
 
 

Emailing an Entire Group 

1. Click the “groups” icon 
 

 
 
 

2.  Click the “My Groups” tab 
 
 

 
 

 
 

3.  Click on a link to access a group 
 

 
 

 
 
 
4.  Click the “Email” link located within the “Group Tools” menu 
 

 
 
 



5.  Place a check mark in the “Select All” box 
 
 

 
 
 
 

6.  Click the “Send Email” button 
 
 
 
7.  Compose email to include a subject, message, and/or attachments as 
necessary 
 
 
 

 
 
 
 

8.  Click “Send” 


