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Junk Mail Filtering

This document has been written for users of GroupWise 6.5.  To make sure you are one of these users, follow these directions:

· Open up GroupWise and login

· Click on Help and About GroupWise

· Read the screen that comes up.  It should look something like this:
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· Note that it is called Novell GroupWise 6.5.

As long as you have GroupWise 6.5, you will be able to use this function.  If you have an earlier version of GroupWise, please contact the IT Helpdesk at ithelpdesk@ashmi.org so they can install the updated program onto your computer.

Enable Junk Mail

To enable the Junk Mail function on your GroupWise 6.5, follow these directions.

1. Click Actions on the GroupWise main menu bar.

2. Choose Junk Mail followed by Junk Mail Handling…
3. Click the Settings tab.

4. Click the box next to either option under “Junk Mail” to enable Junk Mail Handling.

a. If you choose Enable Junk List, only those messages from senders you add to your Junk List will be sent to the Junk Mail folders (*Recommended*)

b. If you choose Enable Junk Mail using personal address books, messages from any sender not listed in the Novell GroupWise Address Book or one of your personal address books (the book with your name on it and the Frequent Contacts address book) will be sent to the Junk Mail folder.

5. Click the box next to Automatically delete items to have GroupWise move your junk mail to the Trash folder after a specific period of time.  
6. Click the up and down arrows to increase or decrease the amount of time junk mail stays in your Junk Mail folder

7. Click OK or press Enter.

IMPORTANT: Regularly check your Junk Mail folder for wanted messages that were sent there.  If you want to receive future messages from a sender relegated to the Junk Mail folder, add them to your Trust List.

Adding a Sender to a List

If you chose Enable Junk List above, begin adding senders to that list.  GroupWise will know to deliver future messages from those senders to your Junk Mail folder.  If you chose Enable Block List above, begin adding senders to that list.  GroupWise will not deliver future messages from those senders to you.  Add senders to your Trust List to always receive messages they send to you.

1. Click Actions on the GroupWise main menu bar.

2. Choose Junk Mail followed by Junk Mail Handling…
3. Click the tab of the desired list.

4. Click New…
5. Type the e-mail address of the sender you want to junk, block, or trust.  If you want to junk, block, or trust e-mail from any sender at a particular domain, simply type that domain.  (Example: ashmi.org)

6. Click OK.

7. Click OK or press Enter
OR
1. In any GroupWise folder, right-click the name of the sender you want to junk, block, or trust.

2. Choose Junk Mail, and then click the desired option.

3. Verify the e-mail address you are adding to your Junk, Block, or Trust List.  If you want to junk, block, or trust messages from all senders at this sender’s domain, click the option to act on messages from the domain.

4. Click OK or press Enter.

Deleting a Sender from a List

1. Click the sender’s name in your list.

2. Click Delete or press the Delete key.

3. Click OK or press Enter.
Proxy Access

This document is intended to introduce users to GroupWise Proxy.  Upon completion of this document, readers should know how to open up another person’s Mailbox/Calendar as well as how to set appointments.

Setting up the Rights

In order to open another person’s Calendar, you first need rights to see their information.  This must be setup by the data owner.  To do this, in GroupWise, you must first click on Tools followed by Options.
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Once you have done that, you will need to open up the security option.  This is done by double-clicking on Security.
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Once you are in the Security portion of the Options, you will be required to click on the tab called Proxy Access.
From the Proxy Access tab, you can add people that need rights to see your information..  This is done by choosing a name from the address book and setting their associated rights.
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Once the people have been added, you simply choose the options that you want the associated user to see and click on OK.

Now that the Mailbox has been setup for sharing, it is time to open up another person’s Calendar.

How to Open an External Calendar

To view another person’s calendar, you need to first have your local installation of GroupWise opened up.

Once the application has been opened, click on File followed by Proxy….
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This will bring up the Proxy box.  From here, you will be able to choose the people whom you wish to see.  You can do this by typing their names in the box labeled Name or by clicking on the Address Book Icon.  Either way, simply select the name for which you want to see their information and click on OK.
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The next box that comes up will be the mailbox of the person you selected.

Setting up an Appointment

Now that you know how to open up another person’s Calendar, the next logical test is to setup an appointment for both of you.
In order to setup an appointment, you must click on the button called New Appt, at the top of your GroupWise toolbar.
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Once the New Appt button has been pushed, you will need to fill in the required fields, just like an e-mail; To, Place, Start date, Time, Duration, Subject, & Message.
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Once all of the information has been entered into the Appointment, simply click on Send and it will be sent to all of the recipients.
How to Retract a Sent Item

Items you sent can be retracted if the recipient has not yet opened the item.

1. Open the Sent Items folder.

2. Click on the item you want to retract and press Delete.

3. Select Recipient’s Mailbox to delete the item from their mailboxes only OR select All Mailboxes to delete the item from both your mailbox and theirs.

