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Creating Groups

Do you find yourself sending e-mail messages to the same group of people regularly (to
your grade level or department colleagues, for example)? An easy way to address e-
mails to a group of people regularly is to create—you guessed it—a Group.
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1. Log into Open WebMail and
click on the AddrBook icon.
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2. In the window that comes up : o TR R e
next, click on the New Group icon. —_ x -
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3. In the window that comes up
next, think of a name for your
group and type it under Group
Name.

4. Under Email Addresses In
This Group , enter the email
addresses of people you want to
include in this group. You can
either type them in, or select them
by clicking the little address book
icon.

5. If you use the little address
book icon to find the names to
include, click in the Member
column next to the names you
want in this group.
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6. When you have all the names selected,
scroll to the bottom of the window and click the
Done butto

7. Back on the Edit Group Information - : e
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window, when you have all the names entered
for your group, scroll down and click on the
Save button.

Your group is created!

Now, when you want to compose a message —
to your group: olcam Lt
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1. Click on the little address book icon. \

2. Scroll down to the name of your group, click
the To box next to the group name.

3. Then scroll down to the bottom of the
window and click the Done button.
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Now, your new message will be addressed to
the members of your group, and you can
compose away.
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OK, last thing. There are several groups already created for you in the Global
Addressbook: hhhs@nspencer.k12.in.us, hhms@nspencer.k12.in.us,
dtec@nspencer.k12.in.us, nhes@nspencer.k12.in.us, ltes@nspencer.k12.in.us, and
ces@nspencer.kl12.in.us. Each of these groups contains all staff members of each of
our schools.






