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Dear Colleagues,

We cannot create groups but we can create a contact list. Lists are
easier to set up and edit. You must be in the People app. Next click
New > Contact List. Then, type a name for your list and begin
adding members. Once you are done adding members, click Save.
Your list will be saved in to your contacts. To edit a list, go to the
People app. Next, choose your list and check the box to the left.
Then click Edit. To remove a contact from the list, just click on

the X to the right of the name you want to remove or add
another contact to your list. Finally, save your list.

Look at the screenshots below for guidance.
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1. Open the People App.
2. Click on “New” then choose | ™

== (Office 365 Outlook

« )
Contact List”. \ Search People = @ New Vv Manage ¥ Edit Delete
\ Contact
v My contacts Contact list By first name ~ All
Group
v Directory m
. Col
A Groups Allison Sanson
... i Cal
.-‘ Asrar Abuasi
Sche
Groups give teams a shared
space for email, documents,
and scheduling events. Sen
=> Browse 9 Ema
h Brynne Baruch
Shc
@ «
Graciela Barton Wo




1an, Samuel - % | A&t People - Roman, Samuel - X . NWEA UAP Login X

. i (& httpsi//outlook.office.com/owa/?realm=clevelandmetroschools.org#path=/people
3. Name your list. g

imartsheet = Office 365 [3 SunGard &) Discovery [ PPPST RL AR %) Edivate ) Schoolnet [ ORC W@ i-Ready [ Marin

ice 365 Outlook

H save i Cancel

@ /odallah, Yusel G x

N /Oremoff Robert G

Abuasi, Asrar )Y

n Sandar
Xy /ung Sandar X



B4 Mail - Roman, Samuel - O % / && People - Roman, Samuel - X . NWEA UAP Login 2

4 In the ”Add L C N (O https://outlook.office.com/owa/?realm=clevelandmetroschools.org#path=/people
L]
i Apps o Smartsheet @™ Office 365 [7 SunGard & Discovery [ PPPST RL AR (%) Edivate &) Schoolnet [} ORC W' i-Rea

members” box, search
for your contacts and
click.on them to add
them to you

Office 365 | Outlook (ol

H save I Cancel

List name No

Test Contact List

5. Continue the
process until you have
all the people in your ey

=2

Add members

samuel ‘

Samuel Roman

Samuel.Roman@cleveland
IISt SR Samuel Roman
sr97 @zips.uakron.edu

6. CIiCk ”SHVE" C nd P Search Directory
you’re done!




4 Mail - Roman, Samuel - 01 X / && People - Roman, Samuel - x . NWEA UAP Lagin b
& C M & httpsi//outlock.office.com/owa/?realm=clevelandmetroschools.org#path=/people

i Apps y Smartsheet B Office 365 [0 SunGard &9 Discovery [ PPPST RL AR (%) Edivate &) Schoolnet [% ORC W7 i-Ready [ Marin

When you go into your  Office365 = Outlook

contact lists, you vVITI\N oegely Ed Deie 1 ¥
find your list.

v My contacts m My contacts By first name ~ IT INA Teachers

v Directory B
When you need to B Mermbers Notes
. . ~ Groups
send an email, just s

Groups give teams a shared

start a new message ‘
and type the name of
your list in the To: or o

Cc: in the recipient box
and proceed as usual.

James Watson
AY § AR :

-None- Josh Baron -None-

Abdallah, Yuse Abramoff, Rob..

[/l Julie Macintyre

AS

[ — [

Abuasi. Asrar Auna, Sandar




