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Welcome!

The purpose of this self-instructional module is for the learner to obtain a better
understanding of the GroupWise e-mail system.

You are on your own. You are not being evaluated or given a grade. This module was
created for your own enrichment and will be available to you as a resource for your
future needs. The screen shots within this module are meant to be a guide and to
represent similar screens you will see on your computer.

You will need the following items:

1. This printed module ‘ |:] ]

2. A computer with the GroupWise e-mail program @

3. A pen or pencil for the assessment questions  <Typy ¥

We’re starting with the basics, so you do not need fine tuned computer skills. Please
take a few minutes to answer the pre-assessment questionnaire. Don’t worry if you do
not know all the answers or recognize all the computer icons. We will address it within
the module.

So, if you’re ready to learn, let’s get started!



Section 2: Pre-Assessment

Directions: Let’s see what you know! Answer the following questions regarding the screen shots as shown.
We’ll discover the answers as we work through the module.

1. On the screen shot shown below, circle the desktop icon.
J. F L!I
Al 7 ﬂ El

2. On the screen shot shown below, circle the Groupwise icon.

a o @ B @

; ; 4 Novell GroupWise - Mailbox
3. On the screen shot shown on the right, circle the Fis Bl Viow. |fictions | Tocke: ot Window: Helk
subject line in an e-mail. Mode [Online 7] ‘ | Display [ <Mailbox Custom Settings> =] | | @ (' 54 Q | & ~ =5 « 5 = ¥
[®) TINA NELSON | From - | Subsect | Dsa
'&y m g B2 "Fran Strauss” <Fran Stram  tonight 10
;:l Cérda G "Greg Wapne" cgwamel®  RE: Gregary 11:
H *f-j Documents B VGreg'Wayne" <gwamel®  RE: Gregary ar
=4 Work In Progress - ] {
&) Cabinel & “Mordock. Armold” cmurdor RE Mﬂ'. 813 11,
:"j‘ Trash [251 B <ROCKETElEs0l com: Lavia Simeors homework and lests. 11
=1 CLAIRE BENNETT2 T Linn 10,
&1 DEWEY M FURR Congratulabores to Kim Small and Ran'Wa 11,
& EMILY A DaMIs Fe: Hil I'm not sure if you received my firsl - 11,
E=1# ERIN HEMWSLER famous person pp 13,
&3¢ ERIN HENSLER adiective pp 1088
E=1# ERIN HEMSLER Bubble maps 1.
54 Inzpeation Software <rewsi  Schookvade savings on Kidspiration & Insg 11,
= JEMMIFER L'WALL Tems Black 11,
] JENMIFER L'WALL Re: Hil I'm not sure if you recerved my first 11,
= JOHH FULLER Fie: Somy to bother you again 1l
| | »
all Selected 1 Ttz =F
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4, On the screen shot shown below, circle the attachment icon
ik =1
il N X LE| Y

5. On the screen shot shown below, circle the button to close a program.

File Edit “iew Action: Toolz Account: Window Help

L H D |2 bu 7 &8 QRE |

6. On the screen shot shown below, circle the button to save a program.
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7. On the icons shown below, circle the “reply” button.
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& Mail To: TINA NELSON

_ (O] x]
8. On the screen shot shown to the right, circle ~_£i® Edit ¥iew aclions Tools Accounts Window Help
the area in which to type an e-mail message. [ Ll B B. 0¥ . | o= 52 B (HF b u 7 B & & |
i [TIN& NELSON e | Il
Ta: [TIN& NELSON e |
B Send
Subject; I
Meszzage: x
Canicel
LE]
Address
Attach
&l &

9. On the screen shot shown below, circle the “Forward” button.

12 by X
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= Mail To: =] E3
10. On the screen shot shown to the right, circle He Tob: Ve soions Took pocotns Window @ el
the box in which to type an e-mail address. IE Ll H. ¥ .

LB |(FFbu 7 B SR BD

Frarm: |TIN.-“-‘-. MELSOM CC: | JIL
To: I BLC: I
Send
Subject: I
Mezzage: x
Cancel
LE
Addrezs
Attach
all &

11. On the screen shot shown below, circle the Address Book Icon.

i B B 7



- Addrezz Book

12. On the screen shot shown to the right, e Edi Address | Help
circle the space in which to type a name Novell Grougiwise Addess Boak | TINA NELSON | Frequent Contacts | Novell LDAP Addres ¢ | #| I Routing Sip
to search for an e-mail address. Searchlist - Marne Complstion Postion: 2 [Last) @ |_I,I | | g

|Lasl. EMal.|Fist. |EMailAddiess | Name | OfficePhone..|L
ABA..  MNGW LI DIES 2.1c.u i W AR, [9710) 35 3L
ABB.. NGW JOHN .. JABBOTT@nheskl2ne.us JOHN TAYLOR .
ABB.. NGW LORIL LABBOTT@nhcsklZncus LORILABBOTT (9107635431
ABEL NGW DEBOD.. DABEL@nhcskiZncus DEBORAHLA.. (310)251-6011
ABE. NGW ANNR AABERNAT@nhcsk1Znc. ANNRABERN.. (910)397-1544
ABE. NGW  BRYAM BABERMNET@GnhcskiZnc. BRYAMN ABERN
ABR.. NGW  AIDIM.. AABRAHAM@nhcsk12n.. AIDIMAR ABRA..
ABR. NGW GWE. GABRAHAM®nhcski2n. GWENDOLYN .. [910)790-2360
ABS| NGW  JOANN JABSI@nhcskiZncus  JOANM ABSI
ABU . NGW ABUSE@nhcs k1Zncus  ABUSED EMAIL
ACKER NGW  HOLLY HACKER@nhcskl2ncus HOLLY ACKER
ADAM NGW  STAC. SADAM@nhcsklZncus  STACEY MAD.. (910) '350-21:2'_11

