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General Tips for Staff:

Click a topic to jump to the information:
Add quick links to websites in your “ribbon”
Create an Email Signature
Create your email signature so it appears automatically at the bottom of each email.

GroupWise is our district email program.  You can access email in two ways:  networked and webmail.  

Create a signature in each one (if you use both; e.g., I use network email at work; I use webmail email when working from home -- they may appear the same to you, but each is created separately.)

 

If you access your email through the network, meaning you log in to your computer which has an ethernet cord attached, and you open GroupWise from your desktop or Start button:

In the top main Toolbar:  Click Tools / Options 

Click on Environment

Click on Signature tab

 

Type in:

Your Name

Your Job position

School 

School Phone / direct extenstion

Days/hours if you are not full time.

Your option to add school address, fax #, quote, etc.

 

If you access your email through WebMail, meaning you're on any computer, you access the Internet, and you log into your email via the inside.pps page:

In the top right hand corner of the program window:  

Click Options

Click the Compose tab

In the Signature section, click "enable signature"

 

Type in:

Your Name

Your Job position

School 

School Phone / direct extenstion

Days/hours if you are not full time.

Your option to add school address, fax #, quote, etc.

 

For each signature you create, send yourself a test email to see how it looks and if it works.

 

Add quick links to websites in your “ribbon”  



[return to top]
 

Add icons or words to the grey ribbon at the top of your browser page to all for quick access to a site:

Using Firefox:

· Navigate to the website you want.

· Highlight the entire URL.

· Move your curser just off the highlight to get the pointer. 

· Click and drag the URL to the "ribbon" just below.

· Then right-click on that button to change the name of it, if you want.

· If you don't see a see ribbon below, click on View/Toolbars to make sure your "Bookmarks Toolbar" is checked to view.

 

Using Internet Explorer (IE):

· Navigate to the website you want.

· Highlight the entire URL.

· Move your curser just off the highlight to get the pointer. 

· Click and drag the URL to your "Links" ribbon just below.

· Then right-click on that button to change the name of it, if you want.

· In IE, sometimes "Links" is off to the right, under the RH corner.

· Grab the dots right in front of it, to stretch it out.

· If you don't see "Links" at all, click on View/Toolbars to make sure your "Links" ribbon is checked to view.

