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MANAGING O365 DISTRIBUTION LIST

Created By: Technology Services

1. Login to Outlook on the Web https://outlook.office.com/ to manage your distribution
list.

Outlook

B® Microsoft

Sign in

to continue to Outlook

|EmaH or phone

Can't access your account?

Sign in with a security key ()

2. Click the Settings Icon
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3. Scroll down and select View all Outlook Settings.

X - R

Settings X

‘ R Search Outlook settings ‘

Theme

Dark mode ©
Focused Inbox ©
Desktop notifications ©

Display density ©

Full Medium Compact
Conversation view ©
@ Newest messages on top
O Newest messages on bottom
QO off
Reading pane
@ Show on the right
O Show on the bottom
O Hide

View all Outlook settings &3
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4. Click General. Click Distribution groups

Settings Language and time Distribution groups

Search settings Appearance
o Instead of a distribution group, consider using a new Office 365 Group to collaborate by sharing conversations, documents, and a calendar. Learn  *

more or create an Office 365 Group .

Notifications
%  General o i o )
s Distribution groups | belong to Distribution groups | own
= Mail
Accessibilit o2t a2 o P = oo
fE Calendar y E I < + 72 @ &
Mobile devices pe the name of the list you're looking for pei ype the e of t t you're looking for el
£ People
Distribution groups Display name a | Email address Display name a | Email address
View quick settings § i
Storage UCPSTest UCPSTest@ucps.onmicrosoft.com UCPSTest UCPSTest@ucps.onmicrosoft.com
Privacy and data
Search

5. Locate the distribution list you want to modify under Distribution groups | own and
double click on it to open it.

Distribution groups | own

+ /7 @ @
Type the name of the list you're looking for p

Display name a | Email address

UCPSTest UCPSTest@ucps.onmicrosoft.com
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6. Select membership. Then click the + icon to add member.

o
@ outlook.office.com

general

Members:

ownership + -
thing10
» membership
thing24
rship a val
embership approval thing31

delivery management
message approval
email options

MailTip

Save Cancel
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7. Select Default Global Address List. Type the name of the user you want to add. Click
the + icon next to the username. Click Save.
Tip: You can add as many users as you want in this window before clicking save.

@ outlook.office.com

X

My Contacts thing

Contacts Thing101
Default Global

Thing.101@ucps....

Address List ° thing24
All Rooms thing24@ucpsK1...

All Users

All Distribution
Lists

All Contacts
All Groups

Offline Global
Address List

Public Folders

thing31
thing31@ucps.k1...
thing32
thing32@ucpsk1...
thing33
thing33@ucps.k1...
thing34
thing34@ucps.k1...

thing35

thina35@ucnsk1...

BN -

Select a contact to see their contact
details
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8. Click save again. The list has been updated.

@& outlook.office.com

UCPSTest :
!
general Members: [
ownership e
| . thing10
» membership
| Thing101
f i (@ i a
membership approval thing24
delivery management thing31

message approval
email options

aillTip

Save Cancel
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9. Toremove a user follow steps 1-5 again. Highlight the user, select — icon, and click
save.

@& outlook.office.com

UCPSTest
general Members:
Remove

ownerst g -

" thing10

» membership
Thing101
- : - /
membership approval thing24

delivery management thing31
message approval
email options

MailTip

v

Save Cancel

https://outlook.office.com/ecp/MyGroups/EditDistributionGroup.aspx?ActivityCorrelationlD=1ea8d91a-4d4b-533b-a126-b91...
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