Creating a Group in

 Microsoft Outlook 2010
1. Open up contacts window

2. From the home tab select  “New Contact Group”

3. In the Name field assign a name to your group

4. Then click on “Add Members”

5. When you’re done close the address book

6. You will see the name and email address of everyone in your group. At this time you can go back in and add or subtract names using the “add members” or the “remove members” buttons

7. Click save and close

· This is a printable item from either the “files tab“, use the print option. The other is in the upper left hand corner you can add the print option
· By going to your contacts window you can always edit your groups
