Lesson 3

Objectives:

Upon completion of this lesson you will be able to:

* Customize GroupWise Preferences
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Preferences

In the previous lesson you learned how to change Send Options for an individual message.
What if you wanted all of your subjects concealed, or all of your items to be marked High
Priority? GroupWise preferences can be altered to change the way GroupWise is set up.
This is your way of changing the GroupWise default settings. You can access Preferences
from the main GroupWise windokile menu or any In-Box, Out-Box, Trash, or Calendar
view.

From the main GroupWise window click on the Prefs option on the Button Bar or choose
Preferences... from ttiéle menu.

The following dialog box will appear on your screen:
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Mail and Phone Send Optionsare the same as discussed in the previous lesson.
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Appointment = Appointment Send Options

Send OptionS ~ Status Information
i Hone
o Dehvered

{_} Delivered and Opened
- All Information

Priority
{_* High
) Hormal
i Low

Remember, status
information will allow
you to track outgoing
mail messages within
your domain. This
information includes
when the recipient
opened, deleted,
declined or accepted
your message.
Depending on the
importance of the
appointment it may useful to have return notification in the form of notify and a mail message
when someone declines or accepts a scheduled appointment.

| 1] 4 I

Heturn Hohficahion

¢| When Opened

| Mone

| Notify and Mail | When Declined

‘Notify and Mail % | When Accepted

i Motify Becipients

Task Send Options
Task send options aref Task Send Options

similar to appointment
send options. They
do however permit a
due date to be placed
on them. The options
are to have the task
due on a particular
date, or to request
that it be completed
within a specific
number of days. As
with appointments,
you may wish to be
notified when a task
has been declined,
accepted, and even
completed.

— Status Information
O Hone
O Delivered

Delivered and Opened

®.

Priority
' High
) Hormal
O Low

l 1] 8 I
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— Display Due Date Length ——
i Duration [Due In)

® End Date [Due On)

— Return Motification

| Notify and Mail %

| Mone

| Mone ¢| When Opened

| Notify and Mail #| When Declined

When Accepted

When Completed

i Motify Becipients
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Note Send Options
Notes are simply

reminders that may bel = Note Send Options

delivered on a specificf |~ Status Information Priority

date. The send ) Hone {_} High w
options are displayed O Delivered @® Normal
in the attached figure. { Delivered and Dpened O Low

Advanced Send
Options

Advanced send
options are the same

as discussed in the
previous lesson

— Return Hohfication

| None ¢| When Opened

| None 4| when Declined

| Motify R ecipients

Appointment Time Options
Appointment time options include the following:

= Appointment Time Options Dlsplgy Even.t Length may be for
duration or displayed as end date and
— Display Event Length end time.

- Duration ] )
) End Date and End Time Cancel The default appointment length is 1

hour.

Default Appointment Length .
oot T PROTRET ~eng If you wish to set an alarm to alert

[+ 1[#]ous [o ] [2]Minutes you of an upcoming meeting make

Alarm Before Appointment sure t.he Set Alaljm I_3efore

EE Set Alatm When Accepted Appomtm(_ant option is enabled and
then specify the number of hours or

[0 ] [#]Hous (2] Minutes minutes you wish as a warning.

Appointment Display options allow
you to customize the interval length

: of the majority of appointments you
Begin Day at: [6:00am __|[[E) are scheduling and at what time of

Interval Length: Minutes day you wish the calendar to begin.

Appointment Dizplay

5 Dizplay Time Intervals

Busy Search Options

GroupWise includes a feature that enables someone to corglusyt Searclon multiple

calendars when attempting to schedule a meeting with multiple persons and/or resources.
GroupWise will search the indicated calendars and will show you a combined schedule of
busy times and available times for the resources you are attempting to schedule. You do not
have to have access rights for someone else’s calendar to coBdsgt@earclon their
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calendar.Busy Search Optionsallow you to set the criteria for that search, for example,

what appointment time length are you requesting, what times of the day are you looking for,
what days and how many days. If you have access rights to the calendars you are conducting
the search for, enabliriget Additional Appointment Information will show you not only

that a person is busy, but will give you details as to what they are scheduled for at that

specific time

= Busy Search Options

— Appointment Length — Days to Search —

E Hours IE[ Ig Minutes EJ Monday

B Tuesday
Range and Time to Search ————— i Wednezday

Search Range: E Days B Thursday

Erom: || 8:00am @ EF'L
[ ] Saturday
i % @ [] Sunday

] Get Additional Appointment Information

Date and Time Format

Cancel

Use theDate and Time Formatoptions to specify how you want the dates and times to

appear in GroupWise.

