, the computers available in the Faculty/Staff lab in Batmale 313 on the Ocean
campus, in Faculty lounges on any networked campus or in your office.

Bl Double-click the globe icon on the desktop to start GroupWise.
Edj Enter your User ID/Login Name and password.
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Your User ID is usually your first
initial + up to 7 letters of your last
Used 1D (Requied] [idoe name (8 characters max). Your
password is in the paperwork that
confirmed your GroupWise account.

-
& Novell GroupWise Startup

BRI

Pazeword

1: Set mail to forward: Create a Rule
On GroupWise’s top menu, click Tools 2 Rules.

B 1= = In version 7, if you don’t see the menu bar, click the Main menu
=15 icon at the top right of your screen; then click Tools > Rules.

|Disp|ay ar hide the Main Menu

The Rules window appears.
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In the Rules window, click New.

The New rule screen appears: this is where you set things up.
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Type a name for the rule in

e name: [Fomward to gmall accourt < ++eeerer 1 the top Rule name: box.
When ewenk is 2 3 2. Under When eventis, don’t
And vsms aie: [7]Roceived [7]Ses [JPosted  [JDrait change the automatic
N condlicnz o fopliml setting: the button should
: say New [tem.
[Rerm bppes: Drefire Cordition:...
Oua T — 3. Onthe New Item row, click
[ Appginiment both Received and Sent.
OTack .
] Reminder note 4. Under If conditions are
] Phone message (optional): leave all boxes
Appontment confict ewsts: :Doe:nolmuw (e of Ma) \r: blank.
Then action: e Under Define Conditions,
fddhowon +) [ | you should see Act on all

items (as shown).

You'll need to add the following two Actions: Make sure that you do both and then save
your settings or else GroupWise will fill up and stop receiving and forwarding messages.

Then actions are 2: Set the forwarding address

- Add Action: v | 1. Click the down arrow (triangle) at the right of the Add
Send Mail... Action box. Choose Forward.

Delegate. .. g

In the Forward window:

2. Delete any text from the From field.
r N 3. Enter the email address where you
Io  [mmai@gmalcom  BC:| want to forward your mail in the To
- o field.
Subject | | FI'IBS'| | ress B ool
Message | 4. Click OK to proceed.

3: Important: Empty ltem—Tell GroupWise to delete mail after forwarding

Click the down arrow (triangle) at the right of the Add Action
box and choose Empty Item.

Send Mail, ..

If you don’t do this, GroupWise will fill up your mailbox with old
messages, causing your account to shut down and stop both
receiving and forwarding mail.
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4: Save and exit

Important: When you are finished, click the Save button.
Then click Close to exit the Rules window.
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