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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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2. Open the properties of the group you want to delegate management to. 
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3. Change to the Managed By tab. 
 

 
 

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

 
 

6. Click Check Names and verify it is the account you wanted and click OK. 
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7. Choose the user you want to manage the group. 
 

 
 

8. Check the Manager can update membership list checkbox is checked. Click 
OK and you are done. 
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How to manage the group from Outlook 
 

1. In Outlook, open the Address Book and search for the group you want to manage: 
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2. Double click the group you want to manage to open the properties.  
 
Notice that “Reptile Science Test User 1” is listed as an Owner. (This will be the 
case also if you forget to check the “Manager can update list” checkbox”) 
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3. Click on Modify Members 
 

 
 

4. Click Add 
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5. The Address Book will open and you can select members to add. 
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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. 
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7. Click OK 
 

 
 

8. Click OK twice and you’re done. 
 


