Creating Office 365 Groups/Email Lists
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Log into office 365 and select the Outlook tab

Office 365 settings

Refresh
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Change theme
Delivery reports
Display settings
Manage apps
Mobile devices
Offline settings

Region and time zone

Feedback
Then select Options from the tab

Click Distribution Groups

Automatic replies
Clutter

Inbax rules

Junk reporting
Mark as read
Message options
Read receipts

Retention policies We're remodeling the Cutlook Web App Options.

To view this option, please go to the earlier
4 Accounts i

Block or allow

Go to the earlier version

Connected accounts
Forwarding
POP and IMAP

4 Layout
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Message list
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Distribution groups




Once you are the distribution groups page click the Group pick with the plus

distribution groups

A distribution group is a collection of two or more people in an organization's shared address book. You can create group:

distribution groups | belong to
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| type the name of the group you're looking for ,CI|
Display name A | Email address

There are no items to show in this view.

Once the All groups page loads select the group you would like to join

Algebra | Basham e
Display name: L
Algebra | Basham
& https://outlook.office3d5.com/ecp/MyGroups/SearchAllGroups.slabZreqld=141
Email address:
all groups Help algebra_1@lexington-schools.org
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A request will be made to the owner of the group of if the group is “OPEN” to new members you will
automatically be placed in the group.



