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Create a Contact Group in 1Hope

If you have a list of email addresses from KnowHope Plus or a comma-separated list of email
addresses you can make a contact group that holds the whole list. Instead of addressing a
message to several separate users, you can address a message to a single address using the
contact group saved in your 1HOPE contacts.

Creating the Contact Group

From KnowHope Plus or a comma-separated list of email addresses, select the entire list of
email addresses with your mouse. Do not include any extra lines or spaces to the right or
below the last email address when selecting. Choose Edit, Copy. A sample list of comma-
separated email addresses follows. @hope.edu and the comma (,) must be included.

Person1@hope.edu,

Person2@hope.edu,

Person3@hope.edu,

Person4@hope.edu,

Person5@hope.edu,

1. Open 1HOPE and log in.

2. Choose Compose Mail to start a new message.

3. Click in the To: field. Choose Edit, Paste to place the entire list of addresses.

4. In the new version of 1Hope click on the To: link. (Click directly on the word To)
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5. In the older version of 1Hope click on Choose from Contacts (located below the To: entry)
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8. A small window will appear in the upper left corner asking for the group name. Type in a
group name and click OK. Click Done from the contact window (Jéwer right). The group
name may not appear right away.

9. Important: Leaving the list of addresses in the To: field will Allow people who receive this
message to see the email address of everyone in the list. po not leave the addresses here.

Putting the list in the Bcc: field instead of the To: field wilf prevent others from seeing the
complete list.
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