Groupwise
How do I red envelope an email? (Mark as priority)

1. Logon to Groupwise. Open a new email. Type in recipient, subject name, and
email body. Click on Send Options tab.
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From: |Catherme Cobos CC: |
To: |Catherme Cobos BC: |
Subject: |Please call

Please call Ms. Jones at 817-123-4567 ‘

2. Pick Classification, change Priority to High, decide if you want to request a

reply, and whether or not you want to be notified when opened and/or when
deleted.

Mail Message
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Classification
Normal

Priority:
i High
(=) Standard
O Low

Reply Requested
(& None

) When Convenient

© Within Days

Return Notification
When opened: None
When deleted: None

3. The recipient will receive an email with a red envelope that looks like this in
their inbox.
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