Creating Groups

You may wish to create an e-mail group. For example, the Library/Media
Specialists offen need to send a message to all of the other Library/Media
Specialists. Instead of entering each person in the "To:" line, they can enter
the name of the group, and the e-mail message goes to each member of the

group.

To create a group, open up your Address Book. Double-click on a name you
want included in the group. You will see it appear on the right side of the

box.
Continue to double-click on names until you have everyone listed that should
be included in the group.

¥ # Address Book

File Edit “iew Address Help

Nowell Grouphise Address Book | Mancy Gridley I Frequent Contacts I

Search List: gﬁ; Name Completion Positior: 2 (Last) 395 I Too LG | BC:
I [ ame Department T o Ackropd, Jud
Gray, Lucille

J MName | Office Phone...| User 1D | Post Office | Domain | Department | Title Koharian, Margaret
Lare, Pat Plare FO_BOE wh_D.. =] Mados, Linda
Lozo, John flozo hs_postoffice hs_do.. Science g::g?gﬂ a{’gﬁy
Lubarsky, Lisa lubarsky hs_postoffice hs_do... 5SE Science ’
Luccarell, Matth... miuccareli hs_postoffice hs_do... SE History
luccarell, Mickey MLuccareli  PO_BOE Wwid_D...
Ludwig, Brenda BLudwig PO_RBOE Wwid_D... _I
MacDonald, Jen.. jmacdonald  hs_postoffice hs_do... English
M ack, bargaret bk ack, maple_postoffice maple_...
iMados, Linda LM ados UGL_POSTOF... UGL ..
Magi, Tara trnagi hs_postoffice hs_do...
Maglio, Patricia P aglic maple_postoffice maple_..

Cl ic k 0 n S A VE GRO UP — | Maguire, Donna dmaguire hs_postoffice hls_do... English -
° e 3

Oigse || Didl | Mail | Add. | BW Save Group...

Save az Group EHE
Save az group: ’TI
Il Cancel |
You will see this box. Address book
. I Frequent Contacts j
Type in a name for the group—<-such as
w - . " LComment:
Librarians”. =
Click OK.
[~

GroupWise - Creating Groups

Nancy Gridley and Laura Oakes
Elementary Technology Facilitators
West Milford Township Public Schools



	Creating Groups

