GroupWise: Creating New Folders

Open GroupWise.

Pull down the Edit menu and select FOLDERS.
Click on File Cabinet and select New.

Select Personal Folder.

Click Next.

Type the name of your folder.

Click on Next.

Click on Finish.

Click OK.

You can save your email by dragging it into the folder.

GroupWise Folders

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



