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In your Groupwise, start a new 
mail message by clicking NEW 
MAIL or choosing FILE to 
NEW to MAIL. 

Type in the recipient’s 
name and a subject 
and a message if you 
wish. Then click on the 
paper clip to attach a 
file. 

 
 

Nancy Gridley and Laura Oakes 
West Milford Township Public Schools 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will need to find your 
personal directory (P drive) 
to find your file.  (Note 
where it says LOOK IN – 
this is NOT your personal 
directory. 

In the FILE NAME box, 
type in the letter “p”.  You 
will see a few choices pop 
up – one will be “P:\” - this 
is the correct choice.  Click 
on it and either press enter 
or hit OK. 

 
 
 
 Now your Personal Directory will be open. 

Find your file and double-click on it to 
attach it.  Then you can send your email. 

Nancy Gridley and Laura Oakes 
West Milford Township Public Schools 


