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How to Add and Remove from Mail Lists on Viterbi Exchange
Email Server

1. In Outlook, choose People at the bottom of the screen.
2. By default, you see your personal contacts. To view other contacts, in the Find group of the

ribbon, click on Address Book.
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File Edit Tools

Search: @ Name only C:I Maore columns  Address Book

I BR[| Global Address List - brownmir@vsoe.usce | Advanted Find
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| 2013 VSOE BACKUP

s Aaron Cote

tEs Aaron D. Schutte

4 Abbasali Davani

{ts Abdel 5alam Mohamed Niazy

; Abduljeleel Osunkunle Instructional Lab Tech, Sen...
& abetstudent

s Adam Clayton Powell I

¢C& Adam Mark Fincham

&4 Adam Rose

{Es Adam Smith

& Adam Smith

f:‘. Adelanwa Adesanya

- Administrator

{E" Adnan Idrees Choudhary

8 diichiro Nakano

ttw Ajitesh Srivastava W
<
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3. Type in the list that you are the administrator for. In this case, | typed in Viterbi to scroll
down to the list | administer.

G Address Book: Global Address List = O ot
File Edit Tools
Search: @ Mame only D More columns  Address Book

viterbi Go Global Address List - brownmir@vsoe,usc.e Advanced Find

| MName Title Business Phone Location

& Viterhi IT A

@E‘u"iterbi Parents

& Viterbi Payroll Help

& Viterbi PhD Programs
& Viterbi Postdocs Payroll
& Viterbi Staff Payroll

& viterbi student council
& Viterbi Student Payroll
a Viterbi Undergraduate Programs
& Viterbi WordPress Alert
&5 viterbi.allusers

2% viterbi.blogadmin

&5 viterbi.blogeditor

2.5 viterbi.chairs-1

&5 viterbi.deanstaff-1

A% Viterbi.deptadmin-1
€ >
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4, Click on Modify Members.

viterbi.coord-|

General Member Of E-mail Addresses

Display name: | viterbi.coord-1

Alias name: | viterbi.coord-|
Ownern:

£ >
Motes:

tMembers
Alice Liu Projeges
& Allison Weiner
& Alseyonne King
(s Amanda Puga
o Andy Chen Depa
& Angela Inostroza-Hoffman
& Angela Woertler
& Annie Le

Add to Contacts Actions

& Annie Lee Houang Budg ,

B Ammin W

< >
Modify Members...
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5. Click on Add or Remove as needed.

Contact Group Membership =

Contact Group

viterbi.coord-l

Members

A Add...

Allison Weiner
Alseyonne King
Amanda Puga
Andy Chen
Angela Inostroza-Hoffman Properties...
Angela Woertler

Annie Le

Annie Lee Houang

Annie Yu

Antoinette Williams i

5] o]

6. Once you are done, click OK and Apply to close out the remaining windows.

Remove
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