Create a Mailing Group
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e Click the New Group action
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Type the Group Name

Type the person’s full email
address in the Members
field, press ENTER and add

the next one, etc.

' To select Lotus Notes users
from SUNYSE's Address
Book click the Members link

o You'll find all Lotus Notes users in SUNYSB's Address Book
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Create a New Group from a Message You Receive

o Select the message in your Inbox
e Click the Actions menu, choose More > Add Recipients to Contact Group

Add recipients to new group
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