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Creating groups in Microsoft Outlook
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Go to the ‘Contacts’ list
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You can name your group here.





Click the ‘Select Members’ button to add people to the group





Highlight the names that you want to add to the group and click on the ‘Add’ button to include them in the group.





Using the ‘New’ button select ‘Distribution List’





When all of the names have been added click on the ‘OK’ button.
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