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GroupWise Mailbox: Icons and Status 

 
Mailbox Icons and Item Status 

There are many icons in GroupWise that denote 
item type and status.  This is a guide to the 
icons that will appear next to items in your Mail-
box. 
 
An opened envelope appears next to a message 
that has been opened. 
 
A unopened envelope appears next to a message 
that has not been opened. 
 
The attachment icon appears next to items with an 
attachment. 
 
The sound icon appears next to items that will play 
sound when opened. 
 
An orange arrow means that you have replied to 
that item. 
 
A blue arrow means that you have forwarded that 
item. 
 
A yellow arrow means that you have delegated that 
item. 
 
Note: any combination of the three arrows 
means that more than one action has been per-
formed, such as a message has been both re-
plied to and forwarded 
 
A unopened or open red envelope and a red circle 
with an exclamation mark denotes a message with 
a specific level of priority. 
 
A clock icon appears next to appointments. 
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A red clock with a red circle and an exclama-
tion mark is an opened or unopened appoint-
ment with a specific level of priority. 
 
A notepad with a pencil next to it appears by 
an unopened reminder note.  When the note 
is opened the pencil moves over the note-
pad. 
 
An unopened or opened reminder note with 
a specific level of priority has a red notepad 
and a red circle with an exclamation mark. 
 
A red checkmark in a white box appears by 
an opened or unopened task.   
 
A task with a specific level of priority appears 
as a box with a red checkmark and a red cir-
cle with an exclamation mark. 
 
An item with an envelope, two red arrows 
going opposite ways, and a red circle with an 
exclamation mark denotes an item for which  
the sender has requested a reply. 


