WAKE COUNTY TECHNOLOGY SERVICES DIVISION
FUBLIC SCHOOL SYSTEM Lotus Notes: E-mail Group Lists
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1. Click the Mail icon to open your inbox.

[2; Maitinbox

2. Click the down arrow beside New located on the action bar.
3. Click Group. 3 | Message
J, Phone Mezsage
’; Meeting
(e
\’1 Reminder j
4. Type in the Group name of your private e-mail group. Rt o

Group Mame: |M',l Asgnciatesl

5. Type a description for the group so you will remember why this group was created.

Description: |Staf‘F on the 2rd floor - Wake Forest Rd.

6. Click mMermbers:|

Add members using one of the options shown below:

Select Addresses ‘
Select a Member from the Lotus Notes Staff Directory g q
Searchfor:| N\
1. Click the down arrow beside the Search in field. e e = Shar = &

Select Addresses

:
d STAFF Directory
LENT Dics

T T T T —
Other Accounts Direckor

2. Click STAFF Directory.
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3. Type the last name of the staff member into the Search for
field.

4. Click Search

5. Select an individual.

Lotus Notes: E-mail Group Lists

select Addresses

~ ". B

Search in: | STAFF Directary hd

Search fori|smith

Search results:
& Smith , Brenda
& smith , Brenda Lae

B Smith , Brenda Sue
S eroith e

& Smith , Brian

8 smith , Brittany

6. Click betail: | g verify you have selected the vser name:
correct individual.

Alternate name:

Mail Address:

Brian Smith/DouglasES/WCPS5
Brian Smith
BSMITHS

Preferred language: 4
Staff $

7. Click ok | to select. et 5 At At i g

8. Click Addz>

9. Click @& |

10. Click Save & Close .
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Select a Member from the Contacts List

You create your own Contacts List by adding the names and e-mail addresses of individuals
of your choice.

Select Addresses
1. Select Contacts in the Search in field. v&

Search in: |Contacts

*
Search for: ||
- A ._Imﬁ—ﬁwv ;

Select Addresses

Search in: | Contacts

2. Select a person you have added to your contacts list in the Search results: f

X 8 pelsha, Lisa )
Search for field. <,@as T i f

B d

J

3. Click Add>>

4. Click =% .

Add a Member Manually

Mermbers: tzmithi@unc edu, bjones@eeco.net, rgottlieb@wepss. net

1. Type e-mail addresses for the members into the
spaces provided separated by commas.

T M e, s A WPt ntl s

2. Click Save & Close
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Edit E-mail Group Lists ——
p i) WICPSS WebMail - 03

1. Click the Contacts icon to open your Contacts List.

Holt Dale
dominog. wcpss.net

2. Locate your e-mail group.

&) New ~ [ Forward ~ ﬁl

3. Double-click the name of the group list to open. 2 'b 3
My Aszociates !

c

T s g R,
. . ﬁForwar - E? ﬁ }
4. Click the Edit button. (Vﬁ J
5. Add/remove members manually or click Members:| to add S0 Ry }
. . Description: Staff on the 3rd floor - Wake Forest Rd.
members using the Lotus Notes Staff Directory or your vemberss|  Toedero et
Contacts List. e 5, At o g Abons il

6. Click Save & Close .
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