4| 0

|} I ml DH I erin I Beprve | Imm | hﬂuﬁ<{ I G =vem ol I
13. On the screen shot below, circle the New Mail Message Icon.
EEEEYE Y T
e ! ok, i Desktop j

14. On the screen shot shown to the right, circle the pull down arrow.

|: top

%My - @ My Docurments

L by Computer
=4 3% Floppy [4:)
= Drive_c [C:]
& (D)

le hame

=2 Suz on 'Mhoz_nhanowverl' [F:)
=2 Woll on 'Mhes_nhanover!' [G:)

=2 Trelzon on Mhcz_nhanover! Wl

=2 Woll on 'Mhoz_nhanawver!' [J]

=2 Public on 'Mhes_nhanowver!4Spe'




That wasn’t too bad, was it? Don’t forget that we will be covering all of those icons you did not
recognize as we move through the module. Before long, you’ll be a pro!

Let’s start with the basics, sending an e-mail. By the end of Sections 3 and 4 you should be able to:

o Send an attachment using Groupwise.

Section 3: Sending an email

Step #1: Once you log onto your computer, this is the screen you will see. To open the GroupWise E-
mail program, double left click on the GroupWise icon as indicated below:

& Novell-delivered Applcations for THELSOMN . Users. NHanoves

fie Edt Wiew Help
= P NHCS_NHANOVER N
Acceszones _ = @
History-Gieography CAT Help  Group'wise Intemet Metscape school
Make E wplorer M avigatar webpage
sure - Language Aotz
that b atheS cience le?
Internet Prioductivity *
is high- Publishing whatsMylP
li ht%d Research Step #1
e Teachers Click here
to open




Step #2: Now you must log onto GroupWise. Enter the following:

1. Your User ID
2. Your Password

Contact computer resource teacher if you do not know your

User ID and Password.

& Nove!l GroupWise Startup

Uzer I [Required): I

Pazsword: I

& Online Address: |1EI.'IE|EI.1.'I1 Pt |1E??

= Caching mailbox path; IE:‘»ND"»-’ELL'\GFIDLIF‘"«-\-"ISE'Methe

" Remaote mailbox path: IE:'\N OVELLAVGROUPWISE \rernote

] I Caricel

| |m|m

1.
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Step #3: This should be the next screen you will see. To send an email (with or without an
attachment), single left click on the New Mail Message icon.

44 Movell GroupWize - Mailbox
File Edit “iew Actions | Toolz Accounts Window  Help
J tode I Online vI J [hizplay I <M ailbox Custom Settings:ﬁj J % & ':k | %- - % - %’ - :‘[
(&) TINA MELSON | From Subject
""" 5;') b b 1S = “Fran Strauss” <Fran.Strau:  tonight
""""""" Calendar ] "Greg'wawne" <gwapnelE  RE: Gregom
' Documents £5  "Greg'wapne" <gwapnelie  RE: Gregomy -
] Work In Progress G5 “Murdock, Amold” cmurdoc RE: MIT 513 11) Click here to
............. E Cabiket . send an email
_____________ ﬁ Trash [25] ) <ROCKS7EDEE0] coms Laura Simmars homework. and tests. 1. ! !
5 CLAIRE BEMMETTZ Tim Liri 10, (with or without
B DEWEY M FURR Congratulations to Kim Small and Rain'w'a 11, an attachment)
B EMILY & DavIs Fe: Hil I'm not sure if you received my firel - 11,
E# ERIN HENSLER farmols person pp 0.
s ERIN HENSLER adjective pp 10,
E9# ERIN HEMSLER Bubble maps 1.
] Inspiration Software <newst  Schoolwide savings on Kidspiration & Insp 11,
] JEMMIFER L'wALL Termiz Black 11,
5 JEMMIFER L'waLL Fe: Hil I'm ok zure if pou receied my firgt - 11,
= JOHM FULLER Fie: Somy to bother you again 11
4| | 3
il | |Selested: 1 |Total: 23 —:ﬂ:_ g
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Step #4 If you know the recipient’s email address, type it in the address text box and skip to step #8.

= Mail To: _ |3 x|

File Edit Yiew Actionz Toolz Accountz Window Help

ELH D (2 b o7 ES R A

Type recipient’s
: TIMA MELSOMN : i
Fram: | cc | Il email address here.
T P
] I Send
Subject: I
Mezzage: x
Cancel
LE|
Addrezs
Aftach
al =i

12



Step #5: If you do not know the recipient’s email address, single left click on either address book
icon.

= Mail To: O] x|

File Edit “iew Actions Toolz Accounts "Window Help

HDw 2B b o7z &Ele R 25

Step #5 Click

. TINA MELSON
From: | here to access

To [ the address
Subject | book.
Meszage:

Address

&

Altach
&l &7




Step #6: When you reach this screen, to look up an e-mail address:
o Type in the name of the individual in the Search List text boxes
or

o Single left click on the highlighted name and click on the ““to” button.

First, type in the

File Edit “iew Addess Help recipients last and
first name.

Novell Groupiwise Address Book. | TIMA NELSOM | Frequent Contacts | Novell LD

Search List: ;% zibion: 2 [Last] g

Mame
| Last.. | E-Mail..| First... | E-Mail Address | Mame | Office Phare...| L
MELS.. NGWw  DAVID DNELSOM2@nhes k1Znc... DAYID NELSON ]

Then, scroll down
list to find the
appropriate
address. Double

RELS... WGW  FRED ... FMELSOM@nhce k12 neus FRED W MELS... [910] 350-2127
MELS.. MGYW  JUDITH JMELSOMN®Enhcsk12ncus JUDITH MELSOM

HELS... NG%W  KEMM.. KNELSONEnhcs k1Zncus KENMETHAM... [310] 251-6130
RELS... WGW  S4RAJ SHWELSOMNEnhcs k12 ncus SARAJMNELSON [910] 360-2072
RELS... WGW  TaAME.. TMELSOMN@nhcs k12 ncus TAMELA MELS.. [910]251-5100

NELS.. NGWw  TINA  TMNELSONZ@rhcs k1Znc.. TINA NELSOM click on the
MES.. NGW  TERIL.. TMESTERIGnhcs k]2 ne... TERILYM MEST... appropriate
MET.. NGW JEN  JNETRO@nheskiZncus JEMMETRO address.

