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To access GroupWise WebAccess email, open your internet browser and enter http://webmail.greenisland.org in
the Address field. At the login prompt, sign on with your GroupWise username and password. After a successful
login your mailbox will be displayed and you’re ready to use email.

2l Novell WebAccess - Microsoft Internet Explorer

Fle Edit Vew Favorites Tools  Help #

eﬁack ] B @ @ pﬁearch i‘\?‘Favnrites & @v gc\i EIRICN ‘Nl

Go  Links ? <
i)

Novell. GroupWise. 7¢

Username: | |

Password: | |

& A @ memet |

/= Novell WebAccess (BOE User) - Windows Internet Explorer

G@ v [N hetps:/fwebmal.neric.crafamiwebace &[] (%] [sooae [[2]-]

Elle  Edit Wi=w Favorites  Tocls  Help

Google wo@ QB - 9 bocknaber bk v sk~ sl [ Sendtor () settings~
Links @] CustomizeLinks & | Free Hotmail 2 | Google & | Windows & | Windows Media

¢ & | N Novel Webaccess (BOE User) - =~ [ pame - O Toos -+

Novell® GroupWise®” WebAccess Help Options Logout

Calendar Documents

ailbos
(£ New... ~ (@ AddressBook [ Proxy [ Manage Folders ] yol

= g} BOE User 15 update a Delete [ Mave [Tog Accept g Dedline |7 Complete % Read Later ) Mark Read

= Mailbox ® fom Subject Date
[ Unopened Items

A Sent Ttems [0 =a sillHarrison Welcome! 7/5/07 11:36 AM
7 Calendar

¥ Checklist

[ Work In Progress

[5) cabinet

Trash

| @ Internet | E 00 - |



http://webmail.greenisland.org/

GroupWise - WebAccess Basics: Email

To compose a new mail message, click
the New... button on the toolbar. A
“Mail Message” window will result.

In the “To” field, begin typing the first
name of the first recipient. The name
should autocomplete after a few
characters. For additional recipients,
press the ENTER key on the keyboard,
and begin typing the next name.

Note: In WebAccess, names only
autocomplete if they’re in your
Frequent Contacts address book.
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In the resulting window, click the
Attach button.

The selected file size and name will be
displayed in the bottom window.

To attach additional files, click the
Browse button, and repeat the process.

When desired file(s) are displayed in
bottom window, click the Mail tab.
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The attachment(s) is/are visible below
the subject field.

To remove attachment(s) prior to
sending, click the Attachments tab.
From the bottom window, select the
file(s) to be removed and select
“Remove”.
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As an alternative to autocomplete, you
may find and select recipients in the
Address book by clicking the “Address
Book” button on the toolbar.

See Address Book selections by
clicking the down arrow to right of
field (i.e. GroupWise Address Book)
and selecting desired recipient(s).
Likewise, to setup a name search
condition use down arrow etc. to select
Name Type (i.e. Last Name), condition
(i.e. begins with), enter search criteria

(i.e. berg), then click the Search button.

Note: Our search example found 3
individuals, only one of whom do we
wish to select.

Click the box next to desired name
(John Bergeron), then click either the
To, CC, or BC buttons (i.e. CC)

When the desired recipients are
selected, click the “OK” button in the
bottom right window.
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From: BOE User @cs
To: Charleen Delorenza BC:
Subject: Welcame!

Dear Charleen,

Best Regards,

elcome to the CRB Groupiilise System!
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Frarm: BOE User CC: John Bergeron
To: Charleen Delorenzo BC:
Subject: ‘Welcome!

Dear Charleen,

Best Regards,
Bill]
Daone webrmail.neric, org
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To reply to a message, click the desired A
message to view it. Click the “Reply”
button on the toolbar. For more reply
options, click the down arrow next to e Thursday - iy 5, 2007 1135 A
T0: bosuser@gw neric.org
Subject: Welcome!
the Reply button.
Glad you could join us!
Best regards,
Bill
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To forward a received message to T
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an attachment in the new message. Sbject: womer

Dear BOEUser,

Thursday - July 5, 2007 11:35 &AM

Glad you could join us!

Best regards,
eill
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