
Creating Office 365 Groups/Email Lists 

 

Log into office 365 and select the Outlook tab 

Then select Options from the tab  

Click Distribution Groups

 

 

Once you are to the distribution groups page you will see groups you belong to and groups you own 

To create a new group click the + 

 



 

Once the page loads you will see the page below

 

Display name:  what the students or 

other staff members will if they 

search for the name 

Alias :What will appear as the email 

address can not contain

 
spaces 

 Display 

name:  what 

the students 

or other 
Domain: select “Lexington-

schools.org” 

Description: Users will see as the 

description of the group so they know if 

they are joining the correct group 

Owners: who can add or remove users 

from the group and delegate control. 


