CREATING EMAIL GROUPS (LABELS)

1. GO TO: CONTACTS.GOOGLE.COM 2. CLICK CREATE CONTACT
' : = e Contacts

@ contacts.google.com

I— Create contact

= e Contacts Q  Sear Rrpron
Name [©  afternoon group 4
= Create contact Type to enter text O  GRAND COTEAUTEA.. 4
STARRED €0 [© Kindergarten teachers 2
[©  Opelousas Middle Tea... 2
[©  PORT BARRE TEACHE... 2
[©  Pupil Appraisal Case ... 4
>  School Web Admin 27
[©  sped directors in louisi...
[© Teachers of the Year 29
+  Create label
3. TYPE YOUR LABEL/GROUP NAME
Create label —_ C et e —— ———— eae
Sample e
(> Sample

[  School Web Admin 27

[  sped directors in louisi...


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

O 0 0 O

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

Q

@
@
requently contacted
) [ ]
Directory D
Merge & fix 31
Labels o
[
afternoon group 4
[ ]
GRAND COTEAU TEA... 4 @
Kindergarten teachers 2 @
@
Opelousas Middle Tea... 2 P

EXAMPLE HERE

< C & contacts.good¥

: Apps [Z] Classes ~- Diagnostic Asses:

= e Contacts

I— Create contact

2 Contacts

4D Frequently contacted

Bl Directory

Merge & fix 31
~  Labels

[©  afternoon group 4
[© GRAND COTEAUTEA.. 4
[  Kindergarten teachers 2
[©  Opelousas Middle Tea... 2

WANT TO INCLUDE

Search

Name Email

DIRECTORY (17,490) SLP.K12.LA.US

A ZYRIA FORD aaf9990@student.slp.k12.la.us
A-LAYA EDWARDS ade5543@student.slp.k12.1a.us
A'HNNIE GUILBEAU arg5076@student.slp.k12.1a.us
A"JASON WHEELER ajw0350@student.slp.k12.1a.us
A'KEITHAN ELI ake6041@student.slp.k12.la.us
A’LAIJA ESPREE age9992@student.slp.k12.1a.us
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Phone number

> B

= Progress Check m Grand Prairie Elem... @ hosted358.renlear... == PLATO Learning En... == Wilderness Reserve

Anthony James - Ajames1@slpsb.org

Anthony Standberry - astandberry@slp.k12.la.us
D'ANTHONY GLOSTON - dg1635@student.slp.k12.la.us
MARK-ANTHONY WEBB - mdw4937@student.slp.k12.la.us
ANTHONI JOURNET - ajj7441@student.slp.k12.la.us
ANTHONY AUZENNE - aga6835@student.slp.k12.la.us

ANTHONY BRYANT - ajb0163@student.slp.k12.la.us

ber

A'KEITHAN ELI ake6041@student.slp.k12.la.us

A'LAIJA ESPREE age9992@student.slp.k12.la.us

)o@ (0000000 ~



Anthony James
O No Label
Contact details

&2 Ajames1@slpsb.org

Directory profile
Details found via Ajames1@slpsb.org ®

&2 akj4130@slp.k12.1a.us
AJAMES1@slpsb.org
AJAMES2@slpsb.org

) Teacher - Employee Type

Google profile

Details found via Ajames1@slpsb.org ®

6. CLICK ON THESE DOTS
2 S

=  Print
&5 Export
[l  Delete

Change labels

L/ alEinuun yivup
[  GRAND COTEAU TEACHER
Kindergarten teachgfs
Opelousas MiddIg Teachers
PORT BARRE

O

O

O

[ Pupil Apprafsal Case Coordin...
[  Sample

O

School Web Admin

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.



