Installing a Shared Folder in GroupWise

| Fram | Subiject | Drake

{ Susan Horton Shared folder notification

09,/22/03 08:46AM

Email Notification

Participants receive an email notifying
them that they have been given rights to a
shared folder.

Install Shared Folder x|

Suzan Horton has shared a folder named "Shared Folder' with pou,

Ta install thiz folder into your falder list click Mest.

Mezzage from Suszan Horton:

Install Shared Folder

“M Click Next > to Install the Shared
Folder

You've been granted the following access rights;
Fead, Add
< Back (I Mext > » Cancel |
5I Finish

Mame the new falder and set itz poszition in the falder list.

Shared Folder

Position:
@ Training g |
----- 5 Mailbox
----- [ Sent ltems Dawn |
----- MM Calendar
[]--- Documents Right |
Left |

< Back I Finizh I\ Cancel

“f  Click Finish to accept the folder name
and location

“# The shared folder will be placed in
your Cabinet




Using the Shared Folder as a Discussion Forum

Once the shared folder is set up it can be used as a discussion forum. Any user with Add rights can
create a new discussion thread or reply to a discussion topic already in use.

B New Discussion i

F_'Ie Edit Wiew Actions Tools Window Help

=10l Creating a New Discussion Thread
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“# Important! Select the Shared

Fram: ISusan Harton FOlder from the ||St Of f0|deI’S in the
@ [ Cabinet area
Message: . . .
- % “# Go to File / New / Discussion
| .
cenee /& Add a Subject and Message
& .
“M  Click Post
Attach
il [Folder: Shared Folder @A
Bopcosassontone -5l Reply to an Existing Discussion
_Eile Edit Yiew Actions Tools window Help Thread
sl | oal« |25 mE
- e P “f  Open the existing topic
Subject: IDiscussiDn topic o \@ CI|Ck Rep|y
Message:
X
Close
==
Reply
[Date: 82203 9:154M &
2) x| R
eply
— Optionz

] [f=1 ; =

™ Reply privately [outside discuszsion]
% T zender only
£ T all (sender and recipients]

W Include meszage received from sender

< ¥ Reply to selected subject Cancel |

Ok
“f  Choose Reply to selected subject

“f Check Include message received
from sender

‘A Click OK



B Topic: Discussion bopic

‘File Edit Wiew actions Tools Window Help

=l0Ixl & Type a Subject
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Frarn: ITraining

IRepI\; ko new discussion bopic

This iz my reply ko the new discussion topic, MNote the sender's message is ak

the battom, Including the sender's message makes it easy to remember
what's been discussed.

== Training 10/22/03 02;31PM ===
Here's & new discussion topic,

&

Post

X

Cancel

il [Falder: Shared Folder

“M Type a Message

v Click Post




