Documentation for Disabling Outlook when using GroupWise Web Based eMail
The following steps must be completed in order for Outlook to stop automatically downloading new messages.  If these settings are not changed, Outlook will remove all messages from the user’s GroupWise mailbox.

Office XP (Windows 2000 – Windows XP Systems)

1. Open Control Panel

a. Go to Start -> Settings Control Panel.

2. Double Click on the Mail Icon.

3. Click on e-Mail Accounts.
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4. Click Next
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5.  Click on Change.
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6. Change the incoming Mail server to xxx (not the Outgoing)
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7. Click Next, Finish, Close and OK.

8. Open Outlook

9. Click on Tools and Options.

10. Click on the Mail Setup Tab then click Send/Receive.
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11.   Uncheck “Schedule and automatic send/receive every…” and make sure that “Perform an automatic send/receive when exiting” is NOT checked. 
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12.  Click Close.

Now Outlook will not remove the messages from the GroupWise server.  You will still be able to read and send messages out from Outlook if you need them on-line, but Outlook will no longer receive new messages.
Office 2000 (All Windows 98 Systems)
1. Open the Control Panel
2. Double Click on the Mail Icon.

3. Click on Accounts and then Properties.
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4. Click on the Servers Tab.


5. Change the incoming mail server to xxx (not Outgoing)
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6. Click on OK.

7. Click on Close.

8. Close the Control Panel.
9. Open Outlook

10. Click on Tools > Options

11. Click on the Mail Delivery Tab.

12. Uncheck, “Check for new messages every…”
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13. Click on Ok.

Now Outlook will not remove the messages from the GroupWise server.  You will still be able to read and send messages out from Outlook if you need them on-line, but Outlook will no longer receive new messages.
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