Creating Personal Groups with OWA
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Give the Group a name. In this case, | called my

group “NEOMIN Technology”

Click on “Members” to add email addresses to the
groups.
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You can search for people you want to add to the group. You can choose
people in your district or in other address lists.

Double click on the user you want to add. In my case, | have already added
Brian, but | will still need to double-click Kevin if | want to add him.
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Click on OK after selecting all the people you want in
your group.
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Make sure to click “Add to Group”, otherwise the people

you selected will not be in the group.
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Before saving, you can add notes to describe the group.

Review the list of people and “Save and Close” to finish.
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Your Personal Group has been created. Only you have access to send to it.

Start a new mail message and click on “To” in order to send to the new
group.

Click on “Contacts” under “My Contacts”

Double click on the group, and make sure the group name appears at the
bottom.

Click on “OK” and create the rest of your message normally.




