
GroupWise:  Sending Phone Messages 
 
 

• Pull down the FILE menu and go to NEW. 
• Scroll over and select PHONE MESSAGE. 
• Fill in the necessary fields. 
• Send message. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• A phone message will have a phone icon instead of an envelope in the 
GroupWise mailbox. 

 

Laura Oakes 
West Milford Township Public Schools 


