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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.

Sam



1. Open the People App.

2. Click on “New” then choose 

“Contact List”.



3. Name your list.



4. In the “Add 

members” box, search 

for your contacts and 

click on them to add 

them to your list.

5. Continue the 

process until you have 

all the people in your 

list.

6. Click “Save” and 

you’re done!



When you go into your 

contact lists, you will 

find your list.

When you need to 

send an email, just 

start a new message 

and type the name of 

your list in the To: or 

Cc: in the recipient box 

and proceed as usual.


