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Step #2: How do I create a digital signature?
S Select “Tools” from the top menu. Then click
on “Options...” within the drop down menu
that appears. (Figure 1.4)

< In the new “Options” window that appears,

figure 1.5, double click on the “Environment” icon.

< Within the “Environment” window select

the “Signature” tab. You will then be able

to check the box beside “Signature” which
will allow you add your signature information
in the box below. (Figure 1.6)
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#4 Change the default settings

File Edit Wiew Actions | Tools Window Help

Address Book

J Made I Online fudt I

I

Dial Sender
@ Benjamin Hazzard
Rules
. Find...
Fi gure 1.4 Stop Find
Busy Search. ..

(&) Authored Date Difference

Chrl+F
Esc

(&) Default Librai
Task List

% Wark In Progress

Mass Document

Fieplace Document wWith Backup

Operations...

EJ cabinet
£ SMART
2] Stepping Cut

Hit the Road...
Check Mailbox Size. .,

Cptions...

[T Tribes

[T Classroom

Environment

Environment

Generall Wiews I File Locationl Cleanup  Signaturs |

Ben Hazzard
Devine Street Public School
Lambtan Kent District School Board
hazzarbe@lkdsb. net

devine. lkdsb.net

[~ Electonic business card [wCard)

[Leave empty to use Address Book generated wCard)

N Figure 1.5

Certificates

Add your signature and/or electronic buziness card [vCar

 Automatically add
% Prampt before adding

T A TaF | mnimebane

B

<

Documents

Date & Time

Cloge |

21

Figure 1.6

L]

=

o]

Cancel |

Lambton Kent District School Board

Page 2 of 9




Groupwise:
A Starting Point

Step #3: How do I organize my cabinet into folders to store messages?
< Right click on “Cabinet” within the right hand

menu. Select “New Folder” from the menu that 4 Novell Grovgitkica _hoilbos

appears. (Figure 1.7) Fle Edit vie Figure 1.7 e
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like it positioned. (Figure 1.8) Then click “Next”and | 7 % Task List
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reate Personal Folder
- Figure 1.8
M ame the new folder and set itz position in the fq

M arne:

ke Falde

D escriptian:

Paszition:

Elg Cabinet ;I =
..... T7|[New Folder
..... £ SMaRT &I
..... £ Stepping Out

----- 7] Perzonal
----- (T Parents2003/2004
----- 7 Intermediate Literacy

----- 7] Tribes Right |
----- {27 Clazsroom

< Back I Mest » I Cancel

Lambton Kent District School Board
Page 3 of 9



Groupwise:
A Starting Point

Sending E-Mail:

Step #1: How do I send new mail?
& To begin a new message click on “File” from the top menu. Then select “New’
and then “Mail”. (see figure 2.1) A new mail message will then appear.

b

%4 Create a new mail message

Figure 2.1
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< First, enter your recipient’s email address in the “To:” field. Then if you would

like to carbon copy someone, enter his or her email address in the “CC:” field.
The last address you may want to add is the blind carbon copy address, within the

“BC:” field. (figure 2.2)
= Mail To: mcclinan@lkdsb.nek Figure 22 = |EI|5|
_ File Edit Wiew Actions Tools Window Help
1
EFLEFE P |20 FFbu7? B8R 832
: From: |Benjamin Hazzard i | JIL
To: |mcc|inan@|kdsl:.net BC: |
B Send
Subject: |the subject is...
Message! blah blah blah x
Cancel
LE|
Address
| Attach
&l & 4

2 Add your subject line, then type your message within the “Message:” field.
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<2 To request confirmation that your message has been received and / or read,
you can click “File” in the top menu, then select “Properties”.

< Within the new window that appears, select the “Status Tracking” tab.
Underneath the “Return Notification” section, click the upper button and
select “Mail Receipt”. This will mail you a receipt when the recipient opens
it.

Phone Properties 3 1=

Figure 2.3
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< Finally, to include a file with your email. Click on the “attach” button within
the message. Then find your file, select it and click “OK”.
& To now send your message, click “Send”.
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Step #2: How do I use the address book?