MET.. MNGwW  MHCS  MWHCSMETWORK@Enhcs... WHCS METWO...

netw...  NGW networklogzi@nhcs k12 nc... networklogs

RELL... MGWw  JUDIT... JNELJAHR @nhcs k12 ne.. JUDITH A MELU... -
1| | k]

“To” button

[0k | Eancell D_iall .-'-‘-.gld...l Eemmave Infarmation Cloze List << I Sane [Era.,




Step #7: Click on ““ok’ to select the person(s).

2 Address Book [ [O] =]
File Edit “iew Addresz Help

Nowvell Groupwise Address Book | TINA NELSON | Frequent Contacts | Novell LDAP Addres 4 | » | [ Fiouting Slin

Search List: % Marme Completion Pogition: 2 [Last) g I Ta LG | BL: |
I Last ... First ... Marne To: TIMA NELSON

| Last.. | E-Mail.| First... | E-Mail Address | Mame | Office Phone... | L
MNELS.. NGw  DAVID DNELSOM2@nhcsk1Znc... DAVID NELSON N
NELS.. NGW  FRED .. FHELSON@nhcskiZnc.us FRED W NELS.. (310) 350-2127
MELS.. NGW  JUDITH JNELSON@rhcsk12nc.us JUDITH NELSOM
MNELS.. NGW  KEMM... KNELSOMGrheskiZncus KENMETH A& N... [310)
MELS.. NGW  5ARAJ SNELSON@nhcsk12ncus S4RA. NELSON 502072
NELS.. NGW  TAME.. TNELSON@nheski2ncus TAMELS NELG#® (910) 251-51un_|
HELS W i THEL St S Enhes kizne.. TiHk :
HES WG TERIT THESTERi@rhos k2 ne.

NET.. NGw JEM  JNETRO@nhcsklZn

MET... MGW  MHCS  MHCSHETWO o.o. MHCS METWO...
nebw,.. NGEW netwark] cz.kl2.nc... netwarklogs
MELLL.. MGW  JUDIT... R@Enhce k12nc... JUDITH & MEL... -
1| | 3
Cancel I [oryal I Sldl I Eemave [nformation (g (et I Save Group...

Click here to
select
person(s).

15



Step #8 Enter subject of the email message in the Subject textbox.

2L Mail To: TINA NELSON =] E3
FEile Edit “iew Acton: Toolz Accounts Window Help
EFLED P 2R (Fbu B ek 3=
From: [TIN&NELSON cc |
—— s Enter email

Te | ac: | Send message subject
Subject: here.
Mezzage: X

Cancel

L]

Addrezs

Aftach

all @



Step #9: If you wish to send an email without an attachment, type the message in the Message Text

Box and press Send. If you wish to send an email WITH an attachment, skip to STEP #10.

= Mail To: TINA NELSON =]
File Edit “iew Acton: Toolz Accountz ‘wWindow Help

First, type in
ELEB e 2500 (Hb urd E 8 22 email message
here.
From: [TINA NELSON cc |
e [TINA NELSON B |
Subject: I
Meszsage:
Cancel Then, single
left click here
= to send.
Address
Attach
all ey

Congratulations!! You have successfully sent an email.

Now it’s your turn. Close out everything by clicking on the “x” at the top right corner of your screen

and return to your desktop. Once there, open GroupWise and send an email to a teacher in your
department.

17



How did yow do? X
Follow the check list below to assure that you completed JJ?,
each step. Also, use the check list to see where you went J
wrong if your e-mail did not go through.

Log onto the computer

Open Groupwise

Log onto Groupwise

Single left click on the new mail message icon

Enter e-mail address in the “To”” box

Single left click on Address book icon if you do not know the address
Using address book, enter individual’s name into ““Search” box
Click “To”

Click “OK”

Enter subject of e-mail in “Subject’ area

Type message in the “Message” area

Press “Send”

Now let’s try to send an e-mail with an attachment!

18



Now we will add on another skill. Follow the instructions below and using your
computer, let’s try to send an e-mail with an attachment.

Section 4: Sending an e-mail with an attachment

Step #10: If you wish to send an email WITH an attachment, click on either attachment icon.

2L Mail To: TINA NELSON =] E3
FEile Edit “iew Acton: Toolz Accounts Window Help
15 Al & 8. = Ff b u 7 [E| & R (|BE
From: [TINANELSON Click on
either
Ta: |TINﬁ MELSOM attachment
Subject: I icon.
Mezzage: X
Cancel
LE]
Aftach
Al &

19



Step #11 Choose the drive where your document is located by clicking on the PULL DOWN ARROW.
Then double left click on the drive you need.

First, click here.