4. Click OK.

Note: You will only be able to retract items sent from one GroupWise user to another.  Items sent to Internet-style addresses cannot be retracted.
How to Create a GroupWise Vacation Rule

When you set up a vacation rule, you direct GroupWise to automatically send an “I’m on vacation” message to everyone who sends you an e-mail message, task, or appointment while you’re away from the school.  This vacation rule works only between specified dates so you don’t have to worry about turning it off when you return.  You can reuse this rule for different vacations by editing the start and end dates along with the auto-reply message.
To set up a vacation rule:

1. From your GroupWise toolbar, click Tools, then Rules.  The Rules dialogue box appears.  Click on New.  The New Rules dialogue box appears.

2. Complete the following steps in the New Rules box:

a. Enter a name for the rule in the Rule Name field.

b. Under When Event Is, New Item, click to select Received.

c. Under Item Types: select the item to which you want to send an auto-reply.

d. Click Define Conditions – here you will begin to define the conditions under which your auto-reply will be sent.

3. Click on the down arrow for the drop-down menu on the left side of the first box to display options.  Locate Delivered from the list and click to select it.

4. Click on [image: image9.png]


 and click to select On and After Date from the list displayed.

5. In the next box, select the number of days from today that you want your auto-reply to begin.  The rule definition is listed at the top of the box.  For example, if you want it to begin in three days, enter a 3 in the box.  Your definition will read Include entries where…Delivered is greater than or equal to 3 Days after Today.

6. Click on the last button [image: image10.png]End



.  Click to select And from the list displayed.  This will begin another row.  This row will be a lot like the first one, but will define when you want your auto-reply to end.

7. Click on the down arrow for the drop-down menu on the left side of the first box to display options.  Click to select Delivered from the list displayed.
8. Click on the next button, and click to select On or Before Date from the list displayed.

9. In the next box, replace the number with the number of days from today that you want your auto-reply to cease (the day you are returning from your vacation).  You can edit these days to re-use this rule.

10. Click on the last button on the second row.  Click to select And to start a third row.

11. In this new row, click to select To from the list provided in the first field.  Choose Contains in the second field then type your e-mail address in the next field.  This ensures that only e-mail sent directly to you, unlike e-mail to you by way of list servers will be affected by the rule.  This step also ensures that your rule will not cause a loop.

12. Once again, click to select And in the last field to start a fourth and final row.

13. In the first field, click to select From from the list provided.  Click Does Not Contain in the second field, and in the third field, again, type your e-mail address.  This further ensures that this rule won’t cause a loop.

14. Click to select End in the last field of the last row and click on OK.

15. The New Rule box appears.  Locate Then Actions Are and click to select And Action, Reply.  Confirm that Reply to Sender is selected and then click OK.

16. Type your “I’m on vacation and you are not” message, then click OK.

17. Click Save, then Close.

How to Archive

Archive moves items from your GroupWise mailbox and saves them in a plce you specify on your computer’s hard drive.  Use archive to save messages you need to keep but don’t want cluttering up your inbox.  Remember, unless you set your cleanup options to archive them, GroupWise automatically deletes all items (messages, tasks, notes, folders) after 120 days.

How to Set Up an Archive Path

1. Click on Tools, then Options.

2. Double-click the Environment icon.

3. Click the File Location tab.

4. Specify the location of your archive directory in the Archive Directory text box.  For example, C:\GWArchive saves the archive on the C-drive of your computer, under a folder called GWArchive.

5. Click the Cleanup tab.

6. To have GroupWise automatically archive all items left in your Mailbox, clik the Auto-archive radio button and specify the number of days.  Click OK.

Note: You cannot set Archive or manual delete beyond 120 days.  Items stored in your mailbox will still be deleted by the system after 120 days.

How to Manually Archive an Item in Your Mailbox

1. Select the items in your Mailbox, or a folder, you want to archive.  
a. Press Ctrl-A to select them all.
b. Hold down the Ctrl key and click on items to select more than one.

c. Hold down the Shift key to select a range of items.

2. Click Actions, then Archive.  The file(s) are no longer displayed in the mailbox folder.  You can view the file (or retrieve it) from the archive directory.

Note: You can move items to your archived location one at a time or set the cleanup preferences in Tools, Options, Environment, Cleanup to archive files automatically.

How to Retrieve Items from an Archive

1. In the Main Window click File, then Open Archive.  A check mark appears by Open Archive in this File Menu when the archive is open.

2. All of the folders and items in your archive file are displayed.

3. To return to your mailbox, exit the archive by repeating step 1.  The check mark is removed.

Note: Don’t forget to regularly back up your archived files.
How to Use Filters

Filter lets you display items in your mailbox and or calendar according to specific criteria.  For example, a filter can display only items that have a certain word in the subject.  You can also use a filter to hide items temporarily.  Filter does not actually move or delete items; it just limits the display to the items you specify.  Filters affect all items in your Mailbox.

How to Find Lost Mail

If you find that some of your messages are missing from your Inbox, check the following:

· Did you set a filter?  If the Filter icon (on the upper right-hand side of the screen) is yellow, a filter is set.  To clear the filter, click on the Filter icon and select Clear Filter.  Once cleared, all items in the current folder will display.

