
How to create a Distribution Group in Outlook Web Access 
 
1. Login to your LUSD email account through your web browser. 
2. Select:  Contacts 

 
 
3. Select:  New 
4. Select:  Group 
 

 



5. Type in a name for your Distribution Group 
6. Click “Members…” 

 
 
7. Find the individual you want to include in the Group and double-click on their name. 
8. Members names will appear as they are added. 
9. Click “OK” 
 

 
 
 
 
 



10. Click “Add to Group”. 

 
 
11. Click “Save and Close”. 

 
 
Your newly created Distribution Group will appear in your Contacts list. 