MR =2 1 5% REC | Fe &m | .~ LT e B WY T2 LB 2000 i - -

Plmees Pt e 4. I r o e

% Novell GroupWise - Mailbox ) | m|
Bl B0 =1 Mail To:

File Edit “iew Actionz Toolz Accounts “Window  Help

Attach File x| |

—
=
=]
=5
]

—

""" % Look i | &2 Trelzon on 'Mhes_nhanover! SWal ﬁl |
F
& .@D Erjktgzcuments @.ﬁ.diective Chart n
Mi Computer @.ﬁ.diective Motes e
= . 0 =]y
=4 3% Floppy (&) @.ﬁ.fflrmatwe Gust === - Then, double left
= (0 R Create and Sen |- click on the drive
4y Audio CD (D) & =Dl | where your
=2 Syz on 'Mhes_nhanoverl' [F2) @ def ind article document is
52 Vol on Nhes_rhanover]' (G:] Cancel | d
E=¥Tnelzon on ‘Mhos_nhanover]\Wal LI ocated.
. =2 Wall on 'Mhes_nhanowverl' [J:) =
File name =2 Public on 'Mhes_nhanowver]\Sys' [ |LI L.‘
Files of ty U.I:‘EEI‘:{?D{ESJM = ﬁ Cancel | sl

Document Reference. .. |

20



Step #12: The screen should look very similar to this. When you reach this screen, choose the
document by:
A) double left clicking on it or
B) single left clicking on the document and pressing ok.

T Novell Grounwise = Maill Click on the
1 ugre roup¥ize - Mailbox document
5 EF Y Mail To: you wish to
,1,:,.:|E|- File Edit “iew Action: Toolz Accountz “Window Help attach.
AR~ tach File | =

% Loak, jr: IE Trnelzon on 'Nhu:s_nhanu:werTﬂ-’nl'j gl

G| |2 My eBooks B Adjective Chart

............ é j ~$ap shaots .ﬁ.diective Motes

------------ = j ~$structional module now 17 .-i‘-.ffirmative Gu “OK”
............ ﬁ “‘WHDDDDIZtmp @ Ereate ar‘u:l SEI"I button
~w/RD0S05.trp [® Create Emai '

~wRLO977.tmp def ind articles

i

File name: I

Files of bype: | All Files [%) =] Cancel |

Document Reference. . |




Step #13: Now you have attached a file. If there is a message, type it in the message box then click
send.

g% Mailt1o. . M=k First, type in message
r File Edit “iew Actione Toolz Accountz “Window  Help = here.
pi ismh = S RS e O A el [ o o ] E
L il
B From: [TINANELSON cc | 1.
4
£ T I BLC: I
“:’; Subject: I [
[E— b4 1] Second, click here to
' send.
Cancel .
i}
[,
Gl
Address .
1.
B S
Affirnative —I y B
Gusztar ... ;I Attach J
&l L

"1

; dCongratulations!! You have successfully sent an email with an attachment!!

Now it’s your turn. Close out everything completely by clicking on the “x” button at the top
right corner of your screen. Return to your desktop. Open GroupWise email and send an

email with an attachment to a teacher in your department. 2




How did yow do?

-

Once again, follow the check list below to assure that you JJ?;
completed each step. Also, use the check list to see where J

you went wrong if your e-mail did not go through or you were
unable to attach your document.

Click on the attachment icon
Attach document by a double left click

Type message in the “Message” area
Press “Send”

Since you’re doing so very well, now let’s try to open an e-mail
with an attachment!

Choose the drive where you document is located that you wish to attach.

23



You have just completed the first objective. That wasn’t so hard! Let’s try for another.
By the end of Sections 4-8 you should be able to:

o Open, read and save an attachment using Groupwise.

Section 5: Opening an e-mail with an attachment

Step #1: Let’s review. Once you log onto your computer, this is the screen you will see. To open the
Groupwise E-mail program:

1. Left click on the “Internet”
2. Left click on the Groupwise Icon

j 8 MNovell-delivered Applications for THELS0MN.Users. NHanover

Fie Edt View Hep

= 9P NHCS_NHANOVER ¢ b
Accessonies @ é

History-Gieography CAT Help  Groupiyise | termet Metscape schaal

E wplorer

I avigatar webpage

SENCE
-3 Product E
Publishing SESIICT oISl \whatsMylP
-{rg) Research
Teachers

24



Step #2: Now you must log onto Groupwise. Enter the following:

3. Your User ID
4. Your Password

& Nove!l GroupWise Startup

Contact your computer resource teacher if you do not know
your User ID and Password.

Uzer I [Required):

Pazzword:

& Oriline fddress:
= Caching mailbox path: IE:'\N VYELLVGROUPWISE sremaote
" Bemaote mailbos path: IE:'&N VELLMGROUPWISE \remate

Part: [1677

1.

i

] I Caticel

25



Step #3: This should be the next screen you will see. Each one of the lines in the yellow highlighted
area below are called “subject lines”. If you single click on a line, you can highlight it.

= Movell GroupWwize - Mailbox

File Edt View Achton: Took Accounts Window Hebp

Mode [Online ~] | Display [ <Mailbox Custom Settings> =] || @ (' 2 Q |2 - =b - @ - Oy

(@ TINANELSON | From | Subject -
@ 35‘ | "Fran Strauss” <FranShau:  tomight
M Calerdar "Fran Strauss” «FlanStau: %wWhal's nexl?

¥ '-.:|
H éj Documents "Fran Strauss” <FranShau:  He: ‘What's nest?
£} Woik In Progress

E) Cabret
,:'j' Trash [37]

"Fran Strauss™ <Fran.Shau

"Greg Wapne'' cowamellz BE: Gregory

"Greg Waune'' cgwawell® RE: Gregory

“Murdock. &mold” <murdoc BE; MIT 513

cnoticef@nhcs k12 ncusy  GWAYS Sender Notfication (0versize)
<noficef@nhcs k12 nc usy  GWAYA Sender Motification [Oversizel —

Highlighted subject line

<ROCESFROEEM com? Laiea Senmions homework and fests
CLAIRE BENMETT2 Tieri L

ERIM HEMSLER famoles persan pp

ERIMN HENSLEH adjsctive pp

ERIM HEHSLEH Bubble map:

ERIN HENSLER Feedback

PEDERDRDREEE ERIE*E-[-_'

Inspiraton Software <newst  Schoolwide zavings on Exdspeation & Ins

james wekorm <spockrasie  Fe: | st wanted to kst pou know tat my
¥

[

s
pe—




Step #4: Note the highlighted paperclip icons next to 3 of the subject lines below. This indicates that
those particular e-mails sent to you have a document attached. Double click on a subject line
that has a paperclip.

