Managing Members of a Distribution List

Note: managing members of a distribution list is only possible through the Outlook web
application. It is not possible to complete these processes through the desktop application.

1. Navigate to https://mail.hanover.edu and sign-in with your Hanover credentials. Click
the gearicon in the upper right corner.
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2. Open the “General” section of settings on the left side of the popup.
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3. Navigate into the “Distribution groups” subsection and then click on the “this portal”
button.

Settings Language and time Distribution groups

Q Search settings Appearance

Notifications Instead of a distribution group, consider using a new Microsoft 365 Group to collaborate by sharing conversations, documents,

I ¢ General and a calendar. Learn more or create a Microsoft 365 Group.
) Categories
& Mail To manage distribution groups, visit[this portall
_ Accessibility
Calendar
Mobile devices
8% People
| Distribution groups
Storage

Privacy and data

Search

4. Under the “Groups | Own” section, click on the name of the group you’d like to edit
membership for, and then select the “Edit” button that looks like a pencil.
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Test Dist Group testdistgroup@hanover.edu

You will be redirected to a page where you can view and change all of the settings for your
group. To add/remove members, click on the “membership” heading.



To Add New Members:

1. Inside the “membership” section of the group settings, click on the “+” icon to add
members.
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2. We recommend using the “Default Global Address List” to search for the name of the
person(s) you would like to add to the group. When you have located the person(s) click
the “+” icon next to their email address. Then hit the “Save” button to finish this
process.
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To Remove Members:

1. Inside the “membership” section of the group settings, click on the name of the

person(s) you would like to remove, and then click the

“un

icon to remove them. Don’t

forget to hit the “Save” button when you are finished to complete these changes.
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