Create GroupWise Folder to File
PeopleSoft Workflow E-mail

1. Open GroupWise

2. Single click on Cabinet.

44 Novell GroupWise - Cabinet
Account:  Window  Help

File Edit “iew Actions Tools

3. Right-click on Cabinet.

4. Select New Folder.

44 Novell GroupWise - Cabinet
File Edit “iew Action: Tool: Accounts ‘window Help
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Create Personal Folder x| Create Personal Folder

Select the kind of folder you want to create. Mame the new folder and zet its pozition in the folder list.

1 f* Personal folder M arme:

=l { Shared folder IW
@l  Find results folder

D'escription;

{%| Custom find results folder
) Custom find by example folder
) Fredefined|find results falder
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¢ Back I et » I Cancel ¢ Back I et » I Cancel

In Name: field, type desired name (e.g., Approval
Emails)

If desired, use the Up, Down, Right, or Left buttons to
reposition the folder or leave at top of the list.
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Create Personal Folder

Define the zettings for the folder. These can be viewed and modified in the
folder's properties dialog.

Setting name:

<Approval Emailz Custom 5 ettingsjiyg Save s, | Delete
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Stop Find

Busy Search.
Date Difference.

| Date ~

tazz Document Dperations...
Feplace Document with Backup!

Hit the R oad.
Check Maibox Size.

Options..
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I Finizh I Cancel

10. From menu, select Tools, Rules.
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Rules 2]
Fulez are executed in the order they appear in the list. Drag a Cloze Riule name: || <+“— 12
e o a different pozition to change the order. = ‘wihen event is

st Mew... = .
Rule list: 1 —> - Mew [tem v| &nd itemz are: W Received [~ Sent [~ Posted [~ Draft
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[ Mail ct an all items
[elete [” &ppointment
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[ Phone meszage

Capy..

Appointment conflict exists: | Does nat matter [Yes or Ma)

Then actions are

Add Action =

Edit &etion

Hew... Delete Action
11. Click Ll .

Cancel |

12. In Rule name: field, type desired name (e.g., Approval
Emails to match folder name).

Define Conditions. . |

13. Click
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Define Conditions 21 NewRule

Filer

. Rule name: I.-’-'«ppmval Emails
Include entries where ... oK.

‘When event iz

L ;I 3| I 4+— Cancel |
[ cthar M [tem 3| Aind items are: W Recepved [ Sent [ Posted [ Diraft

Created Clear |

D elivered - .
D ocument Mumber If conditions are  [optional)

From
[bem Status

Item types:

'tﬁrgigftpe I Mail ct on itemns where Subject containg 'approy’
To_ [” &ppointment
Il Fields.... I Task
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14. Select Subject.

Appointment conflict exists: | Does nat matter [Yes or Ma) j

Then actions are

Add Action = 18

16. Enter aprov. Edit Action |
0K Delete Action |
17. Click 4| .

15. Press T twice to white area.

18 Click __AddActon ~ |
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Send Mail... Move Item to Folder Action e

Forward...

Choose the folder below that you want to Move
Delegate... ar Link the selected iterm(z] to. [dove <

Reply... - :
e, Folder list: T Delete old links o

Delete/Decline...
E rpty [temm

Cancel

= L) Sent ltems

r.u ve to Folder... O] Calendar

Lirk ta Fu:ulu?ler... +1-[] O ocurnents

Mark a3z Private Task Ligt

Mark a3 Read [ =5 Woark In Progress
Mark. a3 UnRead +-[] ) Cabinet

Stop Rule Proceszing

20. Click check box in front of Approval Emails folder (may
19. Select Move to Folder. need to click on + in front of Cabinet to access folder).

Ell:l E] Cabinet
- 27 Approval Emails
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Rules : To remove the Rule:

Rules are executed in the order they appear in th From the menu select Tools, Rules.
e ko a different pozition to change the order.

Fiule lizt:

| Rl Name | Event = Rules 2 x|

| Approval Em: Mew ltem

Fules are executed in the order they appear in Close
Copy... rule to a different pozition to change the order. =

Rule list: Mew. ..

Fiule M ame Ewvent Edi
IP Edit...

Approveal Em: Mew lkem

Delete

Digable

Bun Copy...

Delete

Dizable

Bun

23. Verify box in front of Approval Email is checked.

24. Click ﬂ'

25. Click check box in front of rule to deselect.

Approval emails will go directly into this new folder.
26. Click 22|

If you are the Primary Approver, you can manually move the
emails to the folder by not creating the Rule.

If you are the Backup Approver, you will want to check,
archive, and maintain this folder.




