UNIVERSITI
ILIM‘ &M)\ﬁYSIA Update Distribution Group Owners/Members in OWA

STEP 1:

Login to email account at https://owa.usm.my @ https://login.microsoftonline.com

STEP 2:

Choose ‘Outlook’

STEP 3:

Go to ‘Settings’ button.
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STEP 4:

Click ‘General’ on the left, then choose ‘Distribution Groups’ then click ‘this portal’.
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STEP 5:

Under the ‘Groups | own’ double click the group you want to update.
Groups

Instead of a distribution group, consider using a new Microsoft 365 Group to collaborate by sharing conversations, documents, and a calendar. Learn more
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(O Name 1 Email address

O DM Admin PPKT dmadminppkt@usm.my

O DM Pentadbir Emel Jabata dmpentadbiremeljabatan@usm.my
() ExcoBHEPA excohepa@usm.my

C“ Industry-Community Advisory icap@usm.my

STEP 5:

Select ‘Members’. Then choose ‘Owners’ or ‘Members’ to update.
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STEP 6:

Click ‘View all and manage members’.

Groups
1stead of a distribution group, consider using a new Microsoft 365 o collaborate by sharing conversatic
Groups | belong to Groups | own DM Admin PPKT
Distribution list group
lil Delete group
Delete Refresh
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Name Email address
Perkhidmatan Latihan ICT PPKT
DM Admin PPKT dmadminppkt@usm.my
PPKT Service Desk
Kelab PPKT
Pusat Pengetahuan, Komunikasi &
Teknologi Kampus Induk
Timbalan Pengarah PPKT
Ketua Unit PPKT
— —— —

( View all and manage members )
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Click ‘Add members’ and search using ‘email address’, from the list of contacts.
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STEP 8:
Type the ‘email address’, and search from the list of contacts.

Example;

< e m——— X
() Refresh 59 iten( O syamsul@us.. = :
o o = - -
O Name T Email address
O {afidah Umar hafidah_umar@usm.my
O Nur Amaling Heshim amalinah@usm.my
:) Aini Ismafairus Abd Ham aini_ismafairus@usm.my
@) Mohd Faizal Mohd Zulkifly faizal 2ulkifly@usm.my
O LimoAmne limjoanne@usm.my
O hd Harizal Senik @ Nawi  mharizalsenik@usm.my
(O siti Nurbaya Mohd Naw ALirhayanawi Gosm.mw
STEP 9:
‘Tick’ at the list and click ‘Add’ below
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