GroupWise

Creating Personal Address Books

By creating a personal address book, you have the ability to be the “keeper” of this book.
You can add, edit, delete and ever share these books with others on GroupWise.

Creating a Personal Address Book

1. In the Main Window, on the toolbar click Address Book .
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2. Click File, then click New Book.
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4. To add new entries to the new address book, File Edit View Help
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5. Fill in as many of the fields you want for the New Contact entry.
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Deleting a Personal Address Book

1. Inthe Main Window, click B address Book | on the toolbar.
2. Click File, then click Delete Book.
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NOTE: After it is deleted, a personal address book
cannot be recovered.

Deleting Entries from a Personal
Address Book
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1. In the Main Window, click on the toolbar.
2. Click an address book, then click or Ctrl+click the names you want to remove.

3. Press the Delete key, then click Yes.




Editing Entries in a Personal Address Book
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2. Right-click the address book you want to share, then click Sharing.
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When you click OK or Apply, the person

with whom you want to share the address
book receives a notification.
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In the Address Book, shared address books are marked with the £icon.

You and the users you share an address book with can arrange your address book columns
differently. You cannot share address books across external domains.

Create a “Group” from an Excel file

From an existing Excel file, select by highlighting the column that has the email addresses and
Copy (Alt C).
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5. All the email address names will appear under Selected. Click the down arrow until you find
the book where you want to save this group. (It may be a good idea to create your book in
GroupWise first).
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You will now be placed back in your
new mail part of GroupWise.



