Creating a Group for Emails:

Open your email and select the Address Book
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Select the Novell GroupWise Address Book (click on the tab)
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                                NOTE:  The second tab will be your name.
Select the people you want to include in the group by one of these two ways:

Choice A:

1.) Click inside of the box that displays Name and start keying in the name (first name, last name) of the person you want to include in your group.
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2.) When the name appears, double click the name
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3.) The name will appear under the To:  Section
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4.) Click again into the Name box and begin keying in another person’s name.

5.) Repeat these steps until all the people you want included in the group are listed in the To:  Section.

OR
Choice B:

1.) Scroll through the list of names in the Novell GroupWise Address Book until you find the person you are looking for.

2.) Double click their name and it will appear in the To: Section

3.) Continue scrolling and selecting names until all names are listed in the To: Section.

To save the group:

1.) After you have all the names included in the To:  Section

2.) Select Save Group
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3.) Key in a Name for your Group in the Save as group:  box and click the arrow beside Frequent Contacts to select your name
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4.) Select your name:
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5.) Click OK (The group will be created in your Address Book)
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  Click Close
Create a New Email, in the To: Box you can key in the name of the group or you can select the address book 
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If you selected the address book, you must select the tab with your name on it:
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The Group Name will appear in the To:  Box
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←  step # 5
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←  Key in name of group OR select the address book in the upper left-hand corner.





↓  Your Name





←  Find the name of the group and double-click it to send it to the To:  Section.  Click OK





→





←  Your name








