Grouplilise Advanced Features

Saving messages

There are three main methods of holding on to messages. Anything is better than
keeping them in your Mailbox:

Using Folders in your GroupWise account.

Everyone should use folders. Folders keep messages on the GroupWise server so that
you can access them at any time, from any computer. You create folders to categorize
your messages so that you can easily find them.

Archiving to your hard disk.

Only available in the Windows GroupWise client, this method saves messages to your
local computer, in a folder that you specify. The messages are completely available to you
from inside the GroupWise client, but only on that computer. You should only archive
messages on your main computer.

Saving as text or Word documents

The least effective method of preserving messages (because of the amount of user input
and problems arising from the internal formatting of email messages) is saving with the
File > Save As command to create a Word document containing your message on your
local hard disk. If you must do this, use the GroupWise Windows client. A similar
capability exists from the Web client, but it is not consistent enough to be recommended.

Reasons for Archiving
Reasons include:

o0 Your mailbox is nearly full, and you want to preserve (not delete) specific messages.
Check the status of your mailbox in the GroupWise Windows client by looking at the
bottom right of your GroupWise screen. You'll see the percentage of your allotted 200
MB that you are taking up.

In addition, if you hover your cursor

Mailbox Size: 2% [~ | |Selected: 1 Total: 24 . ,
+3 over this area, you'll see the exact
Mailbox Limit: 200 MB statistics on your account’s size.

{Space Used: 4,55 MB (2%%)
Space Available: 195 MB (98%:)

0 You want to take certain categories of messages off the GroupWise server because you
know they will fill up your space quickly.

o Concern over privacy on the Network server.

Folders vs. archives

Some people save messages to their hard disk because:

0 They like to categorize messages

0 They are concerned about clearing their main Mailbox

If this applies to you, you may want instead to consider using folders inside your
GroupWise account. If not, skip to Archiving messages on page 3.

Moving email messages or for committees or departmental activities from your mailbox
to folders that you create inside GroupWise is easy and accomplishes both goals:

0 Messages inside folders don't stay in your Mailbox

o Folders and their messages remain on your account until you delete them.
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Folders in GroupWise Web access

To create folders inside GroupWise Web access:
1. Click the Add folders button above your folders list
2. Type the name of the new folder and click OK

To move messages to folders:

In the message list—

1. Click any message’s selection box
(you can select many messages at the same time)

2. Click Move on the action bar above the message list.
3. Click to choose the folder you want to move the messages to.

While reading any individual message—
o0 Click the Move button on the action bar above the message.

o Click the destination folder for the message. GroupWise immediately moves the
message to that folder and removes it from your Mailbox.

Folders in the GroupWise Windows client

To create folders inside the GroupWise Windows client program:
1. Right-click your Cabinet folder and click New Folder on the popup menu
2. Click Next
3. Type the name of the new folder and click Next
4. Click Finish

To move messages to folders:

In the message list—
1. Select one message by clicking once on its subject line
2. Add other messages to the selection if you want by Control-clicking
3. Drag the selected messages to the destination folder.

While reading any individual message—
1. On the menu bar, click Edit = Move/Link to folders
2. Select the folder you want. By clicking in its selection box

3. Click Move (to take the message out of the Mailbox and put it in the folder)
or Link (to leave it in the Mailbox but also list it in the folder you have chosen)
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Archiving messages

This is only possible in the GroupWise Windows client.

Remember, when you archive messages, you save them to the hard disk on that
computer—and these messages are only available there. You won’t be able to read
them on any other computer.

Setting the archive location

1. First you have to tell GroupWise where to save your archives.
On CCSF’s Windows XP computers, | suggest the D: drive (to keep your data
separate from your programs).

2. On the menu bar, click Tools = Options

3. On the Options window, click Environment

Click the File location tab to bring it forward.
4. Fill in the Archive directory line as in the illustration— D:\marchive

@

Environment

General ] Views File Location |Cleanup I Signature ]

Archive directony:
|D:\marchive =

5. When you click OK you will be asked if you want to create the directory. Confirm
that you do.
6. Close the Options window.
Saving messages to an archive

1. Select the items in your Mailbox you want to archive.
Click to select one message. Control-click others to add them to the selection.

2. Click Actions = Archive.

Viewing archived items

0 Inthe Main Window, click File - Open Archive
Your Archive folders (and only your archived folder) appear. View, print and
managed archived messages.

Returning to your Mailbox (or other active folder)

0 When you are looking at your archived messages click File = Open Archive again
to return to your normal GroupWise email view
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Sending Archived messages back to your normal email
When you have opened your archives and are looking at a list of messages:

1. Select one or more messages

2. Right-click. Archive is checked on the shortcut menu.

3. Click the checked Archive entry to uncheck it. The messages are immediately
returned to the folder from which you archived them.

When you are reading an Archived message
o On the menu bar, click Actions = Archive

Either method restores messages to the GroupWise server and deletes them from your
hard disk.

Archives and Folders

You can archive messages from folders other than your mailbox. When you do,
GroupWise automatically creates a folder in your archive with the same name as the
folder you archived from in your normal email.

To create a new folder when you are in your Archives, right-click the folder inside which
you want to create a new folder and follow the prompts. All you need to do is name it: the
default checked properties are usually fine.
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Saving messages in Word or Text formats

You can use the File = Save As menu in either the GroupWise Windows or Web client to
save messages onto your hard disk. However, results are different between the two
clients. The feature is not recommended from the Web because of the inconsistency of its
implementation and problems with formatting and naming messages.

When you save messages from the Windows client, the default is to save them as Word
documents, with the supplied name the same as the subject line of the message. You can
change this name if you want.

In the GroupWise Windows client:

1. Open the message you want to save

2. Click to separately open/save any attachments in the attachment section of the
window

3. From the menu bar, click File 2 Save As

4. Inthe Save window, Items to save section:
Choose the top item and change the file name and save location as indicated in
the illustration

5. When finished, click the Save button

; You don't need to save
Save @§| most Attachments marked
Mime.822 and .txt — they

ltems to save: are just message

: . Close |nf0rmat|0n.normally hidden
+ Attachment: Mime. 822 by the email SyStem' or
+ Bltachment; GWAYADAT THT < alternate forms of the

+ Attachment: Mime, 822 message. Separately save

attachments ending with
.doc, .xIs or some other
familiar program suffix

|Seve to Disk =l Change File name.

Save file as: Be careful!

|BHIANLI'\)'INESTEIN'W'indu:ananagerfromlnfoWorId.comMarch“; Preserve the .doc
extension (note the period

Current directary: before doc) or Word will not

|I::'\Nnve||\|3rnupWise Browze, . open when you double-click

the saved message.
[v¥ Report file name conflicts

Click to choose where to save message

Managing Saved email messages

When you save messages using this message, you separate the resulting documents from
GroupWise. They are separate Word files that you must manage: arrange in folders,
delete, etc. using the file management capabilities of Windows itself.

Since they are on your local hard disk, you can only access them on the computer where
you have saved them (of course, you can copy them to a Zip or other disk).
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