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Your e-mail address= username@sd104.s-cook.k12.il.us

How to create a new mail message

There are two ways to start this process.  You can go to the File menu and choose the
New/Mail option, or click on the new mail button on the toolbar.

This will open up a New Mail Window:

New Mail
Button

Click here for
address book

You can start typing
in a name for people
in the district and it
should automatically
be filled in.
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Address Book
This tab lists all the e-mail
addresses in the system.

Frequent contacts lists addresses
you have used recently.

Double-click a name to
add it to the list of
people you are sending
the message to.  You
can send to as many
people as you like.

Click OK when
you are done.
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Checking Sent Mail Properties

Go to your sent mail folder.
Find the item you wish to check.
Right click on the item and choose Properties

This is a sample of the information that can be gathered from the properties screen.

Attachments
An Attachment is a file that is sent along with an e-mail message.   The ability to attach
files allows you to send items such as Word documents or images via e-mail.  It is a very
useful feature of e-mail.

To attach a file to an e-mail message, you just have to know the following things:
§ What is the name of the file you are attaching?
§ Where is it located or saved?

When you are ready to attach a file, just create a new mail message, as you normally
would.  Then click on the Attach button (the one with the paperclip icon).

Who the
message
was sent to.
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The file should appear in the boxed off area below where you type in your message.

When you receive a message with an attachment, all you should have to do is double-click
on the file to open it.

Changing File Properties

In your mail message, go to File and choose Properties

Use the drop
down menu to go
to the folder with
the file you need.

Select the file
you want to
attach.

The file name will
show up here once
you select it.

Click OK
when you
are done.
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File Properties continued….
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Address Book - Editing Addresses

Choose a person and Click the Information button

Any of this information can be edited.  Adding the first and last name, for instance, allows
GroupWise to use the autocomplete feature for that e-mail address.
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Find

Tools Menu > Find

Type in a Term or Author that you are looking for, and click OK.

Sample Results screen:
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Cabinet - Creating a Folder

To add a new folder to your Cabinet, right click the cabinet item and choose New Folder.

Click Next.

Name the Folder and Click Next
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All of these settings can be left as they are.

Click Finish.
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Creating a Signature

Tools Menu > Options

Double-click Environment

Choose the Signature Tab

Type in what you would like for your signature and click OK to save it.
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Trash Management

To empty out your trash, go to the Edit menu and choose Empty Trash.

Trash can be set to be automatically deleted after a certain number of days.

Go to Tools > Options

Double-Click Environment

Notice the last item: Empty trash.  The settings there can be changed.  Click OK when you
are done.
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Calendar - Notes Page

Rules

Tools > Rules
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