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CTCH 603

GroupWise Workshop


On Tuesday, October 26, 2004, Prince George's Community College hosted their 

annual “College Enrichment Day” for all faculty, staff and administration.  After the President’s speech, all of the employees were required to attend two faculty workshops.  One of the workshops which I decided to attend was a technology workshop titled “GroupWise 6.5:  Cool Things You Never Knew GroupWise Could do for You.”


The workshop was 1 ½ hours and we were assigned to a computer with a partner.  First, we began with a brief overview of GroupWise.  We moved on to HTML Composition and how you can use the visible toolbar to set font, font size, style and color; and how you can insert bullets, pictures, background pictures and background colors.  Basically, the idea was to learn how to make your emails fun or attractive.  Interestingly, it was quite similar to the techniques we learned in our course.  Actually, I felt a little ahead of the class because of our extensive review of HTML.


Next, we examined how to handle junk mail.  Not too familiar with these techniques, I found myself quite intrigued by the amount of junk mail that our system is set up to “trash” on its own, prior to the junk mail’s arrival into our personal computers.  I was not aware of the amount of junk mail which is generated throughout the internet.  The lecturer advised of a few different ways you could filter email: use the “junk list” which uses your addresses from your junk list which you create or use the “junk using address book” which filters the junk mail by tagging items as “junk” if they are not listed in your personal address book.  Finally, you may either filter junk mail by the individual address or the entire domain.  With the amount of junk mail I receive at home and at 
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work, I was excited to hear that I could control some of it and decrease the chances of viruses entering my computer.

Next, we discussed ways to personalize your email.  To begin, we discussed the importance of correctly “naming” your email for the individual who would be receiving it.  Basically, don’t title your emails “hi”.  It is too general.  Then, we reviewed how you can categorize items other than in folders.  We discussed the significance of “highlighting” categories for easy subject identification purposes.  Overall, this particular discussion was interesting, especially for those of us who are extremely organized and need those little “extras” to help us stay organized.


We, then, reviewed the “checklist folder”.  Once again, the primary focus was to help the user stay organized and be able to identify those emails which are related to actual tasks which need to be performed.  The lecturer discussed how we could deposit our items in the “checklist” folder.  Even more interesting, the lecturer demonstrated how we could keep our “checklist” items with our regular email without confusing the two.  Basically, you would highlight the item, assign a due date and if past due, it would be highlighted with a red checkbox as a reminder.  Once again, this technique is also appealing to the organized user who enjoys being organized in their email.


Next, we discussed the “simple filter”.  By using the simple filter, one could locate items within folders or place all emails from an individual address or domain within one folder.  The lecturer also discussed the steps you would take to “find” those individual emails either by author, full text, from or to/cc.  There have been many times 
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when I have been unable to find that one particular email and how frustrating that was for me!


At this time of the presentation, we had run out of time for the rest of the lecture.  However, the lecturer did provide us with a handout and contact information.  The rest of the handout focused on contacts folders and rules.  Actually, I am in desperate need of learning how to create contact folders.  I know it would save me a lot of time then just continuously typing out the individual addresses for those receiving my emails.  Now, I will be able to do it!


I look forward to trying out some of this “cool things” in my email.  Overall, the workshop was extremely informative and the lecturer was very thorough and well versed in the usage and teaching of this particular type of technology.  I enjoyed the workshop and left feeling more comfortable with our email system that we use at Prince George's Community College.
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