
Creating E-Mail Groups 

1. Go to our website and click on E-Mail Service 

 

2. Log-In to your account 

 

3. Click on NEWΧ 

 

 

 



4. Click on Address Book 

 

5.  Change number of names to display to 200 (this just allows you to see all your contacts) 

6. Choose your address book 

7. Click on Search 

 

8. Check the names you want added to your Group 

 

 

 



9. Click on To or CC or BC  (BC will not show others in your group ŜǾŜǊȅƻƴŜΩǎ addresses) 

10. Click on Save Group 

 

11. Give it a Group Name 

12. Click on Save 

 

13. Your Group is created! 


