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Does your Contact Manager look different than what’s shown here? To fix this, switch to the new look!

s = Contacts: Create personal groups and mailing lists

You can use contact groups to organize your contacts and as personal mailing lists—to send email
messages or meeting invitations to groups of people you contact frequently, without having to enter
each of their email addresses individually.

Create a contact group

You can create a contact group in your Contact Manager.

1. Open your Contact Manager. In the upper-left corner of your Gmail window, click the arrow by Mail and then
click Contacts.
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2. Click New Group in the left pane of the Contact manager.
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3. Enter the name of the group and click OK.
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4. In My Contacts, select the contacts you want to add to the group. For example:

== 2t e
¥" Alice Abemathy alice(@
[ ] Andy Adams andy(@
" Benito Cacciatore beni@s|
v Cassy Smith cassar
Gary Goodsall gary@
¥" Gavin Sehorn gavini)
Margot Ramsey margot
Mary Dorma mdorm
Murthy Desdai mdesd
Patricia Rowan prowar

5. Click the Groups icon at the top of the Contact Manager...
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Andy Adams andy@solarmora.com (+1)

6. Select the group to which you want to add the contacts:
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Apply

The new group is created (in this case, “Sunhouse Project Team”), and can be found in the left pane of the
Contact Manager page.

Use your contact groups as mailing lists

To save time when sending an email message or meeting invitation, use your contact groups.

To send a message to all or some members of a group

1. When composing a message in Gmail, type the first letters of the group’s name in the To field until you see
the group in the drop-down list.
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To |sun

Sunhouse Project Team (group)

Subject

2. Select the group in the drop-down list. The group members are all added to the To field.

To “Alice Abernathy™ <alice@solarmora.com>, “Benito Cacciatore™ &
<ben@solarmora com=>, "Cassy Smith" <cassandra@solarmora.com:, “Gavin
Sehom” <gavin@solarmora.com>, "Murthy Desdai" <mdesdai@solarmora.com>|

Add Cc  Add Bee

Tip: You can also use this method to add a contact group in a Calendar meeting invitation. Just start typing
the name of the group in the event’'s Add Guests box.

3. If you don’'t want to send the message to everyone in the group, just edit the To field.

To send a message to a group while in the Contact Manager:
This is a good option if you can’t remember the group name or if you want an easier way to select only some
members of a large group.

1. Open the Contact Manager (click the arrow by Mail and then click Contacts).
2. Select the group in the left pane.
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My Contacts (12)
Sunhouse Project Team
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Other Contacts (33)

3. Check the box at the top of the group’s member list to quickly select everyone in the group:

‘ v" Alice Abernathy
v" Benito Cacciatore
v" Cassy Smith
+  Gavin S5ehorn
+  Murthy Desdai

12/7/2011 DN:GA-CG_102.00



Alternatively, you can select only specific members by checking their names individually.

4. Click the Email icon to compose a message addressed to everyone you've selected:

v -t LR Hh;. More ~

v" Alice Abemnathy alice@m:a.cnm
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