Adding Contacts to a Group

1. Go to our website (www.1000islandsschools.org) and click on E-Mail Service
2. The contact must be in your address book first!
3. On the main page, click Address Book on the toolbar.

/= Novell WebAccess (Craig Freitag) - Windows Internet Explorer

@Q L4 | hitp-//mail. 1000islandsschools.org/gw/webacc

| Fle Edt View Favorites Took | % @&Convert ~ SelMEdil in Contribute [Post to Blog
| ¢ Favorites | 5 ["Yetix ) Newziunky
Novel WebAccess (Craig Freitag)

- o Dec 14, 2009 (Monday)
Novell® GroupWise® WebAccess et

LEILel Calendar  Contarts  Documents

A New... ¥ % Address Book a Proxy [iﬁ Manage Folders

am Craig Freitag 55 Update :aPurge B Delete -,(Accept -eDecnne ﬂCOmplete f‘f&% Read Later ¢ Mark Read éécategories
= Notes Name Subject Date Size
11,50 ed e Melinda Bechaz Re: group emails?7? 12/14/09 10:52 AM
2 Sentpltems Craig Freitag Newsletters Update - Virtual 12/14/09 10:00 AM 27 KB
— [0 "Lucianne LaPierre" <cbbs135 2009-2010 Membership 12/14/09 7:54 AM 530 KB
Calendar a Craig Freitag TPC Mtg...12/16/09 12/14/09 6:27 AM 5KB
§ Contacts ()  frcteams <frcteams@usfirst.or **FIRST EMAIL**/Deadline to Submit Elec 12/10/09 4:30 PM 18 KB

4. Select the address book where the group is located,
5. Search for the group. You can change the number to display!
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—— 8. To add a contact, select the address book the contact is in
9. earch for and select the contact,

10. Click To, CC, or BC.
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. Click Save Group.




