SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

CREATING AND USING PERSONAL EMAIL GROUPS

This handout describes how to create your own Personal Email Groups.

When should I create my own Personal Email Group?

There are many cases when you need to send an email to a group of people — a personal email
group should be a group that only you need to send to. If multiple people need to send to this
group, then the group should be made on the SASD Exchange Server (just email the Tech
Department).

How do | create a Personal Distribution Group?
Start up MS Outlook on your PC.

[__} Mail
“ﬁ Calendar

Click on Contacts 8- contacts

T A
File. ‘ Home

& @

New New Contact
Contact Group

New

Click on New Contact Group
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There are no items to show in this view.

Enter the desired name (I recommend starting your group name with the word “Group”
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Now just add the members to the Personal Contact Group
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If the member is already in the SASD address book, just click on Select Members

Select Members il

Type Mame ar Select from List: Show Mames fram the:

Irin: IGIDbaI Address List j

I Mame | Business Phone | Office
Richard Benjarnit -
Richard Fisher _I
Richard Kral

Richard Loggins
Richard Poweell
Richard Reilly
Richard “illanti
Rick Rava

Rilee wanderpool

Riley Card

Rilery MeConnel

Rita Walker

Raobert Hulslander JI=
Raobert Lathrop

Robert Prettyman

Robert Pruitt -
At D mbsd
L | | | [

Add to distribution list

Members - I

Advanced W | (0] Cancel

Highlight the person and click on the Members button — then click on OK

V.

If you need to add someone from your Personal Contacts Address Book, just click on

Select Members
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Type Mame ar Select from List: Show Mames from the:

| ICDntacts j

I Mame ‘ Cisplay Mame | E-ms
Armanda Hansen Amanda_Hansen@del, ... An &
Andre Pineau Andre Pineau (apineald... api
Andrew Bronwn "andrew O, Brown” <ad,.. adl
Andrewe MoClary Andrew McoClary (miccan.., m
A Mitche Ann Mitchel {amitchelid. .. arr
Bobhkie Pereira Bobbie Pereira <bpereira... bp
Brad Efenstermacher Brad Efenstermacher (B... BE
Brent Lien Brent_Liena@Del, Brent_... Bre
Brochard Laura "Brochard Laura” <LBroc,.. LB
Casey Twidg [% "Casey Twigd" <crtwigg... crt
Chatles_Carmpbel Chatles Campbell@bel, ... Ch

Cheryl@Ccvsoftware. cheryl@oovsoft,,, Cheryl@Covsoftware, ch... cho

Chris Stratton Cstrattoni@Csiu. cstratto... cst
Cindy Layne Cindly Layne (crmlayned@s.., cmr
Ckerri@Mansfield, ckerr@rmansfield. edu  Ckerr@Mansfield, ckerrd@, ., cke
Claire Pratt Claire Pratt (cpratt@IUl... cp
¢ Clint nichols Clint nichols (chichols@a. .,
e T i I et Pt e = om0 ndAEl el Cemmn ey
1 r »

add to distribution list:
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&

Navigate and select the desired person and click on the Members button
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How do | send to an Email Personal Distribution Group?

Start up MS Outlook on your PC.

Open up the email that that you wish to add to your contacts — see the following example:

| o
File ‘ Message Insert Options
Paste B 7 U ab
Clipboard
To.
"‘
=1 e
Send
Subject

To..
Click onthe To — button

Select your Contacts address book
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Select Names

Type Mame ar Select from List: Show Mames from the:
|grcuup| ICDntacts j
I Mame | Cisplay Mame | E-mz

ﬁ?_-u:iruup IT Committee Group IT Committee

&5 Group IU17 Coordinators Group IU17 Coordinat...
Group Technology Coordinators Tech,.. Group Technology Coar, ..
Jarnes Dibkl James Cibble
James, Oshort@Corningfou, james.os,,, James, Osborn@Corning. ..

(Gr
jodit
Jar

Jason Lucas Jason Lucas (Jason.Luca.., JasJ
Jdouglas@hortel, jdouglas@nortel.com Idouglas@Martel, jdougl... jdc
Jessgar@iCdw. jessgar@®odw . com Jessgar@Cohw, jessgard... jes
Jll Rosendahl Jill Rosendakl (JRosenda... JR:
i Osborm Jimn Oshorn (osbornd@st,.. jos
Joe Kurtz Joe Kurtz (joe. kurtzded. .. joe
Jobin Brenchley Johin Brenchley (hbrendhl... jbr
Jon Paulharmus Jon Paulharnus Gon@pa,.. jor -
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Message Recipients

To -= I
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Brcc -= I
Advanced - | (04 Cancel

v

Type in the word group in the “type from name or select from list” field

Highlight the desired group and click on the To

To ->

Click on OK
| e 9|3
File: ‘ Message Insert Options Format Text
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To... .7 Group Technology]
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