Creating Contacts & Groups — Live@Edu

NOTE: These directions refer to your PRIVATE Contact List. Any contact or group you add here will be for your
personal use. Remember that District Distribution Lists are already created for district / building wide staff
groups.

1. To access and create CONTACTS and GROUPS; click on on the bottom left.
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2. You will get a VIEW of your Contact List. You can SEARCH your contacts by typing a name in the search
box.

1{; Bullitt Co. Schools Jenkins, Susan (TIS) @ -

ot 1= by Micrasof Outlosk Web App T
Contacts Options [ @ -

Show: Bnew - X P3- view- & = B & rForward

© £ - ¥ Untitled Contact

O people Arrange by: File as = Aontop - Charles_Campbell@Dell.com [Charles_Campbell@Dell. com]

O Groups =
Charles_Campbell @Dell.com
# My Centacts Eerbera Search Contacts
84 Contacts b Besbbank com
Debbie
happydeb @alltel.net
Linda&allen

& | https outlook.com %
Hsaveandciose | 5y D w- B5-

Jumpto: Profle | Contact Addresses | Detalls

> ¥ Bullitt Co. Schools
Jﬁ\-‘tx%} by Microsoft Cutlook Web App Profile

Contacts
Show: [@=] ew d §
@® al [8=] Contact Last name
O People (84 Group e as - File as Last, First -
O Groups & Message -riculum Coaches b title

Group
4 My Contacts
|85 Contacts

€ All TIS School Principals

Group




4. To create a GROUP / PERSONAL “DISTRIBUTION LIST” inside of your Contacts, click the New and

choose Group.

To View your Contact
List, you can View
specific People by
choosing People or
Groups by Choosing
Groups.
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5. To ADD CONTACT members to a GROUP for easier distribution:

a. Choose GROUP in the dropdown and then type in the GROUP NAME.

b. Under MEMBERS, type in the names/addresses of the members and click |ADD to GROUP) button or hit
ENTER. Note: If you do not know a name spelling and/or need to locate a person in the Global List,
you can click the Members (book) link to left of the Members...section.

c. Once the group is created, be[sure to click on [Save and Close| to save your GroupADistribution List.

. You can create multiple contgct distribution lists #5 you need.

e. To REMOVE a CONTACT member from a Gpoup — click the name of the membe} and click the
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6. After creating a GROUP, it will be listed in your contacts. You can click on the Group (it will highlight) and
see the information in the Reading Pane to the Right (if your VIEW, Reading Pane Right is chosen).
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7. While in your Contacts List, you can also Send the Grqup Contacts an Email, Send a Calendar Invitation, or
Forward your Contact Group List to others by clicking\the Forward button (it emaj}s’as an attachment and can
be saved by the mail recipient).
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NOTE: These directions refer to your PRIVATE Contact List. Any contact or group you add here will be for your
personal use. Remember that District Distribution Lists are already created for district / building wide staff
groups. The GROUPS section in the OPTIONS menu is COMPLETELY different. Please DO NOT make GROUPS
in the GROUPS section.




