e 0EnT

2

Creating a Group using GroupWise Web access
Go to: http://mailwest.maine207.org/

Open the GroupWise address book (the icon that looks like a rolodex on the left side

1. Type the person’s last name and
then click the Search button.

Address Book Options |

D LoaP Address Book

= the screen.)
[

; http:/ /mailwest.maineZ07.org - Novell WebAccess Address Book - |

J File Edit Miew Favorites Toaols  Help
Address Book §
IFirst Mame j Ihegins with j I IANDj
ILast Mame j Ihegins with j Icharlet 4
Address Books: Entry Type: Mumber of names to display: Add Enl_l!
|GrnupWise Address Elnukj |AIITypesj |25 j

; Cancel °Java Addresz Book

To: | cC: | BC: | an'!.rl
1 match found
Name Email Address Office Phone

}7{ Meil Charlet WCHARLET@maineZ0Twestk1Z.ilus  (547)1803-6650

a | 2|

’_ I_ I_ I_ I_ |4 Internet

2. The person’s name should show
up in the results box.

3. Put a check in the box next to
the person’s name that you were
searching for.

4. Click on thbutton



http://mailwest.maine207.org/

a http://mailwest.maine207.org - Novell WebAccess Address Book - Mic

J File Edit \“iew Favorites Tools  Help

Address Book

Continue searching for the names
of the people that you’d like to add
to the Group.

|First Mame j |hegins with j |

ILast Mame j Ihegins wiith j Iﬂuyd ol
Address Books: Entry Type:
IGrDupWise Address Bnnkj IAII Types j

|25 VI

Search | Cancel |

To: | CC:l EC:l Cnpyl

1 match found

Name Email Address Office Phone

-

Curtis Floyd CFLOYD@mains207westkiZilus  (847)803-5962

Mumber of names to display:

[AND ~]

Add Entry

Address Book Options |

0 Java Address ook ) LDAP Address Book

| save Group l‘/

To:
x MNCHARLETE maine207west. k120l us
* DCAMPISEGmaine207west. k120l us
* CFLOYDEmaine207west. k12.ilus
CC:

B

Once you have the people
selected for your group, click
on the “Save Group” button.
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a http://mailwest.maine207.o0rg - Novell Webs
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J File Edit Wiew Favorites Tools Help

Select your last

Save Group

Personal Address Books: | CHARLET

Group Mame:

The Three Muskateers

]
[ name from the
list.

.llr
N

Type in a name
for the Group.

A

Mew Drescription:

Meil, Doug & Curtis

(_save D cance

You may type a
description for
the group.

Click “Save”
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To send an e-mail to the new Group that you’ve created.

3 —>1. Click on the GroupWise address book (the icon that looks like a rolodex on the left
side of the screen.)

a http:/ /mailwest.maineZ07.org - - |EI|£|

| Ble Edt view Favorkes In 2. Select your | " |
last name from
Address Book the list. N
|First Name =] |hegi7{wi1h =l [AnD =]
|Last Mame j |b ing with j |
Address Books: Entry Type: Mumber of names to display: M‘
| CHARLET = fanTypes = |25 =) Address Book Options _|
(; Search ) cancel | 0 Java sddress Book @ LDAP Address Book
g
3. Click the
SearCh bUtton To: | cec:| BC: | Move | Copy| Delete | Mail | Save Group |
2 matches found To:
Name Email Address  Office Phone )
# The Three Muskateers
/ & The Three Muskateers The Thiee Muskateers cc:
NSSTC
™ & nSsTC -
5. Click the
Mail button.

4. Your Group name will
appear in the results list.

Put a checkmark next to
the Group, then click the
To: button.

You will then see a Mail Message box with the Group Name that you are sending the

message to.
a http:/ /mailwest.maineZ07.org - Novell WebAccess Compose Message - ¥ - |EI|£|
J File Edit \iew Favorites Tools  Help | ‘.’ |
Mail Message =

Appoiniment | Task | Mote | Phone |

To:
|The Three Muskateers Send
Ci: BLC: Send ions
I I Address Book
Subject: Spell Check
I Attach
Cancel
hessage:
=

Type your message, then click Send.




To Modify an Existing Group.

a http:/ /mailwest.mainez07.org - Novell WebAccess Address Book - Microsoft'l - |EI|£|

J File Edit \iew Favorites Tools  Help

Address Book

IFirst Mame j Ibegins with j |

Address Books:

ILast Mame j Ibegins with j |

Entry Type:

Mumber of names to display: ﬂL‘

Search | Cancel

| CHARLET = fanTypes =]

To: | co: | BC: | Move | Copy| Delete |

2 matches found
Name

Email Address

ER

0 Java sddress Book ) LDAP Address Book

|AnD =]

Address Book Options |

Office Phone

I~ & The Three Muskateers The Thiee Muskateers

NSSTC

™ & nssTC \

Click on the
Group name.

l_l_f_l_l_lﬂ Internet v

a http://mailwest.maine207.org - Novell Webaccess Address Book - - |I:I|£|

J File Edit Yiew Favorites Tools Help

'lr

Group

To:
Campise, Doug
Charlet, Meil
Floyd, Curtis

Group Name: The Three Muskateers

N =
/ Modify Group

Click on Modify
Group.

Cloze




Continue to search through the GroupWise Address Book for the people that you

wish to add to your Group.

/ http:/ /mailwest.maine207.org - Novell WebAcr.ess Add ess Book - Microsoft Internek Explor

JEiIe Edit  Wiew Favorites Tools Help

y4 1

Address Book

IFirst Mame j Ihegins with / j I
ILast Mame j Ihegins with j Iserranu

Address Baoks: Entry Type:
|Gr0upWise Address Bunkj |AII Types j

Search |

[AND =]

|25 'I

Cancel |

To: CC: | BC: | Cnpy|

1 match found
Name

Email Address Office Phone

(547 827-6176

[T Gregory Serrang  ©SERRAND@maine207westiZ.il.us

Once you add the additional people to
the Group, click “Save Group”.

Mumber of names to display:

Add Entry

Address Book Options |

0 Java Address Book (B LDAP Address Book

Modify Group: The Three Muskateers
Mail | Save Group |

Cancel

To:

DCAMPISE@maine207west. k12.il.us
x NCHARLET@maineZ07west. k120l us
x CFLOYD@Emaine207west k12.il us
x GSERRANO@Maine207west. k12.il.us
CC:

BC:
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