To Create an Outlook contact group and share it:

In outlook client:

Click on New Items

Click on Contact Group:

Choose Form...
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Create the group:

! 3. Click Save and Close 1. Name the Group Untitled - Contact Group
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2. Add members

In your Outlook client, click on the People/Contact Icon:
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Select your contact group (distribution list)

o 1. Right click on your
b Test Group Bm Copy group, select Forward
Contact
q 2 Quick Print
r Edit Contact
: E Forward Contact ¥
t
Create 4 E';; Az an Qutlook Contact
v T
[ 1] B
Cat 3
w i ategornize
. ™ Follow Up 4
v , 2. SelectAs an
y e Outlook Contact
z mjﬂ OneNote
7<  Delete U

= -



This window will open
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1. Choose your recipient,
enter message, and click
Send




