This process MUST be done using GroupWise from campus, either Main campus,
the Intermodal or SCC, it will NOT work if you use GroupWise WebAccess.

Using WebAdvisor to Capture Student Email Addresses and
How to Create a Group in your GroupWise Address Book

1. Log into your WebAdvisor account
. . | Faculty Information
2. Click on the Faculty option l N
Advisees
3. Click on the Email-Roster or Advisee Email Roster link under e e octer
— / |, EmallRoster
the Faculty Information list t// San

My Class Schedule
. Select the Term Student educational planning

4 Student profile
5. Click the Submit button
6

My To Do List

|
. Select the Course

7. Click the Submit button
Now you’ll copy and paste the email addresses into the To: box in new email message
1. Point at the beginning or the end of the list of email addresses

CHANGE PASSWORD LOG Ourv Mam MENU FACULTY MENU CONTACT Us

2. Hold your left mouse button down and drag through the list selecting all addresses
3. Let go of your left mouse button
4. Either go up to and click on Edit on the Toolbar and then click on Copy
Or
5. Point at the colored block of email addresses, click with our right mouse button and then
left click on Copy
Open GroupWise
Open a new email message
Click in the BC: box
Go up to and click on Edit, and click on Paste
Or

10. Point in the BC: box, click with your right mouse button, and then left click on Paste

© o N o



Create New Address Books for your class(es)

1.

2
3
4.
5

Click on the Address Book button on the toolbar

Create New Address Book |M
Click on File and the New Book... from the menu
Create address book;
Type the term in the box Fall 2009] (i
Click on OK .

[ —

Repeat this process until a new book has been created for each class

Eile Edit View Help
| New ' ﬁ: 3

5

)

| |1nside: |Name -

MNarne E-tdail Address

To Create a Group using the addresses in the BC: box in your new email message

10.

o gk~ w N oE

Once all addresses have been pasted into the BC: box in the new email message
Go to and click on the Address Book button on the toolbar

- WL trancisrodri
3l [To: 8 trancisrodrigues!

Click on the correct address book

All the addresses are now in the Selected area — —
] ons] !‘_,,. Address Selector It
CIICk On Save Grou pv = Loakin  [{) Moved Groupizs Adresss Book - Ta fee) BG ."_

Hama E-Mnd Adierass
@ A & F Vacation

ic Affairs Offic

A & F Vacation@beric =
air:

Name the Group

85 Mew GNup: (HSP 286 01) = 8 Adams, Gary

8 Adams, hudith

B [ Details

[ o ][ cencal

tdembers:

@ Add
*

oK || cancet

Click on the OK button
Click on the OK or Cancel button to close this window

Send this addressed email or click on File, Close and No to ‘Save changes to this item?’
to not send the email

Repeat for each class
2
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To use the new group to address an email message:
1. Open a new message
2. Click on the Address Book button
3. Click on the down arrow to the right of Look in: and select the correct address book
4

Click on the BC: button above the Selected area -- Putting the students email addresses in
the BC: box protects their privacy

5. Double click on the Group’s Name to put it in the Selected area

?;,' Address Selector ) @Iﬂ_hj
¥

Lookw [ Fall 2003 - [ = | e ][ B ]

Loak for: Match: |Last Name > | Selected Rauting Slip [

@4 BC.89HsP 28601

Mame © E-tail Address
@8 HSP 286 01

P 1) " »

a MNew Contact @ Details B Save Group v ¥

‘ OK ] | Cancel

6. Click on the OK button to address the email

7. Enter your name in the To: box

= Mail To: Davis, Sharon =

File Edit View Actions Tools Window Help
cx@nAaAl%ED

Mail iSend Optluns‘

|Frum: = ‘ShamnDavis CC |
i |Davis, Sharon BC: |HsP 28601
Subject: ]

Segoel - [l B U pr|EEEE(E 22— QOO B
|

8. You must put something in the To: box in order to send the email so add your address.
9. Add your Subject line

10. Add your message
11. Add attachments if required

12. Send your email message
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