
1. Go to your Contacts (bottom left of Outlook screen)…… 

 
 

2. Click on New Contact Group in the upper left portion of the screen …. 

 
 

3. A screen similar to the one below should appear … 

 
 
 
 
 
 



4. (1) Provide a name for your group and then (2) start adding group members by 
clicking on Add members … 

 
 

5. From the pop-up menu, select From Address Book …. 

 
 

Note: For users outside of our Global Address List (i.e. CCA users) you must 
first create a personal contact of the person and then choose them from the 
From Outlook Contacts option 
 
 

6. (1) Highlight the users you want to add to the group and then (2) click the 
Members button (as shown on in the illustration on the next page) … 



 
 



7. When finished, click the OK button and your window should look similar to the 
one below … 

 
 

8. Click Save & Close to add the group to your contacts … 

 
 

9. (Optional) You may want to test your group 
 
 

 

 