< To open the address book, click on the address book icon in the toolbar. (See
figure 2.4) You can also click on “Tools” then “Address book™ in the top
menu.
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& There are different sections to the your address book. The click on the top
tabs to switch between the different options. See figure 2.5

The “Novel GroupWise Address Book™ gives you access to all the email
addresses within the LKDSB.
The “Frequent Contacts” gives you access to your most frequently used

addresses.

The “Your Name” gives you access to an address book that you have created.

Y~ Address Book )
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Figure 2.5
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Aebe'Wielnga  Aebe  ‘Wieli.. Supply Teacher ... wislhae@lkdzb. net MG
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2 To search the address book, select the address book you would like to search
in. Then below the heading “Search List:” (see figure 2.6) type the search
term in the appropriate column. For instance, type the last name of your

desired contact in the “Last...” column.

Y # Address Book .

File Edit ¥Yiew Address Help

E enjarmin Hazzardl Maovel LDAP Add 4 I "I
& Completion Position: 2 [Last) @ | | To: | LC I BLC: I

Figure 2.6 =10l x|

| I arne I Firat ... I Last | Departmett

M arne :rFI et || = £ I Tepartmetit E-Mail Address

tdoorey toon... Indian Creek Boad mooneybed@lkdzb. net

P Lo Muslaw muxlowest(@lk dsh. et
Wirtal_HS Wirtua... LEDSEV rtual_HS@lkdsh. .
Aaron Edlington Aaron Edin.. Temporary Empl..  edlingaa@ilkdsh, net

Aaron Eidt Aaron Eidt Terporary Empl...  eidtaa@lkdzb. net
Academic Depa... Acade.. Depa... academici@lkdzb. net

Adam Lakey Adam  Lakey Morthern Collegia... lakeyadi=lkdsb.net
Adam Lounsbury  Adam Loun.. Temporary Empl..  lounshadi@lk dzb. net
Adnanus Schalk.  Adhianuz Schalk Morth Lambton 5. schalkadigilkdzb. net
Adrienne Bawter  Adrien... Baster Central Elementary bawterad@ilkdsh.net
AebeWielnga  Aebe  Wieli.. Supply Teacher .. wiglinae(@lkdsh net
Agnes 5t Peter Agnes S5t P EastLamblon El.. stpeteag@lkdzb.net

1] |

E-Mail...

Fleth
MGW
G
MG
MGW
PG
MGW
MGWw
G
MGW

MNGwW -
4

|:|I:ISEI DiaII kdail | .-'-‘-.u:l-:l...l Hemu:u'v'el Inf-:urmati-:unl Cloze List << I Save Group..

Lambton Kent District School Board
Page 7 of 9




Groupwise:
A Starting Point

S To add a contact to your personal address book, click on the tab with your
name on it. Then click on the “Add...” button at the bottom of the window.
In the next window, click on “Person’ then select Ok.

S The next window that appears will prompt you to enter the person’s contact
information. Make sure you enter the first and last name, as well as the
person’s email address. (See figure 2.7). Then click “OK”.

< To email this person, click on the “TO:” button then double click on the
person’s name. Continue this until you have added all the people you would
like to add to this email list. Then click “Mail” in the bottom buttons to send
an email to these individuals.

2 To create a group, add the people to the “To:” list by double clicking then
selected “Save Group...” from the bottom buttons. In the next window enter
the group’s name and click “OK”.

< Now when you would like to email all the members of your group, just
double click on the group’s name to add them to the distribution list.

Information for New Entry Figure 2.7 x|l
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i e
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Step #3: What do I do with mail that I receive?
S To open an email within your main screen, double click the email message and a
new window will open for you to read to the new email.
< If the email requires a reply, click on “Reply” in the right hand tool bar. A
window will appear. (See figure 2.8) You will then have the option to:
Reply to sender (just the person who sent the email to you) or,
Reply to all (everyone the email was originally sent to). Then click “OK”.

%= Mail From: Carolyn Rollins -] x|
File Edit Wiew Actons Tools Window Help Figure 2.8
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< To send the email to someone different, click “Forward” from the side tool bar
and then in the new email window that appears, enter the desired recipient’s email
address.

< To delete mail from the main screen, right click on the sender’s name, then click
“Delete”. The message will then be sent to the trash.

<2 To clear your trash, right click on the trash folder in the right hand side of the

screen. Then select “Empty Trash”. Groupwise will then ask if you are sure,
click “Yes”.
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