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dntroduction

How different can one version of GroupWise be to the next? What's the big deal? GroupWise is
GroupWise, right?

In some respects the statement above is true. You will find a lot of similarities between older
versions of the GroupWise client and the new GroupWise 7 client. You will however, notice a major
difference as soon as you open the new client. GroupWise has got a brand new shiny look! A new
look that you can even customize to your own preferences.

Don't let the new appearance fool you. GroupWise 7's face lift is not the only difference between the

older versions of GroupWise and this one. In this chapter we are going to have a look at the features
that are either new or enhanced in the GroupWise 7 desktop client.

.GroupWise 7 Gets a Shiny New Look
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GroupWise 7's New Look
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The first time you log in to the GroupWise 7 client you are in for a very pleasant surprise. You can't
help but notice the fancy new face lift GroupWise has received. Don't let the new look deceive you,
though. GroupWise is still as powerful as ever, and has had enhancements made to it that go beyond
mere looks.

Before we get into how you can customize the appearance of your new GroupWise client, lets take a
look at the components you see and what they are.

1.

»

Menu Bar: This should look familiar to you, since it hasn't changed. The menus available
are almost identical to what they were in the older GroupWise clients. Please note that you
may not see exactly the same menus in your client as you see here. Some menus are only
available if your GroupWise Administrator has enabled them. For example, the Account
menu is only used in certain organizations, and sometimes only for management.

The Nav Bar: The navigation bar is new. The default view shows Home, Mailbox,
Calendar, Sent Items and Contacts tabs, but you can customize the Nav Bar to allow quick,
easy access to the folders you use the most.

Tool Bar: The Tool Bar, like the menu bar, has not really changed.

Folder List: The Folder List provides you with an area to organize and store your items.
While some of the icons may have changed slightly, this should still look familiar to you.
Home View: Panels are something new to GroupWise 7. When your new client is first
opened, the Home View displays information about your home folder. Later you can
customize your home folder to show panels with items that will enhance your productivity.
We will discuss panels a little later in this chapter. I'm fairly certain that once you get used to
panels you will wonder what you ever did without them!

View Online Tutorial Now: Clicking on this link will take you to an online tutorial. There
are three selections available to choose from: How to use this CBT; GroupWise for
Beginners and New GroupWise 7 features. If you select New GroupWise 7 features from the
drop down menu, you are presented with video clips that show the Home View, how to use
the Navigation Bar, Customizing Panels, Arranging Panels, Showing/Hiding the Main Menu,
Showing/Hiding the Folder List and Posting All-Day Events. You can also access this tutorial
by clicking on Help on the Menu Bar and selecting Interactive Tutorial. Very handy if you
want to see some of these new features in action.

GroupWise Home Folder: Clicking on this button will take you directly to your home view
where you can customize your panels to your own preferences.

Customizing Your Home Folder: Clicking on the question mark button will take you into
the Help Menus.

Now that you've seen the default view, lets take a look at how you can customize your settings and
make GroupWise look and behave the way you want it to.
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Tip: If you scroll down to the bottom of your screen you will see two check boxes:
+ Don't show this again
+ When GroupWise starts go directly to my home folder

Selecting both of these will tell GroupWise to go directly to your home folder

without showing you the default page again.

.Customizing the Home View

The Home View is one of the new “kewl” tools provided in the GroupWise 7 desktop client. By
default the Home View displays your folder list, calendar, checklist items, and unread items, but you
can fully customize both the appearance and what is available for you to see at a quick glance. I have
mine configured with filters to give me a quick view of what makes the most sense for the way that I
work. How you customize your home view is entirely up to you.
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.About Panels

The next few pages cover how to configure panels in your home view. It is interesting to note that
panels can actually be added to any folder, and not just the Home View, by using the exact same
process. The only difference is what you highlight when you start step one in the instructions listed
below.

-.Adding An Available Panel

1. Right click a folder in the folder list. This example uses the Home View folder.
2. Select Properties from the drop down menu.
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File Edit Wiew Actions Tools Accounts W

leIn=0 Mailbox Calendar §
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Steps 1 & 2

3. Click on the Display Tab.

4. Ensure that the View by: field shows Panels (Choices are Calendar, Checklist, Details,
Discussion Thread and Panels, with Panels as the default.)

5. Click on Customize Panels.

-Ta ' ' 2 Prone

General | Display

Setting name:

|<Jared Wolf Home Custom Settings>  « | l Sawve As.. l [ Delete

Description:

Dizplay all tems in the selected folder.

Wiew by
|Pane|s v
l Customize Panels... 6

[ ] Override QuickVieswer visibility
Showy Cluick'iewer

(0] l l Cancel

Steps 3,4 & 5
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6. Choose your Layout. One Column or Two Column.

7. Select one of the items under Available Panels. You can continue to add available panels
until you have all the ones that you want.

8. Click on the Add button beside Column 1 or Column 2.

9. Use the Up or Down buttons to place the panels in the order you want them for each column.

10. Click OK twice.

Choose Layout
= Oonecoun <I>
todify Panels
Available Panels: @
Checklist
EditPanel.. | |ecentactviy
Surmmary Calendar
Unread terms
Delete Panel
Column Twa:
Checklist
Unread tems
’ Festaore Defaults ] 10 ) OK ] ’ Cancel ]
Steps 6 - 10

11. Accept the default options (or make changes if you wish) in the Display Settings Save As
box and click OK again.
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Display Settings Save As 28|

Display settings narme:

< Jared ol Home Custom Settings> ‘

Display settings description (used as the tooltip):

Display all kems in the selected folder.
@ 0] ] ’ Cancel

12. Your new panel is now displayed along with the original panels.

Save Settings
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New Panel

.Adding, Editing and Deleting Panels

To add a new panel to your Home View or another folder, repeat steps 1 through 6 outlined under
Adding An Available Panel.

1. Right click a folder in the folder list.
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Select Properties from the drop down menu.

Click on the Display Tab.

Ensure that the View by: field shows Panels.

Click on Customize Panels.

Choose your Layout-- One Column or Two Columns.

Click on one of the buttons under Modify Panels. You can choose from: New Panel, Edit
Panel and Delete Panel.

NNk wN

-~-.Adding A New Panel

If you click on the New Panel button in step 7 above you will also need to complete the following
steps:

Enter a name for your new panel.

Click on the Change Folder button (Optional) to change the folder or to create a new one.
Click on the Selected Address Book button (Optional).

Change the display settings to the one in the drop down menu. Choices are: Calendar,
Details, Check List and Discussion Thread (Default is Details).

Create Panel B‘

MName the new panel:
GroupWise Advisor Emails] @

el NS

Choose folder or address book:

(@) Selected folder:  Jared Wolf Home

l Change Folder... 2

(ﬁed address hook:  <Mone>
Choose display seftings:
Wiew by | Details v f
| More Display Seti @
play Settings..

Choose filtter:

Create A Panel
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