
GroupWise:  Sending Tasks 
 
 

• Pull down the FILE menu and go to NEW. 
• Scroll over and select TASK. 
• Fill in the necessary fields. 
• Send message. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• A task will have a red check instead of an envelope in the GroupWise 
mailbox.  Each day the task will move to the top of your mailbox until 
completed. 
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• Once your task is completed, click in the COMPLETED box.   
 
 

 
• The task will move from your mailbox to your calendar.   
• It will automatically post to the calendar on the date that you 

completed the task. 
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