&

Attachment Icon

27



Step #5: Your attachment is now shown at the bottom of the screen. Double click on this icon to open
the attachment.

2L Mail From: RENEE BASS M=
Eile Edit “iew Acton: Toolz Accounts Window Help

HSH . | 2aw BE|HE |5
Ergi [RENEE BASS os | %
Tar |.-“-‘-.'I STAFF; Agner, Judy
- - g8 Close
Notice....this Subject: I
attachment has been sent ; _
in WORD. You can tell Lssage: —
because of the icon. Renes Bass Reply
Mew Hanowver High School
[910) 2515100 ext. 228

2

Forward
@ 4— This is your attachment ]
11-21-05.rH 2e .
Delete

\Date: 11/18/05 3 45PH

28



Step #6: You should now see the attachment that was sent to you that is similar to the screen below.

;:j 11-21-05 - Microzoll Woad

[Gle Gt Vew frsert Fgmat Jook Toble Window teh = _
D@ an|ia- &~ @ =« cecn s EESEEEACY

Teachers of students who are serwors. Please remund the students that Cap and
Gown orders will be taken tomorrow diring lonch 360 00 deposit is required
Approceomately 30%% of our semors still have nol ordered ther graduation

supples.

o Mizging. Porlage scale from the puidance office. Please returm if you
borroeved i

s Congratulations to Emily and Thomas Pendergrast.  They wereboth

: recently accepied 1o Wake Fores! Upitersity on Crecissod plad
s3] 3« =
oo [y G mgesapese \ N OJOE A >-L-A-SF ..

T3 W 3 S I i % S o k) e
W] [ ABG DD || Ovov | @i | 5w | Biose | et [T GG AL O s10am

Congratulations!! You have successfully opened an email with an attachment.

Now it’s your turn. Close out everything by clicking on the “x” at the top right corner of your screen
and return to your desktop. Once there, open GroupWise and open an email with an attachment
that has been sent to you.

29




How did yow do?

You should be getting pretty good at this! Again, follow the
check list below to assure that you completed each step.
Also, use the check list to see where you went wrong if your
e-mail did not open.

Log onto the computer

Open Groupwise

Log onto Groupwise

Double click on a subject line with an attachment
Double click on the attachment

Next we’re going to save that attachment!

30



Ready for more? Can you see ways this information would be useful to you in your job?

Let’s try the next one.

Section 6: Saving an attachment

You have several choices for saving
this document. They include:

1. Save it to your personal
drive

2. Save it on a floppy disk

3. Close it without saving it

_j 11-21-05 - Microsolt Wond

|Ble [t Yew fmert Fgmet Jook Tabe Wndow e N __
DEE SR @8- &~ -0 %~ cncnrujEEEEEE A

Teachers of studenis who are serwors. Please remund the students that Cap and
Gown orders will be taken tomorrow during lunch $60 00 deposit is requmed
Approcemmately 30%% of our semors still have oot ordered ther graduation

supplies.

a Missing: Poslage scale from the guidance office. Piease retum if you
borroweed it

2 Congratulations to Emily and Thomas Pendergrast.  They were both

q recently accepled to Wake Forest University on Crecision plan
2| afm] 3] « ==
(oo [} G Ageshapess N W JOE 4 (8| >-2-A-SF ‘. -

IS = B Sl i v - el el vl e :
Bo| [ AB TGOS || Doior | Sov | st | Blowe | Syt [[11 [Q@BHAETO 910
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Let’s address the personal drive and floppy disk first. Both options start out the same.

First, single click on
File

This opens another window.

Now single click on Save As _

- ME-- Microzoft Wond
| Bl Edt ew Jrsert Fgmst Jook Table Window Heb

NSl @ - @& & -Q 2w Ny SE EEeEA

Jlﬁ'mmmmmmm—u :
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Here is a portion of the next screen that appears on your computer. To begin saving the attachment,

follow the steps as listed below.

Step #1
o Single click on the pull down
arrow

Step #2
o This opens the window as
shown to the right. Here is
where you make your choice
as to where to save the
document.

2A. Single click on 3.5 Floppy to
save it to a floppy disk.

2B. Single click on your name to

save it to your personal drive.

Step #2B

=45 My Documents
g My Computer
3% Floppy 4]
= [T
4sy Audio CD (D)
=2 Sz on ‘Mhes_nhanoverl [F:)
52 Vall an Nhes_nhanaver' [G:)

=4 | netzon on ‘Mhos_nhanover]YWal

] Adgective Chart
B adective Notes
E_'l.-’-'-.ﬁwmal;ve Gust
@. Create and Sen
@ Create Email
!j def ind articles

52 Voll on Mhes_nhanover?' [J:]
52 Public on Mhes_nhanover14Sys' |

_ ) ZEMwork s for Deskiops 4

Files of ty

== el T

Docurnent Relerance, . |

7]
8| gl & [EE
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Your next screen should be very similar to this. Complete the steps as shown below:

Step #1: Where you decided to save your
document should be listed here.

Step #2: Your file name is listed here.

You may type over to change.

Step #3: Click Save to complete the saving
of your document.

FT210TS - M W
a3 - | .ﬂ ey - SR ™ oﬁ ’:Im- Ela 8

niu EW EE®® A"

hgme b 0 e W OO R M S84 = =0
(i =i & WP Wi & FTITRT
e AB DT | D S| s

Congratulations!! You have successfully saved an attachment in an email.

attachment and save it.

Now it’s your turn. Close out everything by clicking on the “x” at the top right corner of your
screen and return to your desktop. Once there, open GroupWise and open an e-mail with an
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What if you do not wish to save the attachment?

