Groupwise
How do I set up mailing groups?
(When you send out emails to a specific group of people)

1. Logon on Groupwise. Open new email. Type in Subject field and email. Click on
the Address Bogk Icon.

Mail  Attachments  Send Options
From: ECath erine Cobos y cC:
To ' BC:

Subject: Website instructions

Dear Faculty and Staff,

Here are the instructions that you requested for using the new Teacher Technology Help Page.|

2. Add names of the people that you want to send the email to. Hit Save Group.

Address Book

£ Addenty Ry Address Boak Options

Address Books:
GroupWise Address Book D

Last Name D begins with D parr P @
ol
4 matches found
‘ ‘ a ‘ ¥ Glenn Adams
O Crista Parr parrcr@mansfieldisd.org % Ann Devlin
O a Jason Farr parrja@mansfieldisd.org ¥ scott Blackburn
O a Sara Parr parrsa@mansfieldisd.org ¥ Brian Boydstun
O a Toni Parrish parrto@mansfieldisd.org X Annette Cardenas
¥ Mark Spann
¥ Jay Cline
* wade Dotter
X Crista Parr

3. Decide which Personal Address Book you want to save this group too. Type in a
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4. The list of email recipients will be saved under the group name.



5. When you want to send out another email to this specific group, open a new
email, type subject name and email text. Click on Address Book.

Address Book
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Address Books:

Catherine Cobos @
O | [#] @
6. Pick the addres egroup to, select name, type in the name of

the group, and click on Search button.

7. When the selection appears, click in the box, and click on the To: button. When

Address Book

a Add Entry % Address Book Options

Address Books:

Catherine Cobos @
Name m begigs m science teachers @

X Science Teachers
O a8 Science Teachers Science Teachers

8. The email will be sent to all recipients that are part of the group.
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From: Catherine Cobos CC:
To: Science Teachers BC:
Subject: Science textbooks

Just letting you know that the new science textbooks have arrived!



