GroupWise: Reminder Note

e Pull down the FILE menu and go to NEW.
e Scroll over and select REMINDER NOTE.
e Fill in the necessary fields.

e Send message.
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e A reminder note will have a pencil and paper instead of an envelope in
the GroupWise mailbox.
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e OPTIONAL: Click on ACCEPT and the reminder will move from your
mailbox to your calendar.

Laura Oakes
West Milford Township Public Schools



