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Creating a Contact Group

4. New Contact Group

- Add Members to this Group

in: Global Address List ~

* Group Name: [ | Address Book: | Contacts ~ |

* Group Members:

Email

Creating a Contact Group allows you to save
a predefined set of attendees, i.e., if there is a
group of people who you frequently invite to
meetings, using a Contact Group means that

| Email

3‘ Narne

you no longer have to type in each person in
the ‘Attendees’ field every time a new meeting
is created for that group.

Mo results found,

=

Or enter addresses below
(comma separated)

T e

Delete Delete All

1. Navigate to the Address Book in SFU Connect.

Calendar E—] Tasks

“ Reply i ReplytoA

’ 4 { Subject

2. Click on the small arrow beside the ‘New’ button. Choose ‘New Contact Group'.

MySFU Mail o Address Book [ Calendar E_] T3
bl ZuNew®)| o edit | [fpelere (% 1 v | ) v

[4 Message  [nm] | Ay | 123 I A | B | C | D ‘

o Contact [nc)

o g S
<~ - & Contact Group

> :
icatO1

icatN1Mmefii ra

"3 Appointment [na]
i Task [nk]

Email:

The New Contact Group menu should appear.
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4. New Contact Group

* Group Members: Find: | || Search ‘
Email in: | Global Address List ~
&‘ Name | Email
No results found. 8 &
2 ¢
& . s
=]
Or enter addresses below
{comma separated)
Deleta Delete all

Enter a name for the Contact Group. The large Contact Group title will populate as you type.

<. Kitty Cat's Friends

* Group Mame: | Kitty Cat's Friends| | addr

If you have more than one Address Book, choose the one in which you would like to create the
Contact Group. Otherwise, leave it set to ‘Contacts’, which is your default Address Book.

Address Bool;:

In the Add Members to this Group section, type in the name of the people you would like to add to the
group and click ‘Search’ to bring up a list of search results.

~fAdd Members to this Group

Find: | icat_| || Search

in: | Global Address List = |

£| Marne

Acad Computing £icat_z1l@sfu.ca

Ernail

|3

Acad Computing Sicat_ZZ@sfu.ca =
ICAT Department icat_01@sfu.ca
ICAT Department icat_02@sfu.ca
ICAT Department icat_03@sfu.ca

d o o o ol

Select the person you would like to add and click the ‘Add’ button, and they should appear on the list
on the left of the screen. You may also double click on the search result to add the person.
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* Group Members: Find: | icat_ Search
Ermnail in: | Global Address List = ‘
"Acad Camputing Sery Department” <icat_22@sfu.ca= .
ey | Marne Ernail
% Acad Computing Sicat_Z1@sfu.ca e
% fAcad Computing Sicat_Z2@sfu.ca
%, ICAT Department icat_01@sfu.ca
% ICAT Department icat_02@sfu.ca
WL ICAT Departrnent icat_03@sfu.ca 3
Add W | Add All |
8.  If you know the e-mail addresses of the people, you can also enter them in the following field,
separated by commas. Click ‘Add’ to add them to your list on the left of the screen.
Or enter addresses below
{comma separated)
meow@sfu.ca, kipling@sfu.cal
Add
9. Once you have finished, click the ‘Save’ button at the top left of the screen.
[ Mail | L Address Book | [ Calendar @ |
B saved & cancel | (51 [ Delete 1o
q . q
<2 Kitty Cat's Friends
* Sroup Mame: | Kitty Cat's Friends &ddress Bc
10. Your new Contact Group has now been created.
| % New Address Book aMew v | % Edit | [ Delete £ B v | [ v | B view ¥ 1-1af1
¥ Address Books | —
A B C D/E/F @ HIJKLMMNOEP RIS TIUW W R Y 2
% Caontacts | T_l-uh“\ =
LED Ernailed Contacts ﬁ_ &4, Kitty Cat's Friends ) ()
ﬁ'Trash Sy . . .
Tags Kitty Cat's Friends Location: & Contacts
¥ Zimlets [ meow@sfu.ca
Y Local [ kipling@sfu.ca
Google Translatar [ "ICAT Department" <icat_03@sfu.cax
®® Flickr ~ [ "ICAT Department" <icat_02@sfu.ca>
*4) arcade Games H [ "ICAT Department” <icat_01@sfu.ca>
my=Fu [ "acad Cormputing Serv Departrnent” <icat_22@sfu.cas
Tips & Tricks
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Using Contact Groups in your Calendar

1. Navigate to the Calendar tab in SFU Connect.

Mail .. Address Boo [] calendar = J] Tasks

58] From | & subiec

) Get Mail | [ Delete [ % [ST~r===w€Dly i Replyto A

Mon, Aug 16

Refresh []Delete (% B0 | ] ~ | VV

|
!

QALA‘

3. To add your new Contact Group, go to the ‘Find Attendees’ tab.

Click on the ‘New’ button near the top left of the screen to create a new appointment.

By default, the system pulls up an initial list of accounts in the system’s Global Address List. Choose

‘Contacts’ for the Source.

‘Find Attendees

Find: | Source: | Global Address List = | Search
Folder Mare ‘ Ernai | Contacts Sr | Home Phone | Status
Global Address List Personal and Shdted Contacts Unknown #
Global &ddress List Global Address List Unknown =
Global Address List Unknown
Global Address List Unknown

Global Address List

Unknown %
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8.

If you already have many contacts set up in your Address Book, you may need to perform a search
for your Contact Group. Type in the Contact Group’s name in the ‘Find’ field and click ‘Search’.

‘Find Attendees

Find: | Kitty Cat's Friends Source: | Contacts v| Search‘

A list of matching search results will appear.

-Find Attendees

Find: | Kitty Cat's Friends Source: | Contacts = | Search |
Folder Marne Ernail | Work Phone ‘ Horne Phone | Status
Contacts Kitty Cat's Friends Unknown

To add the Contact Group, you can double click on it. You may also select it and click the ‘Add’
button.

Folder Mame Email Worl Phone Home Phone Status

Contacts Kitty Cat's Friends Unknown

add all | Add KRemwe Remove All

Once you have done this, you will see that all of the members of within the Contact Group have been
added below in the ‘Attendees for this Appointment’ field.
- Attendees for this appointment

Folder Name " Email

Emailed Contacts ICAT Department icat_02@sfu.ca
Clobal Address List ICAT Demo icat_demo@sfu.ca
GClobal Address List ICAT Department icat_sh1028@sfu.ca
Global Address List ICAT ICAT icat_icat@sfu.ca
Clobal Address List ICAT Labs icat_labs@sfu.ca

If you wish, you can remove individual attendees by selecting the contact and clicking on the
‘Remove’ button. Again, you may also double click to remove that contact. (Note: Doing either of
these will remove the contact from this particular appointment; it will not permanently remove the
contact from your Contact Group in your Address Book.) The Contact Group members added to this
appointment can also be seen in the Attendees field under the Appointment Details tab.
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- Attendees for this appoi

: Add All add(" | Remove emove All

Folder Name Email

Emailed Contacts ICAT Department icat_02@sfu.ca
Global Address List ICAT Demo icat_demo@sfu.ca
Global Address List ICAT Department icat_sh1028@sfu.ca
Global Address List ICAT ICAT icat_icat@sfu.ca
Global Address List ICAT Labs icat_labs@sfu.ca
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