· How old were the items?  GroupWise mail items are deleted automatically by the system after 120 days and cannot be recovered.  If you need to retain messages for more than 120 days, set up an archive.
To Display or Hide Items in your Mailbox

1. Click a folder (such as Mailbox, or a folder you have created).

2. In the upper-right corner of the Main Window, double-click the Filter icon.

3. In the first drop-down list, choose the field you want to filter.

4. Click the operator drop-down list, and choose an operator (ie: Contains, Begins With, et al.)

5. Type in the criteria for the filter.  Use the asterisk (*) as a wildcard if you are entering part of a word.  For example “tig*” will find “tiger”, “tigers”, and “Tigris”.  The filter is not case sensitive.

6. Click on OK.

To Clear a Filter

If you have a filter set, the Filter icon is yellow.  To clear it, click on the yellow Filter icon and select Clear Filter.  Once you clear the filter, all the items reappear.

Note: Filters can be saved.  While in the Filter dialog box, click Filter, then Save, and type a name for the Filter.

Running Notify

Notify is a program that works with GroupWise to alert you when you have new items placed in your mailbox, when your outgoing items are opened, or when you have an upcoming appointment.


When Notify is running, [image: image11.png]


 appears in your Windows taskbar.

Notify can alert you in four ways: a sound, a dialog box, a small icon, or by launching an application.  Each method is described in the following table:

	Notification Method
	What Happens

	Notify Icon on the Windows Taskbar
	An envelope appears over the Notify icon in the taskbar when you receive a new item or alarm.  If the Notify icon doesn’t appear on the taskbar, Notify is not running.

	Notify Sound
	Notify plays a system beep or sound file when you receive an item.  When you receive an alarm, the sound plays once every five minutes until you clear the alarm from the Notification List.

	Notification List
	The Notification List is a dialog box that lists all of the new, unopened items and alarms you have received.  You can leave it open on your desktop, or open it from the Notify icon when you want to see it.

	Notify Dialog Box
	The Notify dialog box opens on top of whatever application you are using when you receive a new item or alarm.


You can receive alarms and notifications from another user if that user gives you those rights in the Access List.

Starting Notify

1. Click Start on the Windows taskbar, click Programs, click GroupWise then click GroupWise Notify.

To make it easier, you can create a shortcut to Notify on your desktop or place the shortcut into Startup.

Reading an Item from Notify

1. When the Notify dialog box appears, click Read.

If a Notify dialog box does not appear when you receive notification, right-click [image: image12.png]


 on the Windows taskbar, then click Read Mail.

Displaying the Notify Dialog Box when you Receive Notification.

1. Make sure Notify is running.

2. Right-click [image: image13.png]


 on the Windows taskbar, then click Options.

3. Click the Notify tab.

4. Make sure Show Dialog is selected for the item types and priorities you want.

5. Click the General tab.

6. Type the number of seconds you want the dialog box to display under Show Notify Dialog For.  (You can specify up to 32,767 seconds, which is just over nine hours.)

7. Click OK.

Turning Off Notification

1. Make sure Notify is running.

2. Right-click [image: image14.png]


 on the Windows taskbar, then click Exit.

Setting How Often Notify Checks for New Items

1. Make sure Notify is running.

2. Right-click [image: image15.png]


 on the Windows taskbar, then click Options.

3. Click the Notify tab.

4. Select the type of item that you want to set notification for.

or

Select Use Same Setting for All Types to use the same settings for all types of items.

5. Select the following options for high priority, standard priority, and low priority items:

a. Select if you want the pop-up dialog box to display.

b. Select if you want to play a sound.  If you select to play a sound, chick the folder to browse to the sound you want Notify to play.

c. Select if you want Notify to launch a program when notifying you.

6. Click OK.

Setting the Alarm Options

1. Make sure Notify is running.

2. Right-click [image: image16.png]


 on the Windows taskbar, then click Options.

3. Click the Alarm tab.

4. Select if you want the pop-up dialog box to display.

5. Select if you want to play a sound.  If you select to play a sound, click the folder to browse to the sound you want the alarm to play.

6. Select if you want Notify to launch a program when notifying you.

7. Click OK
Being Notified of Someone Else’s Messages

Notify must be running for you to receive notification of alarms, incoming items, or a change in status of outgoing items.


You can receive notification for another GroupWise user only if he or she has given you appropriate Proxy rights in his or her Access List, and if you have added that user’s name to your Proxy List in GroupWise.

1. In the Main Window, click Tools then click Options.

2. Double-click Security then click the Notify tab.

3. Type the name of a user for whom you proxy.

4. Click Add User.

5. Click the user’s name in the Notification List.

6. Make sure Subscribe to Notification and Subscribe to Alarms are selected.

You are automatically subscribed to alarms and notification for yourself.  If you deselect Subscribe to Alarms and Subscribe to Notification for yourself, you will no longer receive alarms and notifications.  You need to repeat the steps in this topic for your username.

7. Click OK.

Page 1 of 15

