Creating an Email Group
that can be managed through Outlook

This document explains how to create an email group where the membership can be

managed by a department admin through Outlook. Unfortunately, this admin can only be
a single user and can’t be a group. ;(

1. Create a Distribution Group in the Exchange Email Groups OU as listed in the
Exchange Administration Essentials.
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Creating an Email Group
that can be managed through Outlook

2. Open the properties of the group you want to delegate management to.

Reptile Science Group Propetties ﬂ |

Eschange General I E-mail Addrezszes I E=change Advanced
General | kembers I bember Of I tanaged By I Object I Security

ﬂ Fieptile Science Group

[Graup hame [pre-windows 2000]; Heptile Science Group

Description: I
E -mail: IHeptiIeSn:ienu:eﬁruup@adsrnnt.itcs.umiu:h.eu:lu
— Group scope [Eroup type
" Domain local &+ Secuity
™ Global i~ Digtribution
' Universal
Hotes:
-]
=

k. I Cancel Amply | Help |
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Creating an Email Group
that can be managed through Outlook

3. Change to the Managed By tab.

Reptile Science Group Propetties ﬂ |

Eschange General I E-mail Addreszes | E=change Advanced
General I kembers I bember Of  Managed By | Object I Security

M amne; I

Broperties | [Clgar I

[T Manager can update membership list
Offize:

Street: ﬂ

City:
Statesprovince:

Countryregiorn;

T elephone number;

Ear nurnber:

k. I Cancel Apply Help

4. Click Change

Select User or Contact E

Select thiz object type:

ILlser Object Types. ..

Erarn thig location;

Iadsru:u:ut.ih:s. urnich. edu Locations...

Enter the object name to select [examplez]:
| Cheek Hames

B

Advanced. .. | [k I Cancel |

o
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Creating an Email Group
that can be managed through Outlook

5. Type in the name of a user. This can be a unigname user or any other user.
Unfortunately, this must be a single user and can’t be a group. ;(

Select User or Contact EH

Select thiz object tupe:

ILlser Object Types...

Erarn thiz location;

Iadsru:u:ut.itu:s. urnich. edu Locations. ..

Enter the abject name to zelect [examples]:
reptild Check Mames

ik

advanced... | ak. | Cancel |

4

6. Click Check Names and verify it is the account you wanted and click OK.

Multiple Names Found |

b ore than one object matches the following object name: "reptile". Select an
object fram thig list or, to reenter the name, click Cancel.

Matching names:

| Mame [RON] | Lagan Mame [pre-twin... | E-tail Address | In Falder
ﬂ iReptile Science Ad..  rep-admissions rep-admizzions(@umic...  adzrootitcs.umich.edu...
ﬂ Reptile Science Ha...  rep-hatchingroom rep-hatchingroomi{@u...  adzrootitcs.umich.edu...
ﬁ Feptile Science Hel... rep-helpdesk rep-helpdesk@umich....  adzrootitcs.umich.edu...
ﬁ Reptile Science Te...  rep-test] rep-test] Eumich. edu adsroat. ites. umich. edu...
ﬁ Feptile Science Te...  rep-test? rep-test2@umich. edu adsroat. ez, umich.edu...

[ I Cancel
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Creating an Email Group
that can be managed through Outlook

7. Choose the user you want to manage the group.

select User or Contact

Select thiz object type:

ILlser Object Types... |

From thiz location:

Iadsru:u:ut.itu:s. urnich. edu Locations... |

Enter the object name to zelect [examples]:

Beptile Science Test User 1 [rep-test] (adsraot. itcs. urmich, edul] Check Mames I

Advanced... | ] 4 | Cancel |
A

8. Check the Manager can update membership list checkbox is checked. Click

OK and you are done.
Reptile Science Group Properties ﬂ |
Exchange General I E-mail Addrezzes | Exchange Advanced

General I b embers I Member Of  Managed By | Dbject I Security

Hame: I.-’Department Mailboxes Feptile Scighce Test User 1

Change... I Froperties | Clear I

¥ Manager can update membership list

Offize:

Street: ;I

=
City:
Stateprovince:

Countr/region:

Telephone number:

Ear nurnber:

k. Cancel Smply Help
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Creating an Email Group

that can be managed through Outlook

How to manage the group from Outlook

1. In Outlook, open the Address Book and search for the group you want to manage:

% Address Book

File Edit Yiew Tools
HEE X |88

Tupe Mame or Select From Lisk: Show Blames from the:

=13

!reptile | izlobal Address List

|| Reptile Science Hatching Managers
Reptile Science Hatching Room
Reptile Science Help Desk
|| Reptile Science Study Group
|| Reptile Science Test Group
Reptile Science Test Lser 1
Reptile Science Tesk User 2
Repucci, Sheri
Reguena, Estefania

| oy TR [ P Py

| L

L

| Mame Bu:l
Reptile Science Admissions Office

E% Reptile Science Group

[

[%
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Creating an Email Group
that can be managed through Outlook

2. Double click the group you want to manage to open the properties.

Notice that “Reptile Science Test User 17 is listed as an Owner. (This will be the
case also if you forget to check the “Manager can update list” checkbox™)

Reptile Science Group Properties

General | Member OF | E-mail Addresses |
Display name: | teptile Science Group | PIEPEts
Alias name: | ReptileScienceGroup |
[ Maodify Members. ., ]
| Ik .] [ Cancel ] anply
Page 7 of 11 EmailGroupManagedThruOutlook.doc Revised 12/28/05

Exchange Technical Library
http://www.umich.edu/~lannos/exchange/etl.html



Creating an Email Group
that can be managed through Outlook

3. Click on Modify Members

Distribution List Membership

Diskribution list
!:?eptile Science Group |
Members
Bamoy
Properties, .
4. Click Add

Distribution List Membership

Diskribution lisk
!Reptile Science Group |
Members
Bamoy
Properties, .
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Creating an Email Group
that can be managed through Outlook

5. The Address Book will open and you can select members to add.

Type Mame or Select from Lisk: Showe Mames From the:
| | Global Address Lisk »
] Mame Business Phane Office

.y FIRSTMAME
fagenas, Susan 734 6159747
fagesen, Judith +1 734 936 6260
AAKER, Benjamin

Aalbersberg, Else

Aalberts, Joel +1 734 TR 5213
Aalburg, Christian T34 647 2355
Aalderink, Kristopher

Aalken, Seth

aam

Aamode, Stephen

Aarnok, Kirk, +1 810762 3377
fan, Young

Aanerud, Marian +1 810762 31351

&

(Il |

E:

I3

add Users -
|_add-> | | |

o ) (et
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Creating an Email Group
that can be managed through Outlook

6. You can choose individual members from the Global Address List or any of the
Department Address Lists one at a time or select several at once.

Type Mame or Select From Lisk: Showe Marries Fram the:
| | Butterfly Science »
! Mame Business Phaone Dffice

& Butterfly Science Migration Team
Butkerfly Science Met Supply Room
& Butterfly Science Wing Study Group

&

[%e

Add Lsers

| gdd - { |Aside, Herb; Butterfly Science Cocoon Maintenance
Butterfly Science Flight Simulator ; Butterfly Science Help Desk

o ) (o
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Creating an Email Group
that can be managed through Outlook

7. Click OK

Distribution List Membership

Distribution lisk

|Reptile Science Group |

Members

Butterfly Science Cocoon Maink:
Butterfly Science Flight Simulatc

Butterfly Science Help Desk

[ O ] [ Cancel

8. Click OK twice and you’re done.
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