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GroupWise Automatic Message Sorting 

To begin, right click on 
the Cabinet and click 
on New Folder. 

The window that appears 
asks what kind of folder 
you would like to create, 
you can leave Personal 
Folder selected and click 
Next to continue. 
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Here we can provide a name for the folder.  
For this example, we will use HofNews.  If 
you like, you can also type a short 
description of what the folder will hold. 
 
Using the Up, Down, Right, and Left 
buttons, you can position where you would 
like the folder to appear in the cabinet. 
 
Click Next to continue. 

This window controls the 
settings for the folder.  We can 
leave the default configuration. 
 
Click Finish. 
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To continue, make sure your 
name is highlighted in the 
Folder List. 
 
Then click on the Tools menu 
and select Rules. 

The Rules window appears.  Click on New 
to create a Rule. 
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In the New Rule window, we define 
the conditions and actions of the 
rule.   
 
First, name the rule anything you 
like, but give it a name that you 
can easily recognize. 
 
Next, click on Define Conditions. 
 

In the Define Conditions window we select what needs to happen for this rule to take 
action.  In this case, we would like this rule to activate every time we receive a message 
from Hofnews.  From the menu on the left choose From and then type Hofnews in the text 
box to the right.   Notice how the sentence above says “include entries where From 
contains Hofnews.”  Click OK when you are finished. 
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Now that we have our conditions 
set, we can choose what action we 
would like the rule to perform.  
Click Add Action and select Move 
to Folder. 
 
From the window that appears, put 
a check mark next to the 
appropriate folder you would like 
your messages moved to. 

Click Save when you are 
finished.  Your Rule is now 
complete. 
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If you have any questions, please feel free to contact the Help Desk at x3-7777 or off 
campus at 516-463-7777. 

 
The Help Desk can also be reached via email at HELP@Hofstra.edu. 


