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PPSLive GroupWise 
User Interface 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Mail is stored under Inbox. 
 

 Drafts folder holds all saved messages. 
 

 Personal folders are stored under the main mailbox area. 
 

 Favorites folder section available so user can drag & drop any folder 

into this area and always have available at the top of the screen. 
 

 To do items are available as Tasks and appear in their own section on 

the Navigation Pane.  You can also add an email as a task by clicking the 

flag on the right-hand side of the mail. 

 

 Mail is stored under Mailbox. 
 

 Work in Progress folder holds all saved messages. 
 

 Personal folders are saved under Cabinet. 
 

 No Favorites area available. 

 
 

 To do items are available as a Checklist. 

 High priority message appears as red exclamation point and low 

priority as a blue down arrow. 
 

 High priority message appears as red envelope and low priority as a grey 

envelope. 
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 Deleted Items are located under Deleted Items.  Deleted items are located under Trash. 

 

 

 

 

 

 

 

 By default, messages are displayed in Conversation View.  This view 

groups your messages according to the message thread. This allows you 

to see the entire history of that conversation in one place regardless of the 

folder it happens to be in. To turn off this view, click on View > Use 

Conversations. 

 

 

 

 

 

 

 

 

 Messages are displayed in normal view. 
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PPSLive GroupWise 
New Email Message 

 

 Click on the book icon to open the address book. 
 

 Add the BCC and From fields by clicking on Options. To always 

have these fields available, go to your home screen and click on Options 

> See All Options > Settings and click on Always show Bcc and Always 

show From. 
 

 Click on the down arrow to see more formatting options. 
 

 Set up message priority by clicking the exclamation mark (high) or 

the blue down arrow (low). 

 

 Click on Address to open the address book. 
 

 BCC and From fields are automatically available. 
 

 

 

 

 All available formatting options are visible on the task bar. 
 

 Set up message priority by going to Send Options. 

 Attachments are shown under the subject field. 
 

 Click on Options to set up delivery and read receipts. 

 Attachments are shown in the window at the bottom. 
 

 Click on Send Options to set up delivery and read receipts. 
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PPSLive GroupWise 
Sent Items 

  

 To see sent message status, right-click on Sent Item and click Open 

Delivery Report. 

 

 To see sent message status, open Sent Item and click the Properties tab. 

 

 Cannot recall a message using the web.  Recalling a message requires 

the Outlook client.   

 Click Retract on the Sent Mail to recall a message. 
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PPSLive GroupWise 
Calendar 

 To create a new appointment, click Appointment.  To set up a new 

meeting, click Meeting Request. 

 To create a new appointment, click Posted Appointment.  To set up a 

new meeting, click Meeting. 

 

 To check the availability of an attendee, click Scheduling Assistant. 
 

 To schedule and reserve a room, select the room by clicking Resources 

(Location will automatically populate). 
 

 For not required attendees, enter them under Optional. 
 

 Click the arrows to set up a recurring meeting. 

 

 To check the availability of an attendee, click Busy Search. 
 

 To schedule and reserve a room, enter the room under To. 

 
 

 CC those people who are not required to attend. 
 

 Set up a recurring meeting by clicking on Actions > Auto-Date. 

 

 To set up a recurring meeting, you must select a recurrence pattern.  

 

 To set up a recurring meeting, select specific dates for your meetings. 
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You cannot select specific dates. 
 

 To delegate an appointment, click Forward.  When you 

delegate/forward an appointment, the meeting organizer will be able to see 

who you have delegated/forwarded the meeting to. 
 

 View multiple calendars in side-by-side view. 

 

 To delegate an appointment, click Delegate.  When you delegate an 

appointment, the meeting organizer is not able to see who you have 

delegated the appointment to. 
 

 View only one calendar at a time. 

 

 To give another user read-only access to your calendar, go to the 

Calendar and click Share > Share This Calendar.  

*Note:  To give the recipient read and write privileges, you will need the Outlook client. 

 

 To give another user access to your calendar, go to Tools > Options > 

Security > Proxy Access. 
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PPSLive GroupWise 
Junk Mail Handling 

 

 Go to Options > Block or Allow to handle your junk email settings.  

Additionally, in PPSLive, you have a direct view of your junk email folder. 

 

 Go to Tools > Junk Mail Handling. In GroupWise, you do not have 

direct view of your junk email folder. 

Signature 

 

 To set up your email signature, go to Options > See All Options > 

 

 To set up your email signature, go to Tools > Options > Environment > 
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Settings. Signature. 

General 

 Notes are not tied to calendar days. When using the web, you will have 

read-only access to notes.  Creating notes requires the Outlook client. 
 

 Tasks appear in their own section on the Navigation Pane and allow 

you to track task completion. 
 

 To assign a task to another person, you need to use the Outlook client. 
 

 To create a new rule, go to Options > Organize E-mail > Inbox Rules. 
 

 To create automated Out of Office reply, go to Options > Set 

Automatic Replies. 
 

 Cannot view individual size of an email. 

 Reminder Notes are tied to calendar days. 

 
 

 Tasklist is available as a checklist. 

 
 

 Can assign a task to another person. 
 

 To create a new rule, go to Tools > Rules. 
 

 To create automated Out of Office reply, go to Tools > Vacation Rule. 

 
 

 Can see the individual size of an email. 

 

 


