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CREATE NEW MAILING LIST 

1) Login to the mail account 

2) Select the “Groups” icon or go to groups.google.com 

 

3) Click “Create Group” 

 

4) Enter basic settings and include yourself as a “Group Manager”  

   

5) Go to Settings 
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6) Enter settings as in screenshots 
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7) Save Changes and make a test run (send a test email to the mailing list and see if you receive it 

and check that everything is displayed correctly) 
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8) Select “People -> Members” and then “Add members” to add all relevant emails to the mailing list 

 

9) Ensure that they are added only as group members! 

10) Ensure a Welcome Message is shown! 

 