Single clicking on the “X”* will close the attachment. It is still attached to your original e-mail.

]N‘I!l # 14 -||n Fi nliE' !EE**#':
ST (X . S 5 Single click on

the "X" to close
without saving
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Againy how did yow do?

You’re almost there! Again, follow the check list below to assure J;&;
that you completed each step. Also, use the check list to see J
where you went wrong if you were unable to save your

attachment.

Single click on ““File”

Single click on ““Save As”

Single click on “pull down arrow”

Select the drive where you wish to save your document.
Select the file name you wish to use

Click ““Save”

Click ““X”” to close if you do not wish to save the attachment

\y
Supe - Job! i
Want to try replying to an e-mail?

36



Section 7: Replying to an e-mail

How to you reply to an e-mail message sent to you?

Step #1: Click on the Reply button as indicated by the red arrow.

% M)} From: ERIN HENSLER =] E3

File Edit Yiew Acton: Toolz Accountz “Window Help

S . | O e

_ %ENSLEH o |
Single X
. To:
click I Close
Subject: Bubble maps
O!’l .
either Meszage: | =3
ot
Reply Erir Hensler
Spanizh One Rl
Warzity Vollepbal
J¥ Softball
AVID Site Team %
. Mew Hanhover High School Fonyard
Reply icon
= noting 2 way 5
Reply communication f v
famous peopl =l ook
Step #2: The following message comes up once you click L& 2] x|
on the Reply button. Single click on “OK” to reply to Optians =
sender. & Heply to sendes
™ Feply to all [zender and recipients] Cancel |

IV Include message received fram zender 37
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Step #3: Type in your message as shown. Press send. You have just replied to an e-mail!

Single
click on
either
Send
icon.

JNESAEgsend icon noting
o mailing of a letter

(Y I

*= Mail To: ERIN HENSLER
File Edit Miew Action: Toolz Accountz “Window Help

I [=1 E3

i H. ¥ %.

“LER|Fbu7? B S RS

|EHIN HEMSLER

Subject: |Re: Bubble maps
Meszage: = x
Type your message here
Cancel
Erin Henszler .
Spanizh One l!
W arzity Wolleyball
i Softball ;I Addrezs
AT CikA T s
Aftach
&l el
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Step #4: Don’t want to reply? Simply “X”” to close.

% Mail From: ERIN HENSLER

File Edit “iew Action: Toolz Accountz:  ‘Window Help
B eHH. . 2a 8w 5
Fram: |EF|IN HEMSLER CC: | x
To | Tinia Melsor, o Single click
0ge .

Subject: IBuI:uI:uIe maps on either
y | “X”” will
teszage:

—_— - close the

rin Henzler .

Spanish Ore el window.

" arzity Wollepball

Y Softhal %

A0 Site Team ~

Mew Hanover High Schoal Fanyard

: 3 -
¥
famous pecple =l pete

Congratulations!! You have successfully replied to an email.

Now it’s your turn. Close out everything by clicking on the “x” at the top right corner of your screen
and return to your desktop. Once there, open GroupWise and reply to an email that was sent to you.
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Time to- check onvhow well yow did !

L

Just a couple of more steps! Again, follow the check list below JJ#;;;
to assure that you completed each step. Also, use the check list J

to see where you went wrong if you were unable to reply to the
e-mail

Click on the “Reply”” button
Click “OK”
Type in your message in the message area
Click ““Send”
Click ““X”” to close if you do not wish to reply.

\y
Just one more! Let’s forward an e-mail. ~ ?
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Section 8: Forwarding an e-mail

Let’s say someone sent you an e-mail that you think someone else would enjoy.
below to forward this message to them.

Step #1: Single click on the ““Forward’ button

= Mail From: ERIN HENSLER

File Edit “iew Action: Toolz Account: Window Help

=10 x|

e = L

EH
B 4551 B = ok

Fn:nrl.-':.larn:l =

Fram: L  |ERIN HENSLER

CC:
To: |Tina Melzon = Slngle
il Cloze -
Subject: |Bubble maps C!ICk on
either
Meszage: | I%'; Forward
Erin Hensler -
Spanizh One Fienly Icon.
Yarzity Wollepbal
Jy Softhall %
AMID Site Team -
Mew Hanower High School Fornward
g ] 3 i
¥
famous peaple =l ek

e

Fonmard

Follow the steps

Forward icon

noting one way
ommunication
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Step #2: Do you know the address of the recipient? If so, type the address in the “To” box as shown.

Step #3: Press send.

% Mail To: =] E3
File | Edit Wiew Actions Tool: Accoupts  Window Help Press send when
R e = R e L R e A R N e N e / complete.
Franm: |TIN.¢. MHELSOM oo I m
To: [l BC |
Send
Subject: |Fuuc: BubblEmags
Mezzage: X
Type the e-mail address in the e
"To" box
LE]
Addiess Do yOU
see
= Vi another
Bubble maps - Ak way to
[ |C‘F press
4 . “Send”?

Congratulations, your mail has been sent.
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What if you do not know the address of the recipient? You can find it using the Address Book.

Step #4: Single click on the Address Book icon.

S - Address

Akdiees bookicon

= Hail To:

File] Edit Miew Actions Toolz Accountz Window  Help

EFLEHpW|“BR|(Fbu~Z B S| BED
To [l BC: |
Send
) Subject: |Fwd: Bubble maps
Single
click on Message! X
either Cancel
Address
Book LE]
Icon Addiess
=1 =
&
Bubble maps A

all &



Step #5: This opens up the Address Book window.

