How To: Create a Contact Group (Outlook on the Web)
1. Signin to your mailbox using your email address and password:
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2. Inorder to send email to multiple people easily, you may wish to create a contact group so you
can email the group instead of entering in multiple email addresses every time you want to
communicate with the group. To create this group, first click on the ‘People’ icon in the lower
left-hand corner of your window:

3. Inthe ‘People’ screen (same as ‘Contacts’ in older versions of Outlook), click the down arrow
next to ‘New’ at the top of the window and select ‘Contact list’:
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4. Begin by naming the list and then typing in the names of colleagues you wish to include in the
list, selecting them by clicking once on their name once the name appears:

5. Once you are satisfied with the membership of the list, click ‘Save’ at the top of the dialogue:

6. Click the Envelope icon in the lower left-hand corner to go back to your Inbox:

7. When you begin composing a new message to your team, type the name of the team in the To:
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field of your message:

If the name does not appear correctly (as shown above), hit Ctrl+K on your keyboard to resolve
it:
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