
GroupWise Address Book 
 
To view your address book in GroupWise, click on the icon for the address 
book. 
 
 
 
 
 
 
 

This is a list of all of the people 
with a GroupWise Email account. 

Frequent Contacts are anyone you have 
ever sent an email to (in the district or 
outside email included).  You can add email 
addresses to Frequent Contacts.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Follow these steps to add an email address to your Frequent Contacts:  

• Click on Frequent Contacts on the left.   
• Click on the arrow next to the NEW button.  Choose CONTACT to add 

a new person.  (Choose GROUP to add a new group.) 
 

 
 

GroupWise – Adding Addresses 
Nancy Gridley and Laura Oakes 

Elementary Technology Facilitators 
West Milford Township Public Schools 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You will see this box: 
 
 
 

 

 
 
 
 
 
 
 
 
 , Last 
 
 
 

 

Type in First Name
name and email address, 
then click OK. 
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