
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 
of the screen.) 

 
 

 

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 the To: button 

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

 
 
 
 
 
 
 

http://mailwest.maine207.org/


 

 

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

Once you have the people 
selected for your group, click 
on the “Save Group” button. 

 
 
 
 
 Select your last 

name from the 
list. 

Type in a name 
for the Group. 

 
 
 
 
 
 
 
 
 
 

You may type a 
description for 
the group. 

Click “Save” 

 
 
 
 
 
 



To send an e-mail to the new Group that you’ve created. 
1. Click on the GroupWise address book (the icon that looks like a rolodex on the left 
side of the screen.)  
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2. Select your 
last name from 
the list. 
3. Click the 
Search 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
message to.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 Type your message, then click Send. 
5. Click the
Mail button.
 are sending the 



To Modify an Existing Group. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the 
Group name. 

 
 
 
 
  

Click on Modify 
Group. 

 
 
 
 
 
 
 
 
 
 
  



 
Continue to search through the GroupWise Address Book for the people that you 
wish to add to your Group. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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