= Date and Time Format

— General Default Format
1/26/95

12:42pm

— Specihic Date Formats

| Mailboxes.. | 01/26/95 12:42pm

Info Window. .. I 01726795 12:42pm

uile Info Details... | 01/26/95 12:42pm
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Environment

Use theEnvironment

option dialog box to
Language: obecify ow you want

your views to appear and
~ View Dptions Cancel certain macro options. If

[<] Display Sculpturing you would like your

[ Use Windows System Colors calendar to start on

| Bead Hext after Accept, Decline or Delete Monday instead of Sunday

[] Open New View after Send this may be changed. The
Refresh Interval dictates
how often GroupWise will
poll your mailbox for
incoming mail messages.

Yiew Macro Security

i Always Play Received Macros
O Hever Play Received Macros
- Always Prompt before Playing a Macro

Calendar Option
First Day of the Week: | Sunday ¢|

Refrezh Interval

Every: Minutesz Seconds
W= o 5]

Associations

If you are attaching files to your messagesAssnciationsdialog box enables you to
specify what application should launched with the attachment.

Location of Files

You will want to create an
Archive andSave Directoryfor

= Location of Files

your mail messages on your Archive Directory:
local hard drive if possible. “\mai
P t:."\mallan::h"\ |

Archiving mail removes your

mail from the network and store
it, preferably on your local hard [| Ls:\oac\ofwind0y
drive. This saves space on the

Button Bar, Macro, Coach, Filter Files:

5] [ ]

Custom Yiews:

network server and protects [-\oacholwind0y |
your mail from being .

inadvertently deleted by a Save Directory:

network administrator. The maif |c:\mailsave\ |

will be saved in a GroupWise
format. Savingyour mail allows
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you to save it in a different format and make edits to it in a software package other than the
one it was originally created in. Archiving and Saving Mail will be covered later.

Folder List Options

Folders are a tools that enable the = Folder List Options

organization of incoming and outgoing ma
items. Thd-older List Options dialog box
allows you to control the display of your
folders in the In-Box, Out-Box, and O3 Use Current Display
Calendar view. Folders in GroupWise ser Reset All
the same function as subdirectories in DO§ — Dut Box Folders

)] Expand All Levels

— In Box Folders
{® Expand All Levels:
O Expand One Level Cancel

(1]

Password ) Expand One Level
Use Password to set a personal password © Use Current Display
that you are prompted to type when you ~ Calendar View Folders
enter GroupWise. You can also require @® Expand All Levels
other users who enter GroupWise using ) Expand One Level

your user ID to type the password.

{_} Use Current Dizplay

Access List

You may wish to have other

usersproxyyour mailbox and
syzss Uk calendar for you. This is

LCEIT) common in the event of an
absence or if you have
someone that is responsible for
scheduling and keeping you
advised of your appointments.
Delete User Click the Add Users... button

Mail/Phone: [ Read [ ] Wiite to designate the user(s) you

Appointments: [ | Bead [ ] Write wish to proxy for you and then
Notes: []Read [ White set up their access rights.

Tasks: [] Read L] white

] Subszcnbe To My Alarms
] Subscribe To My Hotifications

Add Users___

— Access Rights

O Modify Preferences/Rules/Groups
] Archive ltems
[] Bead Items Marked Private
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Subscribe to Notify

Use Subscribe to Notify to receive notification of new items and alarms. If a user first grants

you the appropriate rights in Access List, you may subscribe to Notify and receive

notification of another user’s new items and alarms.

Default Views

UseDefault Viewsto specify views that appear in the following locations:

1.

2
3.
4

Personal View Within Calendar
Read Items

Send Menu

Calendar View From Window Menu

Cleanup

= Cleanup Options

— Mail and Phone
- ‘Manual Delete and Archive:

) Auto-Delete After: D Daps

O Auto-Archive After:
— Appointment, Task. and Note
)] Manual Delete and Archive

) Auto-Delete After: I:[ Days

O Auto-Archive After:

— Empty Trash
O Manual
w Automatic After:

[ [Eoes

Cancel

UseCleanup Optionsto set
defaults that control how long
items are kept in the In-Box,
Out-Box, and Trash. By

default, the trash will be

emptied after 7 days. Trash

that has been emptied cannot be
recovered.
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