1. Type the last name
(and first name if

you know it) of the Novell Groupise Address Book | TINA NELSON | Frequent Contacts | Novell LDAP Addres 4 | #| ™ Routing Sip

person you are SearchList =i Name Completion Positior: 2 (Last) @ | [ To- | CC: | BC |
searching for in \

”Search List”” boxes
A W AR [910) 350-2033

as indicated by the : :
A M . JABBOT T@nhcs k12 me.us JOHM TAYLOR ...

red arrows. ABB.. NGW LORIL LABBOTT@nhcskiZncus LORILABBOTT (910) 7635431

ABEL MNGW DEED... DABELEnhcs k12 nc. us DEBORAH L&, [970) 251601

ABE. NGMW ANNFR AABERNAT@nhcsk1Znc. ANN A ABERN.. (910)397-1544

ABE.. MNGW BRYAM BABERMET®@Enhcs k12 ne... BRYAM ABERN..

ABR... HGW AIDIM... AsBRAHAM®ERhc: k12 m.. AIDIMAR ABRA. ..

ABR.. MNGW GWE. GABRAHAMGENhc: k12 n,, GWENDOLYM .. [910)790-2350

ABSI  NGW JOAMNM  JABSIEnhes k12 meus JOAMMN ABSI

ABU.. NGW ABUSE@rhcsk1Zncus  ABUSED EMAIL

ACEER MGW HOLLY HACKER®EnhcsklZncus HOLLY ACEER

ADAM NGW  STAC. SMAM@th:.I.H Zncus  STACEYMAD.. (910) 350-211_2,5
1]

i E Eamell D,idl £ I |'“-‘fr'-"'F*I Iﬂmnatml Close List << I = Elibe I




Step #6: If that person is listed within the directory, his or her name should now be highlighted.

Name
entered
here

Name
located in
Address
Book

- Addiess Hn*k

Eile Edit

Addresz  Help

Novel Grougiwise Addiess Back | TINANELSON | Frequent Contacts | NovellLDAP Addres ¢ | »| I Pouing Sip

SeachList - Name Completion Posiior: 2(Last) @8 | [ To- | CC: | BC: |
nedson TIMA| Mame I

~ Lasl. EMal.|Fist.. EMalAddess | Name  Oftice Phone... L
MELS... NG\ DAVID DHELSOMZ@nhc: k12.nc.. DAVID NELSOM _J_-J
MELS... NGwW  FRED ... FHNELSOM®@nhce k12ncus FRED W HELS... [910) 350-2127
MELS.., NGW  JUDITH JHELSON@nhce kl12ncus JUDITH NELSOMN
MELS... NGW KEMM_., ENELSON®nhes k12ncus KENNETH AN [310) 2516150
WELS... NGYW  SARAJ SNELSON@EnhcsklZncus SARSJMELSON [910) 350-2072
MELS... MG\W  TAME.. THELSOM@nhcs k12 ncus TAMELS MELS.. [5103251-51[!3_'

=== NELS. NGW TINA  TNELSON2@nhcs k1Zne.. TINA NELSON

MES . MNGW TERIL... TNESTERIEnhes k12 ne.... TERILYM MNEST.,
MET.. MNGW  JEN JHNETRO®@nhce k12 ncue  JEN NETRO
MET... MGW MHCS MNHCSHETWORK®@rhcs... MHCS NETWDO...
nefw.. MGEW nefworklogs@nhcz k12nc. networklogs
MWEUJ.,. NGW  JUDIT... JNELWAHRGENhes k12 ne,.. JUDITH & NEUL.., -

4| | k|

[iFe | l:.am.dl Dial | el | HEToyE | |nformation I Close List << I ok ERr A I
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Step #7: Double left clicking on the highlighted name will move that name over to the “To” box on

the right side of the screen.

o Address Book
Ele Edit Yiew Addess Help

Novell GroupWise Address Book | TINA NELSON | Frequent Contacts | Novell LDAP Addres 4 | »|

SearchList |- Name Compietion Position: 2 [Last) 35

P L Fist | Narne Te: TINA NELSON
Last. E-Mal. Fust.. | E-MailAddress | Mame | Difice Phone,..| L
MELS... HGW  DAVID DMELSOMNZ2Enhcs klZnc.. DAVID NELSOMN :I

MELS.. NG  FRED ... FNELSON@nhcs k12 ncus FRED W NELS... (910) 350-2127
MELS.. NGW  JUDITH JHELSONGEnhcs k12 nc.es JUDITH NELSON

MELS.. MGW  EEMN.. KMELSOM@rhcs k12 nous KENMETHAN... [910) 2516130
MELS. NGw  SARAJ SMELSOM@rhcs k12 ncus SARAJNELSON [910) 350-2072

IMELS... NG'W TIMA TMELSOM 2@ncs k12ne.. TINAMELSON

MELS.. NGW  TAME.. TNELSON@nhcs k12 nc.us TAMELANELS... (910) 2516100 I

MES.. NGW  TERIL. TNESTERI@rhcsklZnc.. TERILYNNEST..
MET.. NGW JEW  JHETRO@rhcsklZncu: JEW NETRO
MET.. NGW NHCS NHCSNETWORK@nhcs... NHCS NETWO..

restw,..  MGW rstworkloge@nhcs k12nc.. networklogs
Once MELU... NG JUDIT... JHNEUJAHR @rkes k12nc.. JUDITH A MNEU.. b
complete, | |

press “OK”

u'mll LJ_all .ﬂ._jd...l EEIT:l'ﬁl Iﬂfnfmulinnl [sloge (st |

Double
click on
the
highlighted
name

Save Group...

An alternative way to accomplish the same task:

Step #1: Single click on highlighted name
Step #2: Single click on the “To” button

46



Step #8: Press Send and it’s done! Super job!

&= Mail To: TINA HELSOM

= |0f x|
File Edit “iew Actions Toolz Accountz:  ‘Window Help
GLEFE Y. |“BRFbu 7 B &K 83
Fram: |TIN£‘«NELSDN Cr: | mr—'
Ta |TIN.-“-‘-. MELSOM BLC: |
= Send
Subject: I
Mezzage: X
Cancel - -
Type in message, if
[ needed.
Addresz
Attach
all ey

Congratulations!! You have successfully forwarded an email.

