Groupwise Cabinet — Sorting Folders

These instructions will help you to place your cabinet folders in alphabetical order.

1. Open Groupwise.

2. You will see that the folder Test2 is not in alphabetical order.

&4 Novell GroupWise - Cabinet

=l=]x|
File Edit View Actions Tools Accounts Window Help
[Mocs[ontine =] |splay [ Trems HleFaale-s-a-n
& InfoSystems ‘ MName | Subject ‘ Date
& W Mailbbox B3 Testz
[ Calendar 0 ABC Folder
Documents £1  Groupwise Test Folder
) Work In Progress 1 Testl
2 Z¥ Folder
£ ABC Folder
(23 Groupwise Test Folder
£ Test1
23 2 Folder
w. % Trash
il ‘ |Selected: 0 ‘Total: 5 Eﬂz ]

il Start

| &SR

H {3 Novell GroupWis... lWeb Swff

| FAQ‘doc - Microsof... | Documentl = Mlcro‘.‘l

HEGENEROSE B 1003em



3. Right click on the Cabinet folder. Select Sort Subfolders.
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4. The folders are now in alphabetical order.
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