To Log In:
Username:  SmithR (teacher stations)     .SmithR.faculty.summersville (student stations)
Password:  what you gave me

OK – 2 times (DO NOT put in a password on the second pop up box!)

Email addres:  smithr@hs.summersville.k12.mo.us
Opening Netscape/Mozilla:

Double-click the Network Application Launcher, Double-Click the Netscape 7 icon/Mozilla icon.

Opening Groupwise:

GroupWise Icon on Desktop OR Start, All Programs, Groupwise, Groupwise
To Send an Email to Someone in our District:

1.)  Select Create New Mail.  In the To: box start typing someone’s name, when the correct person is displayed press ENTER.  If you are sending to more than one person – start typing another name and press ENTER and the name will be added.  When you are finished putting in names press TAB.  NOTE:  If you are only sending to one person – start typing in the name, when it is displayed press TAB.
2.)  Key in a Subject, Press TAB

3.)  Key in a Message

4.)  Select Send


To Send an Email to Someone not in our District:

1.)  Select Create New Mail.  In the To: box you will input – their email address, press TAB 

2.)  Key in a Subject, Press TAB

3.)  Key in a Message

4.)  Select Send

