Creating Email Group List in Outlook

Send / Receive Folder View ADOBE PDF

Ij' al_'jj E lgnore M-
New

7 Clean Up~ I
Mew Mew Delete | Reply Reply Forward
Email ltems~ Meeting &5 Junk - Al M
Mew TeamViewer Delete Respond
4 Favorites | Al Unread
Inbox g D@ [To SUBJECT
Sent ltems

4 helpdesk@Ibcc.edu
Completed Emails
Completed Yoice Mail...
F¥l/Instructions
System Ernails
|0 Conversion
HR

I Hacked Account
Fac Mew Computers
User 1D Password
Missed Call

Drafts

Deleted ltems 2

Sent ltems

Conversation History

Infected ltems

Junk E-mail

Outbox

R55 Feeds

[ Search Folders -

From Microsoft Outlook click on “...” icon in the lower left side
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Click on “People” Tab
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Click on “New Contact Group”
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Insert group name in to “Name” field and click on “Add Members”
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Click on “From Address Book” to get the LBCC global address book
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Search for individuals you would like to add to the list and then click “Members->” to add person to
group. When the group is complete click on “OK”.
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Click on “Save & Close” to save the email group list.



