Managing Global Distribution List in Outlook Web App:

1. Open a browser.

2. Navigate to the JMU E-Mail page to open
Outlook Web App page or in the browser

Adderess line type:

http://exchange.jmu.edu/owa.
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3. Log in to your account.

4. In the E-Mail Window, at the top right
click on the Options button (as shown in -
the screen capture to the right).
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5. Click on Groups in the left column. In the screen capture below, the left side may display

the following:

Public Groups I
Belong to; and /or

Account
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_organze E-al Public Groups

. Groups

Public Groups I o
. A pubic group s a collection of two o more people in an organization's shared address book. You can create groups, which wil appear in the address book for others to use. Group
Own will appear on Phone ohmets o sk membetshp. Yo % o o Fave on exsinG 10w
the right Because you Block or Alow Public Groups I Belong To Public Groups I Own
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are an owner of the
. . Search groups 2 Search groups 2
hSt(S> on the rlght’ Display Name E-Mail Address Splay Name T-Mall Adaress
YOU. can manage (edlt) Email Project Team EmaiProjectTeam@jmu.edu IT-EXTEST TT-EXTEST_DL@jmu.edu
Training DL TranDL@)mu.edu

the members of those
groups.

6. Double click

on the group 1 selected of 1 total 1 selected of 2 total
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7. A new window will open.
. . [r-exTesT_DL
8. In the Group Detail Page, Click on Membersivp. ‘
Description:
9. The window will expand. l
10. See the screen below:
ownership v
Membership ¥
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http://exchange.jmu.edu/owa

12.

13.

14.
15.

16.
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18.

11. Click the button to
open the address

Type the name you are looking for in the
search box.
To find the name in the address list, click the

0

Click Add.

To add multiple names, Use Click-Shift to
get names that touch each other, in the
address list or Click-CTRL to choose names
that don’t touch each other. Then Click Add
to add the names to the Global Distribution
List.

Ignore the [remove] beside the name you
are adding to the list.
When all names have been added, click
OK to close the address book and return to
the list’s property page and then Click Save
at the bottom of the Global Distribution
List.
When finished managing your lists click MY
Mail in the upper right hand corner of the
Options screen to return to your &-mail
inbox.

& Group - Windows Internet Explorer

IT-EXTEST
*Required fields

General

|rExTEST

|rT-ExTEST DL

Description:

Ownership

Membership

Members

== Remove

.lﬁﬁ Training User 1

.léﬂ Training User 10
.léﬂ Training User 11
.lﬁﬁ Training User 12

Add or Remove

Members

Click Add or Remove

/ to change the group

membership. You can
add other groups as
members from the
shared address book.

My Mail @ -

owners can restrict membership. You can also join or leave an existing group.
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Display Name
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~ | E-Mail Address

@ Select Members - Windows Internet Explorer ==y X
train X 2]
Display Name E-Mail Address

£ Training Laptop

J Training Projector

9 Training Shared Maibox 1
) Training Shared Maibox 2
4 Training Shared Maibox 3
) Training Shared Maibox 4
) Training Shared Maibox 5
49 Training Shared Maibox 6
£ Training User 1

&9 Training User 10

(59 Training User 11

£ Training User - Training Shared Maibox 3[remove]; Training User 11[remove];

9 Training User 13
J Training User 14

4 Training User 15

Training_Laptop@jmu.edu

Training_Projector@jmu.edu

trainshared01@jmu.edu
trainshared02@jmu.edu
trainshared03@jmu.edu
trainshared04@jmu.edu
trainshared0s@jmu.edu
trainshared06@jmu.edu
train01@jmu.edu
train10@jmu.edu
trainl1l@jmu.edu

train13@jmu.edu
train14@jmu.edu
train15@jmu.edu

STEXTEST

27 Test_Calendar_Sharing1

IT-EXTEST_DL@jmu.edu

27 Test_Calendar_Sharing@jmu.edu
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