Now it’s your turn. Close out everything by clicking on the “x” at the top right corner of your screen and

return to your desktop. Once there, open GroupWise and forward an email to a teacher in your
department.
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Yow made it Just one last check

Here is your final check-list! Again, follow the check list below JJ':%,
to assure that you completed each step. Also, use the check list J

to see where you went wrong if you were unable to forward the
e-mail

Click on the “Forward” button

Type in the e-mail address if you know it.

Click ““Send”

Single click on the Address book icon, if you do not know the address of the person
you are forwarding the e-mail to.

Type last name of the person you are searching for in the “Search” box

Double click on the highlighted name.

Type in message if needed

Press “Send”

Congratulations; just one more thing to do before
graduation. You need to complete the post test on the next
page. Make sure you have a pen or pencil ready. Follow the
instructions as listed on the test.
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Section 9: Post Assessment of Terminal Objectives

Directions: Match the written description with the icon or screen shot.
. . IS . ofe
1. Subject line A.. ﬁ N, | e
R 34, V500 propetiApmnds 2t
2. Desktop icon S Pkt e
3. Groupwise icon B. hd
- p :I O. 5§ My Documents
Z) My Computer
4. Attachment : = 3% Floppy )
C. LE] =3 Diive_¢ [C] o
&3 0]
—5 Close 52 Sys on Mhos_nhanoverl ' [F)
=2 Yol on ‘Whes_nhanover1' [G:]
6. Save D. g =2 Trekzon on 'Mhcs_nhanovenWol

52 Vaoll on ‘Nhes_rhanover!' [
E Fublic ori ‘Nhos_nhanover145ps’ [

7. Reply

= "Fran Stawss” <Fian Shaw  lonight 10

—8 Forward E 52 “Treg Wavne" cpwawnel @ RE: Gragon F 1.

o Tueg Wepne™ (gwane]l @ RE: Giagoy 1
9. Address book

10. New mail message icon  F. 1l %

11. Pull down arrow
G. =
12. Message area
13. Search area H X
14. Address area [TRETETSER = |
] o
15. File drive Lo
— \ —
1. | =6
|T\NA MELSOM oC: |
K. I e
|
|
L Search List HE
| Ak I

| | Last. | EMad_| First_. |

M. m



Section 10: Post Assessment of Terminal Objectives - Answer Key

Directions: Match the written description with the icon or screen shot.

E 1
M 2
D 3
A 4
_H.5
N_6
J 7
F_ 8.
C 9
G 10
B_11
|12

Subject line

Desktop icon

. Groupwise icon
. Attachment
. Close

. Save

Reply

Forward

. Address book

. New mail message icon
. Pull down arrow

. Message area

. Search area

. Address area

. File drive

A.

y N.

= 0.

LE|

®

= "Fran Stawss” <Fian Shaw  lonight

A assesement. doc - Microsefl Word

B | R Vew  [eet Fomel  Tooh

b ioaks Tamplate

[ semin.

B Sty

e o & |

LS, SO0 project) aesssmert dox

= My Documents
Z) My Computer
& 3% Floppy [A)
=3 Diive_c [C:) +

-
& D)
52 Sys on Mhos_nhanoverl ' [F)
=2 Yol on ‘Whes_nhanover1' [G:]
=2 Trelzon on ‘Mhes_nhanover1Wol
52 Vaoll on ‘Nhes_rhanover!' [

E Fublic ori ‘Nhos_nhanover145ps’ [

10

S Treg Wayne” cpwanel @ RE Gregony ‘_ .

o Tueg Wepne™ (gwane]l @ RE: Giagoy

1%

-

%

3 X

TINA NELSON oo |

]
I
‘ o

(==

ot

| S @ |

| | Last. | EMad_| First_. |

(]
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Thank you for completing this self-instructional module.
We hope you have been able to improve your computer
skills using GroupWise and that this information will aid
you in communicating with school personnel. This is
just the beginning. Always continue to learn and grow.
Thank you.

Below you will find a summary of the check lists for use as a
quick reference guide.

ot
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Section 11: Quick Reference Guide

Sending an e-mail:

N E

o

11

12.

Log onto the computer

Open Groupwise

Log onto Groupwise

Single left click on the new mail
message icon

Enter e-mail address in the “To”
box

. Single left click on Address book

icon if you do not know the address

. Using address book, enter

individual’s name into “Search” box
Click “To”

. Click “OK”

Enter subject of e-mail in “Subject™
area
Type message in the “Message™ area

Press “Send”

Saving an attachment:

RN E

N oo

Single click on “File”

Single click on “Save As”

Single click on “pull down arrow”
Select the drive where you wish to
save your document.

Select the file name you wish to use
Click ““Save™

. Click ““X” to close if you do not wish

to save the attachment

Sending an e-mail with an
attachment:

1.
2.

3.

Click on the attachment icon
Choose the drive where you
document is located that you wish
to attach.

Attach document by a double left
click

4. Type message in the “Message’ area
o.

Press “Send”

Replying to an e-mail:

1. Click on the “Reply” button
2.
3. Type in your message in the

Click “OK”

message area

. Click “Send”
. Click “X”” to close if you do not wish

to reply.

Opening an e-mail with an
attachment:

1.

5.

Log onto the computer

2. Open Groupwise
3.
4. Double click on a subject line with

Log onto Groupwise

an attachment
Double click on the attachment

Forwarding an e-mail:

1.
2.

3.
4.

Click on the “Forward” button

Type in the e-mail address if you
know it.

Click ““Send”

Single click on the Address book
icon, if you do not know the address
of the person you are forwarding
the e-mail to.

. Type last name of the person you

are searching for in the “Search”
box

. Double click on the highlighted

name.
Type in message if needed

. Press “Send”
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