How to Create an Email Group in
Groupwise
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Step 2:

*In the “First Name” box click
on the arrow and choose
“Department”.

*Type in your school name in
the blank box.

*Then click “Search”
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Step 3:

*Put a check mark in the small box
next to each name that you would like
to add to your group.

*Remember that you will want to be
sure to only include TALB members in
the group you will be communicating
with regarding TALB business. If you
select all, then all staff members who
work at your site will receive the
email, including administrators and
classified.

*Once you have the names checked off
on this screen, click the “To:” button;
if you click display next before clicking
on the “To:” button the names on this
screen will NOT be included.
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Name Email Address Office Phone
D Alan RDSEI"IngiSt ARgosenquist@lbusd k12.ca.us 8200
D Alejandra ZEI’EQDZE AZaragozai@lbusd k12.ca.us 8200
D Alexis Harcharic AHarcharic@lbusd k12.ca.us 8200
] Alfredo Cabading FCabading@|busd k12 ca.us 8221
|:| Alice O'Gradj[ AODGrady@lbusd k12.ca.us 8903
[E] Allen Conrad AConrad@lbusd.k12.ca.us 8435
[ Allyn Topp ATopp@lbusd k12.ca.us
D Am}{ LBVBQUB Aleveque@lbusd k12.ca.us 8553
|:| Andrea Hoover AHoover@lbusd k12.ca.us 8254
] Andy Hall AHall@lbusd k12 ca.us 8180
|:| Anna Veach AVeach@lbusd k12 .ca.us 8850
[E] Anthony Arzate Abrzate@|busd k12.ca.us xB300
D Aﬂthﬂl"ljf Falcone AFalcone@|busd k12.ca.us g192
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Step 5:

Save Group N ’
*You need to choose an address book
to save the group in. You can use the
pull down menu to choose the book. Personal Address Books: Frequent Contacts
We recommend using “Frequent i i
Contacts”. = TALB Members
*Type in a group name, ex: TALB New Description:
Members members as of 9/08

*The description is for your use. ltis a

good idea to at least date when you

formed this group that way as staff save [ Cancel |

changes occur you can keep your

group current. _ v
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How to Retrieve a Saved
Group:

*Click on the “address book” icon.

*Choose “Name” in the pull down
menu on the “first name” line.

*Type in the group name.

*For the “address book” pull down
menu you will need to select the
address book you saved the group in,
see step 5.

*Then in “entry type” use the pul
down menu and select “group”?

*Click “Search” and all matches will be
listed.

*Click the box next to the group and
then click on the “To:” button.

*Now click on the “Mail” button and
you are ready to send an email to your
group.
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