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GroupWise — Calendars:
Use the following picture to guide you through the features available in GroupWise.
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Posting Events:

Click the time slot for the event in the calendar
Type the event subject or title

Editing Events:
Double click an event in the calendar
Make any corrections or changes
Click Post in the menu bar in the upper left corner
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E-mailing Events:
Click and drag from the start time to the end time in the calendar
Right click and The New Appointment window will open

Type the subject, place and any other field needed.
Click Send when finished.
The recipient of the e-mail will decline or accept the appointment.
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Recurring Events:

Create an event in the calendar

Click the calendar icon at the end of the Start
date field.

Choose the All Day Event option. This will
allow access to the recurring option.

Click the calendar icon at the end of the Start
date field.

Choose the Set Recurring option
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Date tab:

Click the dates in the calendar for the
event to recur on
Example tab:

Choose the month(s) from the option
box on the left

Choose the 1%, 2™ .. option for the
day(s) in the box on the right
Click OK
Deselect the All Day Event option and choose
the time for the event.
Click Post when finished.
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