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How to Create Group Email   

 

1. Login to Office365    https://login.microsoftonline.com/  

2. Click People 

3. Click + symbol to Create a New Group (left side of screen) 

4. Choose a name for your group 

5. Check “Subscribe New Members” box 

6. Click Create 

7. Search for names of the people you want included in the group. Left-click on the name to choose that person as 

a new member. No need to include your name as you will automatically be part of the group. 

a. If you made a mistake and want to remove that person, click the X to the right of their name. 

8. When you’re finished adding members, click Add. 

9. You and the members you’ve added will receive an email stating they’ve joined the group. 

10. You can send emails to this group through Office365 or Outlook. However, the first time you use this group 

when creating a new email in Outlook, you will need to: 

a. Click the To button 

b. Change the Address Book to Global Address List before searching for the name of your group. (After 

using it once, you should just be able to start typing the name of your group in the To field and it will 

pop up as an option.) 
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How to Update an Existing Group Email 

1. Login to your Office365 account 

2. Click on the group you want to edit.  

3. Click More Actions  , then click Members 

4. On this screen, you can: 

a. Add new members 

b. Remove current members 

c. Make another member an owner (only owners are able to edit the group, there may be multiple owners) 

d. Remove yourself as an owner (there must be at least one owner) 

e. View all members listed as owners 

5. To remove yourself from the group, click Joined, then choose Leave group 
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How to Delete a Group Permanently 

 
1. Click More Actions  , then click Edit group. 
2. At the bottom of the Edit group pane, click Delete group. 

3. Select the box, then click Delete. 

 

 

 

 

 


