
GroupWise

s 

Go to:  
mail.maine207west.k12.il.u
 
Or you can go to: 
www.maine207west.k12.il.
(Maine West Home Page) a
click on the GroupWise link
the top right corner of the 
screen. 
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 Use this quick reference guide to access your e-mail via the web. 
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Location field will change 
depending on your school: 
mail.maine207south.k12.il.us 
mail.maine207east.k12.il.us 
mail.maine207west.k12.il.us 

mail.maine207west.k12.il.us 

 

YOUR USERNAME  here, (first initial last name)

1.  Enter your user name 
2.  Enter your password 
3.  Click the  button 

YOUR PASSWORD  here. 

http://www.maine207west.k12.il.us/
http://mail.maine207west.k12.il.us/


Main Mailbox Screen - WebAccess 

 

View Mailbox 
 
Compose new 
message, 
task or note 
 
Search Address 
Book 
 
View Calendar 
 
Search Documents 
 

 
 
New messages will appear in this window. 

 

To Compose a new e-mail message click on the  (Compose New Message). 

Group
Type recipients e-mail address here.
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Click  
when you are done typing 
the message. Type subject of e-mail here. 

Type the text of the e-mail message here. 



 
Using the Novell Address Book 
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3. The pe
should ap
box. 

4.  Click on the 

2. The person’s last 
name should appear in 
this box. Double-Click 
on the person’s last 
name.  
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GroupWise WebAccess  
1. Type the last 
name of the person 
whom you are 
sending the e-mail 
to. Click on the 
“Search Address 
Book” button.
 

rson’s name 
pear in the To: 

Mail button 
when you are 
done selecting 
the recipients. 

Carbon 
Copy(Copy 
message to 
another 
person). 

Blind 
Copy(Copy 
message to 
another person 
without other 
recipient’s 
knowledge. 
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 like to 
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When you are 
finished viewing 
your e-mail always 
remember to click 
on the Exit button 
to log off of 
WebAccess. 
Take advantage 
of the excellent 
Help link that is
available on the 
Main Mailbox 
Screen. 
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