
CREATING EMAIL GROUPS (LABELS) 

Type to enter text

3. TYPE YOUR LABEL/GROUP NAME

1.  GO TO:  CONTACTS.GOOGLE.COM 2. CLICK CREATE CONTACT

http://CONTACTS.GOOGLE.COM
http://CONTACTS.GOOGLE.COM


4. GO TO DIRECTORY  5. BEGIN TYPING IN THE NAME OF THE PERSON YOU WANT IN THE 
GROUP IN THE SEARCH BAR AND CLICK ON THE PERSON YOU 
WANT TO INCLUDE

EXAMPLE HERE





7.  CLICK BACK INTO THE SEARCH BAR AND REPEAT STEPS 5 AND 6 UNTIL ALL OF YOUR 
PEOPLE HAVE BEEN ADDED TO YOUR LABEL (GROUP)


8. WHEN YOU HAVE ADDED ALL YOUR GROUP MEMBERS, GO TO YOUR EMAIL AND 
COMPOSE A NEW MAIL.  TYPE IN THE NAME OF YOUR LABEL (GROUP).  IN THIS CASE, 
YOU WOULD TYPE IN SAMPLE.

6.  CLICK ON THESE DOTS


