
Groupwise Tools 

 

Adding Your Signature 

1. Click on Tools. 

2. Click on Options. 

3. Double click on Environment. 

4. Click on the Signature tab. 

5. Check the signature box. 

6. Type your signature in the window. 

7. Decide whether or not you’d like the address added to every message. Check 
Automatically Add or Prompt Before Adding, depending on your preference. 

8. (If you check “prompt” you’ll be asked each time you send a message whether or not 
you’d like to add your signature.) 

9. Click OK. 

 

Delaying Delivery & More 

When you create a new mail message, you can 
send it sometime in the future, add categories, 
specify its importance, and more: 

 Click on the Send Options tab of your 
new message. 

 Click Delay Delivery and specify the time 
and date. 

 Change the Priority of the message from 
Standard to High or Low. 

 Enter an Expiration Date. 

 Click on Status Tracking to request 
notifications when items are opened. 

 

Color-coding & Categories 

You may set up Categories and color-coding in Groupwise 
to keep a handle on messages: 

 Click on Actions >> Categories >> More. 

 Add a New Category using the box on the bottom. 

 Click on an existing category to assign a color, 
delete it, or rename it. 

 Check the boxes to assign a message or document 
to that category. 

 You may use your categories for messages you send 
or receive. 



Folders: Groupwise will let you set up three types of folders. 

 

Expand Your View 

Make your view suit your needs . . . you can change it depending on what you’re trying to find. 

 

 

 

 

 

 

 

 

 

 

 

The Best Tip? Use Find. 

CTRL + F will let you find 
messages from or to certain 
people, search for words in a 
message, appointments, 
documents and more. 

 

Personal folder 
lets you drag and 
drop or copy and 
paste messages 
into the folder   

A Shared folder lets 
you identify Groupwise 
users who can have 
access. You decide how 
much access they may 
have: add, edit, delete.   

A Find Results folder 
does some of the work for 
you. Each time a message 
meets a certain criteria, it 
may be added to this 
folder. For example, you 
could ask it to gather 
messages from a particular 
person. 

Click here to access 
other settings: 

 Discussion Threads 
 Received Items 
 Sent Items 
 Your Custom 
Settings 

Right click on any of 
these column headings to 
make changes: 

 More Columns to 
add. 

 Sort Ascending or 
Descending 

 Click and hold to 
move 

 Click and drag away 
to delete 


