
Press MUTE or *6 to mute your telephone.

Please don’t put your phone on HOLD.

In the ‘chat’ box please enter and send us 
your name, division (i.e. Labor Exchange, Field 
Services, etc.) email address,  and the names of 
everyone participating at your location.

Thanks!! We’ll get started soon!

Welcome to the Webinar
Migrating from GroupWise 6.5 

to Outlook 2002



Department of Labor & Economic Growth

Migrating from GroupWise 6.5 to Outlook 2002

Configuration Information
And

Beginner’s Guide to Using Outlook



Topics for Today

• What Outlook looks 
like

• How to change the 
view

• Shortcuts
• Inbox: what’s there
• Email Options
• Sending messages

• Distribution Lists: 
creating and sharing

• New Message Tool 
bar

• Creating a signature
• Using your calendar
• Out of Office assistant
• Outlook on the web



Outlook Default Screen.



Folders list has been added.



Outlook Today -
provides a summary of the Appointments,
Tasks, and how many messages are waiting in
the Inbox.
Inbox - contains all of the incoming messages
(email, appointments, etc.)
Calendar - displays all Appointments and
Tasks.
Contacts - allows the user to access the global
exchange address book and allows for the 
entry of new personal address contact 
information.
Tasks - displays the tasks in chronological
order.
Notes - personal notes as reminders.
Deleted Items – storage for messages deleted
from Outlook. This allows the user one last
chance to recover items.

Outlook Shortcuts and what they mean…



The Outlook Today page provides a preview of your day. By using 
Outlook Today, you see at a glance your current appointments, a 
list of your tasks, and a summary of your mailbox messages.

To Activate Outlook Today
Click on View, Go To, Outlook Today, 

or click on the shortcut on the Outlook Shortcut bar.

Outlook Today





Any Questions? Type them in 
chat please!!



Inbox



Two Ways to Organize Your Inbox

Use Organize Icon or Go to Tools>Organize



Options within open emails:



Creating and Sending Email Messages



During Migration…

If you send an email to someone and it 
comes back undeliverable, it could be that 
they have been migrated to Outlook and 
your system tried to send them to their 
GroupWise address. They look the same 
but act differently. IF this happens, go to 
the address book, find their name again 
from the list, and use it from there. This 
should fix the problem.



• Send
• Save
• Print
• Cut, Copy, Paste
• Insert signature
• Attach file
• Address book
• Check Names

• Importance
– High or Low

• Flag
• Options

– Importance,
– Voting and tracking
– Delivery Options

• Font Size
• Outlook Help

New Message Tool Bar



Creating Distribution Lists
• New>Distribution Lists>Select Members



Mail groups from GroupWise may 
already be saved in your Outlook

Check your Contacts folder for mail groups 
that you used in GroupWise. 

Look elsewhere in the Folders list for mail 
groups that other had shared with you.

New contact groups that you create will be 
listed under the Contacts item in Folders.



Sharing Contacts – Step One
Give Permission to view Contacts

Right 
click on 
this



Choose Permission 
Tab

Add to find name

REVIEWER is read 
only permission

Finally, click on APPLY



Sharing Contacts –Step Two
For those who received permission:



Shared Contacts, Step Three:
Saving them to your Contact List.

Click OK. Double click the desired list. Click on 
FILE>COPY TO FOLDER>Select CONTACTS 
>click OK.



Any Questions? Type them in 
chat please!!



Creating a Signature Tools>Options>Mail 
Format>Signature Section





Using Your Calendar



Creating a Personal Appointment



Creating an Appointment:

Alternate method



Scheduling Meetings



Scheduling Meeting Details



Doing a BUSY SEARCH , called SCHEDULING



Canceling a Meeting

Open the appointment with Double Click, 

Select Actions>Cancel Meeting. 



Making 
Your 

Calendar 
Accessible 
to Others



Calendar Reminders

• Tools>
• Options>
• Other>
• General –
• Advance 

Options>
• Reminder 

Options>
• Display



Any Questions? Type them in 
chat please!!



Using the Out of Office Assistant
Inbox folder>tools>out of office Assistant



Accessing Outlook Via the InternetAccessing Outlook Via the Internet
https://owae2k.state.mi.us/exchange

If you cannot get into the State server, you can 
still access Outlook through this link.

https://owae2k.state.mi.us/exchange




Web Resources

• Go to Help Button while in Outlook and 
select Office on the Web

• In the Search box type in Office 2002

• Select Outlook 2002 Help and How-to or 
Outlook 2002 Support Center



Internal Resources
For additional assistance after you have 
been Migrated to Michigan 1, please 
contact:

• Joe Billig, billigj@michigan.gov, 
517-241-8614

• Brian Waters, watersb@michigan.gov, 
517-373-3625

mailto:billigj@michigan.gov
mailto:watersb@michigan.gov




Any Questions? Type them in 
chat please!!
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