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The Global Address List (GAL) contains all CCPS user, group, and distribution list email
addresses. The global address list may include names, job titles, email addresses, office
locations, telephone extensions, and other contact information. The administrator creates and
maintains this address book. Regular users utilizing the GAL can view but not change its contents.
Only designated individuals have been granted access to change/update contacts/distribution lists
in the Address Book.

Identifying your School Group

School groups appear in the global address book and are named using the school abbreviation
with the word “group” at the end. For example, Osceola Elementary School would be OESGroup.

[l Addresz Book: Global Address List — O >
File Edit Tools

Search: OAII columns @Name only Address Book:
0esg — . Global Address List - priess@collierschools ~ Advanced Find
! Mame - Title Business Phone Location D

! Dest Daniel, stephanie Guest Teacher 743938 ADN - Substitute Tea..,

Locating your School Group
1. Click the Address Book that appears on the Home ribbon.
2. Locate the GAL Distribution List you need to update.
3. Double-Click the distribution list. The contacts properties window will display.

OESGroup - x

General Member Of E-mail Addresses

. Members
Display name: OESGroup
2.zzz_managed-ee-location-OES
Alias name: QESGroup

Owner:

2 0ES Group Editors
<

>

Motes:

Modify Members...

Add to Contacts Actions

Cancel Apply

Reviewing and Updating Members of Your School Group

Staff members for your location are automatically populated in a nested group that is a member of
your school-based group.
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The nested group is located in the Members section named zzz_managed-ee-location-???.

OESGroup - ®

General Member Of E-mail Addresses

. Members
Display name: | QESGroup | =

Alias name: | OESGroup |

PN D SN 1Ny

You can view the members of the automated nested group by double-clicking it.
=] zzz managed-ee-location- 0ES — *

General Member Of E-mail Addresses

Display name: zzz_managed-ee-location-C i
2 Abreu, Miriam
Alias name: managed-ee-location-0ES

8 Arco, Carisa Teact
Qwner:

8 Arroyo, Natalie Gene
2 Barnhart, Alison Teack
2 Boot, Annie [Ann) Teack
A Brial, Lera Teack
£ Brown, Stacey Healt
£ Canales, Joel Facilil
8 Carvalho Bonilha, Maria Alice Teack
A bl Eon (o) T ¥

< >

Motes:

Modify Members...

Add to Contacts Adions

oK Cancel Apply

The nested group cannot be modified.
Email helpdesk@collierschools.com to request any changes to nested groups.

Group Editor Permissions

If you need to add/remove a staff member not located at your site, add them to the primary/top-
level group. Only individuals listed as a Group Editor can add or remove members.

OES Group Editers - *

General Member Of E-mail Addresses

. - Members
Display name: | (OES Group Editors |
r L3 Petry, Thomas (
OESGroun Alias name: | OEsGroupEditars | & Ruben, Nancy Coun
9 scrant, Jennifer Assist
General Member Of E-mail Addresses Owner: A Yates, Diane Dffice

Display name: | OESGroup

ya
) Maotes:
Alias name: | JESGroup l | H | |
f 4

Double-click the group to view individuals that can edit this group. >
Email helpdesk@collierschools.com to request edit permissions if needed.
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Adding or Removing Members
From the contacts properties window:
OESGroup -
1. Click the Modify Members button.

General Member Of E-mail Addresses
The contact group membership window will Members
. Display name: -
display. R
2. Click the Add or Remove button.

Owner:

2 0ES Group Editors
<

>
Contact Group Notes:
OESGroup < 3
Members Modify Members... o
7rz_managed-ee-location-CES) Add...
9 Add to Contacts Actions
Remaove N
Properties... e LerEE Apply
vy
oK Cancel -

- the primary level. Owners CANNOT modify nested
groups CANNOT be modified.

-

\Q, The Remove option will only remove members added at

3. Search for and select the member(s) you wish to add or remove.
4. Click OK when finished.

Add Users X

Search: OAII columns @ MName only Address Book:

- Global Address List - priess@collierschools Advanced Find

| Mame Title Business Phone Location D

£ Abdo, Jane Teacher, ESE Inclusion / EL.. 74777 GTE - Golden Terrace. a

£ Abdo, Mary ESE Assistant 77641 BCH - Barron Callier ... Qﬂﬂﬂﬂiﬂ@

8 Abel, Catrice Teacher, ESE Inclusion / Mi... 77257 PRM - Pine Ridge Mi...

£ Abel, Kimberly Administrator - Dean of Ac.. Optima Classical Aca... .

R ABELLA CRESPO, DEYS = When adding members to the

£ Abelson, Eileen Charter School Employee BPA - ERIDGEPREP A... . R . . .

O Abilheira, Debra [Debralynn) Guest Teacher ADN - Substitute Tea...

Ahnay, Margaretta Operations Specialist - Fro... Maples Classical Aca... d IStrIbUtlon IISt’ make Sure thelr name

£ Aboe, Ronda 1 1 H H
£ Abone, Tim ([Timothy) TEACHER, PHYS ED/HIGH 72234 BCH - BARRON COLLI... appears In the members fleld before ClICkIng
£ Abougzir, Erin Sub Non-Instruct "D° ADN - Substitute Aide 1

£ Abounader, George Charter School MCM - MARCO CHA... OK' Changes are reerCted In the

£ Abou-5amra, Janethe ESE Assistant 76684 VES - Vineyards Elem...

£ Abraham, Sara Guest Teacher

distribution list membership dialog box.

ADHN - Substitute Tea...

£ Abrantes, Denise Teacher, Third / Elementary 78752 WES - Vineyards Elem...
£ Abrantes, Vanessa Teacher, Second / Element... 76984 WES - Vineyards Elem...
O Abreu, Miriam Guest Teacher OES - Osceola Eleme... ¥
< >
Abraham, Sara; Abilheira, Debra (Debralynn] a
0K Cancel .
Ceontact Group Membership x

5. Click OK. Contact Group
6. Click Apply OESGroup
7. Click OK. Members

The School Distribution List has been updated. Abraham, Sara

zzz_managed-ee-location-0OES

Remoaove

Properties...
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