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Manage Microsoft Outlook Distribution Lists QRG

Introduction Manage Microsoft Outlook Distribution List memberships from the
Outlook Distribution Groups screen.

e Leave distribution groups
e Change ownership or membership of a group

Access the Access the Outlook Distribution Groups screen from Outlook Web Access.

Distribution A) Go directly to your Distribution Groups:

grou ps https://outlook.office.com/mail/options/general/distributionGroups
creen

B) Browse manually:

Step
1 Go to Outlook Web Access > e
(https://outlook.office.com) BRI oot Settings
and click the Settings icon. o e (£ sewnometsins ]
2 | Select View all Outlook (] B
settings. AN
3 SeleCt General . Settings Distribution groups

4 Select Distribution groups.

Search setting:
& General 9

Distribution groups | belong to
[@ Calendar
£ People
Leave a Step Action
Distribution 1 From the Dlstr|but|“on_ Gr_oups Distribution groups p
Group screen, under the “Distribution y
groups | belong to” section, select ez 305 o
group(s) you want to leave Distributio p
(Ctrl+Left click to select multiple). 4
- [=]0
2 Select the Leave = button. -
isplay name a | Email address ¥
o AVPStoreChanges AVPStoreChanges@discounttire.com /
DayStoreOpen Days 2.co &
TC_DTU DT n y
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Change
Ownership or
Membership
of a
Distribution
Group

Contact
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Step Action
1 Group owners can change their Distribution groups | own
group’s owners or members. s .
e
From the Distribution Groups | Emat scres
screen, under the “Distribution KCTeam KCTeam@discountire.com o
groups | own” section, double-click | | @ ssmeuon e - Soogle crome - o x
the group you Want tO Change & outlookoffice.com/ecp/MyGroups/EditDistributionGroup.aspx?Act..
KC Team

2 Select either ownership or I e .
membership based on what you e @) 0D
want to change. .

nembership approval

3 To add a user, select the
+ button. .
To remove a user, select the ¢ L —

— button.

4 Select Default Global Address & Distribution Group - Google Chrome

|_|St @ outlook.office.com/ecp/MyGroups/EditDistributionGroup
T ——

5 Search for or scroll to find the Owners
contact you want.

6 Select the + (or -) button next to My Contacts [Search this st of o '-’*’--’6
the contact. Continue selecting Contacts e +
until your list is complete. Default Global

Address List

_|_

CI k S All Rooms e
7 iC ave. All Users

All Distribution g 6
Lists +
All Contacts
All Groups e aF
Offline Global
Address List e +
Public Folders a o

m ‘ Cancel ‘

Contact support@discounttire.com if you have questions.
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