
Teacher Access to student e-mail addresses using the GroupWise Client 
 
 
 
 
 
 
 
 
 
 

Click on the New Mail button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the Address button. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Make sure West Students is selected 
 
 
 
 
 
 

Type the last name(s) of the students that you 
wish to send an e-mail to, then hit the Enter key.
 
Double-click on the student’s name, and their 
name(s) will appear in the list on the right. 
 
Click OK 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*

* From this same window, you may also create 
a “Group” of students by clicking on the “Save 
Group” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you’ve finished selecting the 
student(s) you wish to e-mail, click the 
OK button. 

 
 
 
 
 
 
 
  
 



 

Once you’ve finished typing the content of your 
message, click on the Send button. 
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