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Sep #2: How do | create a digital signature?
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)

Then select either “ Automatically add” or

" Prompt before adding”. Then click “OK”.
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Ben Hazzard
Devine Street Public School
Lambtan Kent District School Board
hazzarbe@lkdsb. net

devine. lkdsb.net
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Sep #3: How do | organize my cabinet into folders to store messages?

Right click on “Cabinet” within the right hand
menu. Select “New Folder” from the menu that
appears. (Figure 1.7)

In the window that appears, select “Personal Folder”
then click “Next”. Then on the next window, type in
the folder’ s name, its description and where you would
likeit positioned. (Figure 1.8) Then click “Next” and
on the last window, click “Finish”.
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Sending E-Mail:

Sep #1: How do | send new mail?

To begin anew message click on “File” from the top menu. Then select “New”
and then “Mail”. (seefigure2.1) A new mail message will then appear.
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First, enter your recipient’s email addressin the“To:” field. Thenif you would
like to carbon copy someone, enter his or her email addressin the“CC:” field.
The last address you may want to add is the blind carbon copy address, within the
“BC:” fidld. (figure 2.2)
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Add your subject line, then type your message within the “Message:” field.
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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”. Thiswill mail you areceipt when the recipient opens
it.
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Finally, to include afile 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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Sep #2: How do | use the address book?
To open the address book, click on the address book icon in the toolbar. (See
figure 2.4) You can aso click on “Tools’ then “ Address book” in the top

menu.

Figure 2.4

There are different sections to the your address book. The click on the top
tabs to switch between the different options. Seefigure 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.

Figure 2.5
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To search the address book, select the address book you would like to search
in. Then below the heading “ Search List:” (seefigure 2.6) type the search
term in the appropriate column. For instance, type the last name of your
desired contact in the “Last...” column.

Figure 2.6
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To add a contact to your personal address book, click on the tab with your
nameonit. Then click onthe“Add...” button at the bottom of the window.
In the next window, click on “Person” then select Ok.

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 asthe
person’s email address. (Seefigure 2.7). Then click “OK”.

To emall 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 thisemail list. Then click “Mail” in the bottom buttons to send
an email to these individuals.

To create agroup, 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.

Figure 2.7
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Sep #3: What do | do with mail that | receive?
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 areply, click on “Reply” in theright hand tool bar. A
window will appear. (See figure 2.8) Y ou 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”.

Figure 2.8

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.

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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